	Probationary Review for Luo Huazhen
Review Period 2rd April 2018 to 2th Sept 2018
 Department. 


	Employee:  Luo Huazhen (17735)

	

	Supervisor:  Edwin Koh   

	

	2nd Level Manager Lim Ee ling


Performance ratings / Definitions

	Exceeds

Requirements

(Designated by the letter E)
	Performance far exceeds job requirements.  Extraordinary contributions, high level of initiative, innovation. Elevates workgroup and/or company performance. Reserved for the employee whose performance is consistently the highest quality.

	Meets

Requirements

(Designated by the letter M)
	Performance consistently meets and sometimes may exceed job requirements.

Solid performance, strong contributor, meets objectives and occasionally goes beyond requirements.

	Below

Requirements

(Designated by the letter B)
	Performance meets some job requirements, but overall remains below an acceptable standard. Employee needs improvement to fully meet the requirements of the job. Development activities may be appropriate.

	Does Not Meet

Requirements

(Designated by the letter D)
	Performance currently does not meet minimum job requirements. Corrective action necessary.


SECTION I: 
Key Objectives

Define performance objectives within 2 weeks of the employee’s start date. Review the progress made at the end of the 1st, 3rd and 5th month. Provide guidance, positive feedback and indicate areas that may require the employee’s attention to achieve the expected standard of performance.
	Describe Key Objectives / Assignments

(Include expected date or quarter of 

completion.)
	Comments
	Rating

1st Month
	Rating

3rd Month
	Rating

5th Month

	1.  Sustained Mfg - Responsible for CM Test Equipment support      (30%)        

     
	 To take over testers sustaining support
	
	
	

	2.  NPI support - manufacturing activities – Equipment transferred 
(30%)
	QDA 
Beacon 

Pul & Bifrost equipment upgrade

Support validation as Singapore point of

contact 
	
	
	

	3.  Equipment Asset renewal and PM schedule (30%)
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SECTION II – 

Performance against Key Competencies

	  1 - Core Job Competencies
	

	1.1 JOB KNOWLEDGE: Demonstrates mastery of job (breadth and depth).
	

	1.2 PROBLEM SOLVING / DECISION-MAKING: Uses good judgement. Formulates sound decisions. Identifies and analyses problems.
	

	1.3 QUALITY: Ensures high standards of work; work is error free and accurate; follows ISO 9000 quality standards.
	

	1.4 QUANTITY: Produces expected volume of work.
	

	1.5 INDEPENDENCE: Works independently to the full extent of his/her technical ability and reflective of job level.
	


Example/Comments (include specific examples):
	   2 - Core Behavioral Competencies
	

	 2.1 COMMUNICATION: Demonstrates the ability to give and receive and feedback in an open and candid way, adjusting language and terminology to the characteristics and needs of the audience. Obtains the perspectives of others.
	

	2.2 INTERPERSONAL SKILLS: Develops and maintains co-operative, productive and professional relationships. Treats other with respect and dignity, while maintaining an environment of trust.
	

	2.3 TEAMWORK: Builds effective working relationships within and across organisational boundaries; leveraging joint accountability for achieving results.
	

	2.4 CUSTOMER COMMITMENT: Puts clients/customers' (internal and external) needs first.  Makes decisions and takes actions that add value for the customer.  Demonstrated personal investment in customer success.
	


Example/Comments (include specific examples):

	 3 - Professional Commitment & Accountability
	

	3.1 ATTENDANCE: Demonstrates dependability and reliability. Consistently reports to work on time; meets company guidelines for attendance (does not exceed 2 times the company average of absence in a 12 month-rolling period). 
	

	3.2. DRIVE TO ACHIEVE RESULTS: Is motivated to achieve and surpass standards of excellence and improve personal performance, demonstrating confidence and a ‘can do’ attitude to succeed.
	

	 3.3 INITIATIVE: Consistently seeks out and accepts new tasks and responsibilities, while constantly asking “what else can I do?”. Demonstrates an interest in seeing the bigger picture.
	

	3.4  LEADERSHIP: Initiates / influences action. Is recognised by peers, subordinates, superiors and customers as an individual who demonstrates accountability for achieving key results.
	

	3.5  LEARNING ORIENTATION: Is committed to the long-term learning and development of self and others. Learns from successes and failures and provides guidance ; shares knowledge and encourages others through coaching and training.
	

	3.6 INNOVATION / CREATIVITY: Demonstrates ability to apply purposeful solutions. Creatively deals with obstacles.
	

	3.7 TECHNICAL BUSINESS EFFECTIVENESS: Understands how position affects the achievement of corporate/organisational goals and objectives. Displays sound judgement and analytical processes in executing business initiatives, while focussing on top priorities.
	

	3.8 HEALTH & SAFETY : Clean, well organized area; adheres to all safety requirements; uses ergonomically correct tools provided to do the job.  Ensures compliance with all Environmental, Health & Safety regulations and policies.
	


Example/Comments (include specific examples):

SECTION III :  
Key Objectives after completion of the Probationary Period
	Identify and discuss key objectives, which must be specific, measurable, attainable, relevant and on a timeline.
	

	Objective 1. 
	

	Objective 2. 
	

	Objective 3. 
	

	Objective 4. 
	

	Objective 5 
	


SECTION IV: 
Personal Development Plan

Personal Development / Action Planning

The information in this section should form the basis of your Personal Development Plan based on the requirements of the position.
	Acknowledged Strengths:
	
	Developmental Needs:

	1. 

2. 

3. 

4. 
	
	1. 

2. 

3. 

4. 


Development Plans are most effective when they include a variety of activities.

	  Education Based

Learning through resources
	Experience Based

Learning through doing
	Exposure Relationship Based

Learning through others

	-  WLDC courses

-  Selected readings 

-  E-learning program 

-  Leadership forums

-  Functional specific training

	-
On-the-job tasks 

-
Project Teams

   (as leader or member)

-
Job change and rotation 

-
Special assignments
	- Feedback and coaching 

- 360 Assessment 

- Role models 

- Exposure to key individuals, leaders    and teams


Development activities and training:
List activities  special projects, assignments and experiences or training courses to further enhance the employees skills.

	Action Required:
	
	Timeframe:

	1. 

2. 

3. 

4. 
	
	1. 

2. 

3. 

4. 


Probationary Review Summary

The employee has completed the probationary period in a satisfactory manner and is confirmed for continued employment

Yes 

No      
If “No” please indicate required next steps 

	Areas of required improvement




	Manager’s over all summary 



	Manager's signature:

please print name: Edwin Koh
	Date: 

	Next level Manager’s signature:

please print name: 
	Date: 

	Employee's signature:

please print name: 
	Date:  


