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What	should	i	say	in	my	employee	evaluation

Allocating	buffer	time	could	help	in	managing	unforeseen	delays.”	“You	could	work	on	minimizing	distractions	during	work	hours	to	enhance	your	focus	and	productivity.”	Leadership	Performance	Review	Comments		Performance	reviews	are	often	meant	to	be	followed	up	with	succession	planning.	It	pinpoints	a	specific	action	that	you	know	has
negative	results	or	consequences,	while	demonstrating	your	commitment	to	avoiding	it	in	the	future.	The	initiative	performance	review	phrases	below	are	there	to	help	you	kickstart	those	conversations	in	self	reviews.	When	that	work	is	criticized	without	care,	it	may	damage	the	relationship.	Many	of	your	team	members	say	you’re	a	great	listener,
and	they	feel	comfortable	sharing	ideas	with	you.	You	can	improve	your	creative	output	by	seeking	inspiration	from	a	wider	range	of	sources	and	industries.”	“Have	you	considered	working	on	developing	your	brainstorming	techniques	to	generate	a	broader	array	of	creative	ideas.”	“Your	commitment	to	excellence	sometimes	results	in	you
overthinking	new	ideas.	Exploring	new	techniques	and	innovative	solutions	could	improve	your	job	performance.”	Examples	of	Initiative	Performance	Review	Phrases		Taking	initiative	at	work	is	a	great	indicator	of	a	high-performing	employee.	It	would	be	great	if	you	could	recognize	when	you	need	help	and	ask	for	it,	so	we	can	avoid	any	lost	effort	or
time.	You	saved	me	a	lot	of	time	when	you	pointed	out	the	error	in	my	code	early	on.	Trusting	your	instincts	more	could	help	unleash	your	creative	potential.”Overall	Performance	Comments	We	didn’t	want	to	provide	you	with	just	very	specific	appraisal	comments.	I	encourage	you	to	keep	doing	[action].	Three	key	things	to	keep	in	mind	as	you’re
writing	your	performance	review	comments	are:1.	I	demonstrated	my	collaboration	skills	by	planning	the	holiday	party	with	a	full	committee.	Performance	review	phrases	about	creativity	and	innovation	are	truly	necessary.	Better	yet,	turn	your	feedback	session	into	a	discussion	where	you	and	your	direct	reports	brainstorm	on	fixing	any	existing
problems	together.	Gaining	more	hands-on	experience	could	help	bridge	this	gap.”	“You	could	work	on	enhancing	your	decision-making	skills	by	thoroughly	analyzing	all	available	information	before	taking	action.”	“You	tend	to	rely	on	familiar	methods	and	approaches.	You’re	great	at	solving	challenging	work	problems.	The	more	specific	you	can	be
with	this	feedback,	the	more	impactful	it	will	be	for	the	employee.	Regardless	of	an	individual’s	seniority	in	the	organization,	whether	we	are	writing	performance	review	comments	for	managers	or	direct	reports,	we	need	to	keep	in	mind	that	people	have	a	tendency	to	fall	in	love	with	their	work.	Start	with	positive	feedback:	Begin	your	comments
with	positive	feedback	to	set	a	constructive	tone	and	make	the	employee	feel	valued.2.	Focus	on	behavior:	Focus	on	the	employee’s	behavior,	rather	than	their	personality.	Again,	if	asking	someone	to	improve	on	something	isn’t	comfortable	for	you,	a	more	positive	way	to	frame	feedback	is	to	say,	“I	would	love	to	see	you	do	more…”Positive	examples
of	action-focused	feedback	for	peers:	I	would	love	to	see	you	take	more	ownership	of	your	mistakes.	You	don’t	want	to	pat	yourself	on	the	back	too	much,	but	it	can	also	feel	uncomfortable	to	openly	share	your	areas	of	weakness	with	others.	Remember	that	these	are	just	starting	points	–	you	should	feel	empowered	to	mix	up	the	phrases,	tweak	them
to	fit	your	management	style,	or	come	up	with	your	own	if	you	didn’t	see	any	that	resonated	with	you.	This	way,	your	employee	knows	their	performance	or	actions	are	appreciated	by	people	beyond	just	you.Examples	of	phrases	that	recognize	positive	employee	actions	and	results:	I	encourage	you	to	keep	being	a	sounding	board	for	your	teammates.
My	goal	is	to	stop	coming	to	meetings	late	because	I	know	it’s	disrespectful	of	everyone’s	time.	I	displayed	leadership	skills	by	leading	the	engineering	team	through	a	feature	release.	I	would	love	to	have	you	continue	leading	them,	especially	since	I	know	you	enjoy	the	creative	process.	I	really	appreciate	it	when	you	give	constructive	feedback.	When
you	publicly	credited	me	for	the	project	we	worked	on	together,	it	made	me	feel	recognized.	Below	you	will	find	performance	review	comment	examples	on	quality	of	work:	Positive	Phrases:	“The	work	you	deliver	is	consistently	at	a	very	high	quality.		The	discussion	of	initiative	in	performance	reviews	can	quite	easily	facilitate	conversations	of
succession	planning	and	career	pathing.	I’ve	asked	my	team	to	gently	let	me	know	when	I	do	this	so	I	can	be	more	aware	of	my	actions.	Behavior:	Describe	the	observable	behavior.	I	set	up	multiple	goal	checkpoints,	which	led	to	the	marketing	team	hitting	all	its	Q1	KPIs.	I	implemented	a	new	update,	which	resulted	in	a	10%	increase	in	website
engagement.	Positive	examples	of	behavior-oriented	feedback	for	peers:	I	think	you	could	improve	the	way	you	share	updates	with	the	rest	of	the	team.	When	giving	this	feedback	during	a	performance	review,	focus	on	something	recent,	as	you	will	likely	recall	their	accomplishment	more	accurately.	This	is	a	sign	of	your	proactive	attitude.”	“You	are
always	willing	to	take	on	additional	responsibilities	and	go	above	and	beyond	your	regular	duties.”	“On	many	different	occasions,	you’ve	proposed	new	ideas	and	improvements.	Whether	you	are	praising	an	employee’s	creativity	or	simply	encouraging	them	to	be	more	innovative,	the	discussion	of	creativity	in	performance	appraisals	is	gaining	more
importance	every	single	day.		Positive	Phrases:	“You	regularly	complete	tasks	ahead	of	schedule,	demonstrating	excellent	time	management	skills	and	reliability.”	“We	appreciate	the	way	you	prioritize	your	workload.	Or	you	will	start	skirting	the	dangerous	line	into	the	micro-management	territory!2.	I	would	love	to	see	you	do	more	[action]	because
[reason].		In	order	to	achieve	that	very	goal,	discussing	role-related	competencies	is	a	must.	One	way	to	combat	this	mental	block	is	to	utilize	performance	appraisal	phrases	that	are	more	objective	in	nature.	Delegating	more	effectively	could	help	you	focus	on	strategic	priorities	and	develop	your	team’s	skills.”	Performance	Review	Comments	About
CreativityThe	last	“specific”	performance	review	comment	area	we	want	to	highlight	on	this	list	is	perhaps	the	most	versatile	of	them	all.	Perhaps	you	could	make	your	life	easier	by	breaking	down	larger	projects	into	smaller,	more	manageable	tasks	with	specific	deadlines.”	“There	have	been	instances	where	we	noticed	that	you	underestimate	the
time	required	for	some	tasks.	It	would	be	great	to	see	you	engage	more	during	our	status	meetings	because	it	feels	like	you’re	frequently	uninterested	in	what	the	rest	of	the	team	is	working	on.	So	it	is	only	natural	to	have	performance	evaluation	phrases	about	problem	solving.	Results-oriented	employee	self-evaluation	examples:	I	attended	five
events	and,	as	a	result,	exceeded	my	sales	quota	by	10%	this	quarter.	It	sets	a	great	example	for	me.	Your	feedback	helped	me	refine	my	ideas	for	my	last	presentation,	which	was	a	success.	To	do	this,	I	will	practice	mindfulness	and	step	away	from	my	desk	when	I	feel	overwhelmed.	To	improve,	please	make	sure	to	document	all	processes	thoroughly
for	future	projects.”Personal	CriticismsKeep	your	performance	appraisal	comments	focused	on	work-related	matters.	As	is	the	case	with	all	different	performance	feedback	types,	there	are	some	areas	to	be	mindful	of.	Whether	or	not	it’s	anonymous	depends	on	what	your	team	is	comfortable	with.	This	in	turn	can	result	in	overlooking	important
details.	I	love	how	you	take	ownership	of	problems	even	when	they’re	not	yours.	She	elaborates,	"At	my	company,	I’m	asked	to	give	feedback	in	the	following	format:	Stop/Start/Keep	Doing	–	it	helps	frame	things	constructively."This	Stop/Start/Keep	Doing	framework	is	pretty	simple.	Identifying	the	root	issue	could	lead	to	more	effective	solutions.”
“You	might	improve	your	problem-solving	skills	by	seeking	input	from	colleagues	and	considering	diverse	perspectives.”	“You	have	the	tendancy	to	rush	through	the	problem-solving	process.	Sara	Kaplan,	Social	Media,	Content,	and	PR	Manager	at	Weploy,	suggests	a	specific	framework	to	simplify	the	process.	This	is	important	because	this	type	of
feedback	happens	between	two	peers.	To	use	this	model,	you	structure	your	feedback	around	the	following	components:	Situation:	Describe	the	situation.	I	showed	strong	time	management	skills	and	teamwork	when	I	took	over	my	teammate’s	work	while	he	was	on	vacation	and	completed	all	my	own	tasks	as	well.	Being	open	to	new	approaches	and
ideas	could	enhance	your	effectiveness.”	“You	could	work	on	building	stronger	relationships	with	your	colleagues	to	improve	teamwork	and	collaboration.”	Examples	of	Self-Appraisal	Comments	by	Employees	No	performance	review	would	be	complete	without	a	self-review	on	behalf	of	the	employee.	Yes,	you	can!	For	those	reviewers	who	have	too
many	performance	reviews	to	comment	on	but	still	want	to	respond	to	them	personally	effectively,	using	an	AI	writing	assistant	is	a	solid	idea.	However,	that	doesn’t	make	this	phrase	less	valid	or	more	difficult	to	understand	because	it’s	still	rooted	in	tangible	examples.	Everyone	makes	them,	but	the	resolution	is	much	smoother	if	there’s	no	finger-
pointing.	These	review	comments	are	centered	around	recognizing	the	areas	in	which	an	employee’s	leadership	skills	shined	as	well	as	discussing	some	areas	of	improvement.	I	think	you	could	improve	on	staying	focused	during	meetings	and	brainstorms.	You	can	also	take	this	further	by	asking	questions	on	what	other	actions	they	might	take	or
change	if	the	feedback	is	constructive."Another	important	thing	to	keep	in	mind:	Anonymous	performance	feedback	doesn’t	give	you	the	liberty	to	be	unfairly	harsh	in	your	review	of	a	peer.	We’ve	noticed	that	your	work	is	always	crisp,	accurate	and	free	from	errors.”	“This	review	period,	you’ve	demonstrated	a	strong	commitment	to	excellence,
regularly	going	above	and	beyond	to	produce	outstanding	results.”	“I	can	see	that	you	show	a	deep	understanding	of	your	tasks,	which	is	reflected	in	the	high	quality	of	your	outputs.”	“You	take	pride	in	your	work,	consistently	producing	thorough	and	well-researched	deliverables.”	Constructive	Phrases:	“You	could	benefit	from	dedicating	more	time
to	reviewing	your	work	to	ensure	it	meets	the	expected	quality	standards.”	“You	sometimes	rush	through	tasks,	leading	to	avoidable	errors.	This	framework	is	beneficial	because	it	clarifies	how	employees	can	influence	and	take	action	on	their	personal	and	professional	development.	Your	presentations	tend	to	be	scattered	and	don’t	represent	your
team’s	efforts	well.	Research	has	shown	that	managers	and	peers	–	regardless	of	gender	–	tend	to	give	women	more	personality-oriented	feedback	and	men	more	work-oriented	feedback.	Avoid	vague	comments	like,	“You	need	to	do	better”	or	“Your	work	has	room	for	improvement.”	Instead,	provide	clear	examples	and	suggest	actionable	steps	for
improvement.Example:	Say,	“Your	recent	project	lacked	detailed	documentation.	Unless	there	is	a	distinct	purpose	behind	your	supervisor	comments	and	recommendations,	you	should	abstain	from	handing	them	out.	While	many	aspects	of	employee	performance	or	position-related	competencies	depend	on	voluntary	decisions	and	planned	actions,
how	individuals	communicate	is	more	natural	and	reflexive.	Examples	of	phrases	that	recognize	positive	employee	behavior:	You	excel	at	creating	thoughtful	marketing	decks.	You’re	creating	stress	for	the	other	team	members	outside	of	working	hours,	and	it’s	not	a	healthy	habit.	Taking	more	ownership	and	initiative	could	enhance	your	impact	on
the	team’s	success.”	Performance	Appraisal	Comments	About	Problem-Solving	While	each	role	may	have	its	own	set	of	competencies	associated	with	it,	the	ability	to	solve	problems	as	they	arise	is	a	competency	shared	by	almost	any	role	in	an	organization.	It	asks	managers	to	provide	feedback	on	what	that	direct	report	should	stop,	start,	and	keep
doing	to	make	the	most	impact	in	their	role.	Unfortunately,	the	former	is	less	actionable	and	can	contribute	to	the	gender	gap,	so	it’s	critical	to	be	mindful	when	utilizing	this	phrase.	Employee	performance	should	be	evaluated	with	the	intention	of	helping	that	employee	grow	and	develop	their	skills	in	order	to	improve	that	very	performance	within
the	upcoming	review	period.	Avoid	judgments	and	opinionated	language.	This	phrase	also	follows	the	SBI	feedback	model	and	will	help	your	peers	understand	what	actions	or	behaviors	positively	impacted	you	and	why.Examples	of	phrases	that	recognize	positive	actions	by	peers:	When	you	offered	to	take	one	of	the	writing	projects	off	my	plate,	I	felt
supported	because	you	recognized	that	I	was	busy	and	stepped	in	proactively.	I	encourage	you	to	keep	building	a	relationship	with	our	remote	team.	I	planned	a	successful	PR	offsite	and	as	a	result,	the	team	produced	three	fresh	story	angles	to	pitch	next	month.	I	would	love	you	to	continue	sharing	fresh	ideas	at	the	monthly	brainstorming	session.
It’s	important	to	make	sure	this	action	is	one	either	you	or	a	team	member	has	witnessed	multiple	times	–	otherwise,	it’s	difficult	to	justify	why	your	employee	is	receiving	this	feedback.Examples	of	phrases	that	recognize	undesirable	employee	behavior:	My	feedback	is	that	you	stop	sending	urgent	emails	late	at	night.	I	encourage	you	to	start
practicing	flexibility	regarding	new	ideas	–	it	may	help	you	discover	time-saving	processes.	And	when	you	share	it,	describe	its	impact	on	you	or	others.	Messages	from	you	are	always	easy	to	understand,	leaving	no	room	for	misunderstandings.”	“Regardless	of	the	situation,	you	always	maintain	a	positive	and	approachable	demeanor	and	it	hasn’t	gone
unnoticed!	You	easily	encourage	open	communication	and	collaboration	among	your	colleagues.”	“You	effectively	facilitate	meetings,	ensuring	all	participants	have	a	chance	to	contribute	and	feel	heard.”	Constructive	Performance	Review	Comments:	“You	could	benefit	from	providing	more	detailed	explanations	when	sharing	complex	information	to
ensure	all	team	members	fully	grasp	the	concepts.”	“You	sometimes	dominate	conversations,	which	can	make	it	difficult	for	others	to	share	their	thoughts.	Positive	Performance	Review	Phrases:	“You	consistently	impress	with	how	you	communicate	your	ideas	and	feedback	so	clearly	and	effectively.	Impact:	Explain	how	the	behavior	has	affected
others,	positively	or	negatively.	This	performance	review	phrase	is	a	little	different	because	it	allows	you	to	incorporate	feedback	from	a	third	party	(e.g.,	a	peer	or	somebody	on	another	team).	This	phrase	identifies	a	specific	instance	when	you	really	appreciated	your	colleague’s	contribution.	Learn	how	Culture	Amp	can	helpShare	text	selection	to
Twitter	Positive	Phrases:	“You’ve	shown	a	strong	tendency	to	take	the	initiative	to	identify	and	tackle	problems	before	they	escalate.	It	would	be	helpful	to	explain	why	you	updated	something	instead	of	changing	it	without	context.	For	that	and	many	other	reasons	beyond	counting,	we	put	together	a	list	of	performance	review	phrases	about
leadership.	Embracing	a	more	proactive	mindset	could	help	you	grow	in	your	role.	Paying	closer	attention	to	these	details	could	improve	your	results.”	“You	could	work	on	enhancing	the	thoroughness	of	your	work	by	ensuring	all	aspects	of	a	task	are	fully	addressed	before	considering	it	complete.”	Performance	Review	Comments	About	Role-Related
Competencies	One	of	the	core	goals	of	a	performance	review,	alongside	talent	management	is	talent	development.	While	these	review	phrases	can	be	used	as	they	are,	we	strongly	recommend	you	customize	them	to	reflect	specific	instances	where	an	employee’s	problem-solving	skills	were	on	display.	When	it	comes	to	behavioral	feedback,	it's
important	to	be	aware	of	gender	biases.	You	ensuring	everyone	understands	your	perspective	and	that	is	a	huge	asset	to	your	team.	Taking	initiative	not	only	shows	the	employee	has	taken	ownership	of	their	role	and	responsibilities	but	also	how	they	are	willing	to	take	on	more	work.	It	would	be	beneficial	for	you	to	start	taking	notes	during	our
stand-up,	so	you	don’t	forget	any	of	the	tasks	or	feedback	you	shared.	They	provide	an	opportunity	for	constructive	feedback	and	goal-setting.Delivering	effective	performance	appraisal	comments	can	be	challenging,	and	using	the	wrong	words	or	phrases	can	have	a	detrimental	impact	on	your	team’s	morale	and	productivity.So	in	this	particular
section,	we’ll	explore	what	you	shouldn’t	say	in	performance	reviews	and	provide	examples	to	steer	clear	of	these	pitfalls.Negative	LanguageAvoid	using	harsh	or	negative	language	in	your	performance	appraisal	comments.	Moreover,	it	gives	you	a	chance	to	explain	the	negative	outcomes,	which	your	direct	report	may	not	have	been	aware	of	in	the
first	place.	You	could	improve	the	way	you	manage	expectations	with	our	customers,	so	they	don’t	end	up	disappointed	or	upset	down	the	road.	I’m	really	impressed	with	the	way	you	revamped	our	weekly	kickoff	meeting.	This	type	of	performance	feedback	involves	collecting	responses	from	peers	who	work	with	the	individual	being	reviewed.	It’s
never	easy	to	be	the	recipient	of	negative	feedback,	so	try	to	practice	empathy	–	especially	when	sharing	constructive	feedback	with	a	fellow	colleague.Lauren	Linzenberg,	Founder	&	HR	Consultant	at	MENSC{HR},	recommends	doing	a	gut	check.	Below	we	included	some	overall	performance	review	comments	and	phrases	that	can	be	used	in	a
variety	of	different	performance	appraisal	scenarios.	So	should	you.”	“You	have	the	potential	to	be	more	effective	by	simply	taking	the	initiative	to	address	issues	as	they	arise,	as	opposed	to	waiting	for	them	to	be	assigned.”	“You	could	work	on	suggesting	solutions	to	problems	you	identify,	rather	than	just	pointing	them	out.”	“You	tend	to	rely	on
others	to	drive	projects	forward.	I	successfully	completed	[project	or	milestone]	​and,	as	a	result,	achieved	[results].​This	performance	review	phrase	is	less	focused	on	your	behaviors	and	more	focused	on	the	results	of	specific	milestones	you	reached	or	projects	you	completed.	Positive	Phrases:	“You	demonstrate	exceptional	leadership	skills,
consistently	guiding	your	team	towards	achieving	their	goals	with	clarity	and	motivation.”	“You	lead	by	example,	maintaining	high	standards	of	integrity	and	professionalism	that	inspire	others	to	follow.”	“You	excel	at	delegating	tasks	effectively,	ensuring	that	team	members	are	empowered	and	tasks	are	completed	efficiently.”	“You	possess	strong
decision-making	abilities,	confidently	addressing	challenges	and	making	informed	choices	that	benefit	the	team.”	“You	foster	a	positive	and	inclusive	work	environment,	promoting	teamwork	and	collaboration	among	all	team	members.”	Constructive	Phrases:	“Improving	your	communication	with	team	members	can	help	ensure	everyone	is	aligned	and
informed	about	key	objectives.”	“You	still	have	some	room	to	grow	when	it	comes	to	providing	constructive	feedback.	Do	your	homework	first!To	make	sure	your	comments	and	recommendations	as	a	supervisor	are	hitting	the	mark,	you	need	to	do	your	research	and	do	it	well!	Some	of	the	best	ways	to	gather	that	information	include:Pulse
Surveys360-Degree	FeedbackAnonymous	FeedbackCheck-in	Meetings3.	“Throughout	the	review	period,	you’ve	demonstrated	a	high	level	of	expertise	in	your	role,	consistently	applying	your	knowledge	and	skills	to	achieve	excellent	results.”	“You	are	proficient	in	using	the	tools	and	technologies	required	for	your	job,	which	enhances	your	efficiency
and	productivity.”	“You	continuously	seek	to	improve	your	competencies	by	staying	updated	with	the	latest	industry	trends	and	best	practices.”	“You	effectively	apply	your	problem-solving	skills	to	overcome	challenges	and	find	innovative	solutions.”	“You	exhibit	strong	analytical	abilities,	enabling	you	to	make	data-driven	decisions	that	benefit	the
team	and	organization.”	Constructive	Phrases:	“You	could	benefit	from	further	developing	your	technical	skills	to	better	meet	the	demands	of	your	role.”	“You	might	improve	your	job	performance	by	seeking	out	additional	training	or	professional	development	opportunities.”	“You	sometimes	struggle	with	applying	theoretical	knowledge	to	practical
situations.	When	you	supported	my	idea	in	the	brainstorming	session,	it	gave	me	the	confidence	to	continue	advocating	for	my	project.	Is	this	a	process	you’d	be	interested	in	taking	over	in	the	future?	Examples	of	phrases	that	encourage	positive	employee	actions:	I	encourage	you	to	set	an	alarm	a	few	minutes	before	a	meeting	starts,	so	you	come	on
time.	I	would	like	you	to	stop	waiting	until	the	last	minute	to	prepare	your	quarterly	results.	Chris	Zeller,	an	Executive	Recruiter	at	Adecco,	explains,	"It's	always	helpful	to	keep	feedback	rooted	in	observable	behavior,	which	has	nothing	to	do	with	intent	or	inherent	traits."This	recommendation	aligns	with	the	Situation-Behavior-Impact	(SBI)	feedback
model,	which	focuses	on	facts	and	less	on	subjective	assessments.	In	this	freshly	updated	list,	you	will	find	100	of	the	best	performance	review	comments	on	some	of	the	most	relevant	performance	appraisal	topics	today.We	know	that	every	leader	and	reviewer	has	their	own	rapport	with	their	employees	and	the	performance	review	phrases	they	use
will	rely	heavily	on	that	very	relationship.The	performance	review	comments	and	phrases	in	this	list	are	only	meant	to	serve	as	a	structural	guide	for	reviewers	as	they	respond	to	their	employees	during	performance	appraisals.	I	recognize	that	I	need	to	improve	how	I	proofread	my	work,	so	I	plan	to	make	grammar	and	spell-checks	a	routine	part	of
my	review	process.	I’m	going	to	start	planning	ideas	ahead	of	time,	so	I	feel	more	prepared.	This	not	only	reflects	well	on	your	performance	and	benefits	the	organization	but	also	sets	a	high	standard	for	your	teammates..”	“You	pay	great	attention	to	detail.	This	phrase	is	useful	and	makes	it	less	awkward	to	talk	about	yourself	since	you're	not
subjectively	assessing	your	personality.Behavior-focused	employee	self-evaluation	examples:	I	demonstrated	initiative	when	I	wrote	three	additional	blog	posts	this	quarter.	Using	phrases	like	“You’re	not	as	good	as	[colleague]”	can	create	unhealthy	competition	and	resentment	among	team	members.	Take	your	performance	review	to	the	next
levelHopefully,	these	phrases	helped	you	better	envision	the	type	of	feedback	to	incorporate	in	your	next	performance	review.	Pick	whichever	improvement	phrase	better	suits	your	management	style.	This	can	stifle	innovation.	While	the	performance	review	comments	and	phrases	in	this	section	are	on	the	more	general	side	when	it	comes	to	employee
competencies,	these	example	phrases	can	be	customized	to	match	the	competency	framework	your	organization	uses.	Sharing	feedback	about	someone	you	work	with	daily,	who	you	may	be	friends	with,	is	tricky	–	especially	when	the	feedback	is	constructive.Christine	Tao,	Co-Founder	and	CEO	of	SoundingBoard,	offers	her	perspective	on
approaching	this	challenge.	I	think	it	would	be	valuable	to	have	a	team	member	review	your	client	emails	to	help	you	check	the	tone.	These	comments	will	work	effectively	regardless	of	the	performance	management	model	or	performance	management	strategy	you	are	using.Positive	Overall	Performance	Review	Phrases:	“You	have	exceeded
expectations	in	your	role	and	demonstrated	exceptional	performance	alongside	a	strong	commitment	to	our	organization’s	goals.”	“You	show	remarkable	dedication	and	enthusiasm	for	your	work,	consistently	delivering	high-quality	results.”	“You	are	a	reliable	and	valued	team	member	who	regularly	contributes	innovative	ideas	and	solutions.”	“You
exhibit	excellent	leadership	qualities,	effectively	managing	your	responsibilities	and	inspiring	your	colleagues.”	“You	have	shown	significant	growth	and	development	over	the	past	year,	continuously	improving	your	skills	and	performance.”	Constructive	Phrases:	“We’ve	noticed	that	you	could	be	setting	clearer	goals	and	priorities	to	help	focus	your
efforts	and	improve	your	overall	performance.”	“You	on	occasion	struggle	with	meeting	deadlines.		Positive	Phrases:	“It	hasn’t	gone	unnoticed	that	you	demonstrate	strong	problem-solving	skills.	I	plan	to	do	so	by	[action].​While	it’s	tough	to	talk	about	the	areas	you	need	improvement	in,	this	performance	review	phrase	is	helpful	because	it
immediately	offers	a	solution	to	the	“problem.”	This	shows	your	manager	that	you’re	proactive,	self-aware,	and	driven	because	you’re	taking	ownership	of	your	weaknesses.	They	told	me	how	much	they	appreciate	your	consistent	and	clear	communication.	You	should	feel	empowered	to	continue	addressing	those	situations.	More	often	than	not	the
quality	of	an	employee’s	work	is	one	of	the	most	simple	and	direct	indicators	of	high	or	low	performance.	Delegating	when	appropriate	might	help	manage	your	workload	more	effectively.”	“We	appreciate	the	amount	of	work	you	are	taking	on.		Keeping	this	constructive	approach	in	mind,	below	are	performance	review	phrases	you	can	use	as	a
manager	to	effectively	provide	feedback	to	your	direct	reports.How	to	write	phrases	that	recognize	positive	performanceYou	excel	at	[action],	and	I	would	love	to	continue	seeing	that	from	you.With	this	phrase,	you’re	calling	out	behavior	you	want	to	encourage	an	employee	to	keep	doing.	Try	to	balance	speaking	and	listening.”	“You	might	improve
your	communication	by	considering	the	audience’s	perspective	and	tailoring	your	messages	accordingly.”	“You	tend	to	rely	heavily	on	email	for	important	communications.	The	last	one	you	suggested	was	one	of	our	most	successful	campaigns,	and	everyone	considers	it	a	big	win.	Whether	that	includes	using	the	9-box	talent	grid	or	mapping	out	career
paths	for	employees,	this	process	more	often	than	not	includes	the	employee	moving	on	to	roles	that	rely	more	heavily	on	their	leadership	skills.	Behavior-focused	employee	self-evaluation	examples:	I’m	going	to	stop	calling	out	people	for	mistakes	in	meetings	because	I	know	it	can	be	embarrassing	and	isn’t	the	appropriate	way	to	handle	the
situation.	If	you’re	not	comfortable	asking	an	employee	to	stop	doing	something,	you	can	flip	it	and	ask	them	to	start	doing	something	instead.	Developing	this	skill	could	help	team	members	grow	and	improve	their	performance.”	“You	could	improve	leadership	effectiveness	by	being	more	open	to	input	and	ideas	from	your	team.”	“You	could	work	on
better	managing	conflict	within	the	team,	addressing	issues	promptly	and	fairly	to	maintain	a	harmonious	work	environment.”	“You	tend	to	take	on	too	many	tasks	yourself.	It	gives	the	impression	that	you	aren’t	engaged	and	is	distracting	for	others	as	well.	Performance	review	comments	and	questions	about	time	management	skills	have	over	time
evolved	to	reflect	an	employee’s	ability	to	maintain	a	healthy	work-life	balance.	I	showed	dedication	as	a	manager	when	I	guided	an	employee	through	a	work	conflict.	Let’s	work	together	to	improve	your	time	management	skills.”Comparative	StatementsRefrain	from	making	direct	comparisons	between	employees	in	your	performance	review
examples.	I	need	to	show	more	composure	in	stressful	situations.	This	makes	clear	to	the	individual	what	they’re	doing	well	and	what	you	expect	them	to	continue	doing	in	the	future.	This	helps	the	feedback	feel	less	personal	and	more	actionable.3.	Avoid	vague	language:	Avoid	using	vague	language	like	“good	job”	or	“needs	improvement.”	Instead,
be	specific	about	what	the	employee	did	well	or	what	they	need	to	work	on.What	should	I	avoid	saying	in	performance	reviews?Performance	reviews	are	a	crucial	part	of	employee	development	and	growth	within	any	organization.	We’ve	seen	how	this	helps	drive	the	team’s	creative	efforts	forward.”	“You	have,	throughout	the	review	period,
demonstrated	a	strong	ability	to	think	outside	the	box,	finding	unique	solutions	to	complex	problems.”	“You	are	always	willing	to	experiment	with	new	approaches,	and	they	often	lead	to	successful	and	innovative	outcomes.”	“You	inspire	creativity	in	others	by	encouraging	a	collaborative	and	open-minded	work	environment.”	“You	regularly	contribute
original	and	valuable	ideas	that	enhance	our	projects	and	processes.”	Areas	of	Improvement	Phrases:	“We	appreciate	your	consistency	but	we	believe	you	could	benefit	from	taking	more	risks	with	your	ideas,	even	if	they	are	unconventional,	to	foster	greater	innovation.”	“You	tend	to	focus	on	traditional	methods,	which	can	limit	creativity.	I	want	you
to	keep	speaking	out	about	processes	you	think	could	be	improved.		Below	are	10	supervisor	comment	examples	about	an	employee’s	problem-solving	skills.	I’m	aware	that	you	cancel	your	one-on-one	meetings	almost	every	week.	The	art	of	giving	clear,	intentional,	and	valuable	feedback	is	tricky	to	master,	which	is	why	so	many	employees	have
experienced	underwhelming	performance	reviews.	You	should	block	off	time	on	your	calendar	to	complete	your	administrative	tasks	on	time	since	it's	easy	to	let	them	fall	through	the	cracks.	That’s	why	we	put	together	this	list	of	performance	review	phrases	and	examples	to	guide	you	in	the	right	direction	and	sharpen	your	ability	to	provide	useful
feedback	–	whether	it's	about	yourself,	your	direct	reports,	or	your	team	members.Performance	review	phrases	to	use	during	a	self-evaluation	Self-evaluations	(also	known	as	self-reflections)	can	be	awkward.	We	trust	your	judgement.	Phrases	like	“You	always”	or	“You	never”	can	be	demotivating	and	unproductive.	I	would	really	appreciate	it	if	you
could	be	more	open	to	other	people’s	suggestions	because	new	perspectives	can	be	valuable.	Incorporating	more	face-to-face	or	virtual	meetings	could	enhance	clarity	and	understanding.”	“You	could	work	on	managing	your	tone	and	body	language	during	stressful	situations	to	avoid	misunderstandings	and	maintain	a	positive	work	environment.”
Examples	of	Quality	of	Work	Performance	Review	Phrases		Performance	review	comments	about	quality	of	work	form	the	backbone	of	the	performance	appraisal	process.	I	appreciate	the	way	you	took	ownership	of	the	code	and	fixed	the	bugs.	On	many	occasions,	you’ve	made	it	easier	to	find	solutions.”	“You	actively	seek	out	information	and
resources	to	address	problems,	demonstrating	resourcefulness	and	initiative.”	“The	way	you	effectively	collaborate	with	team	members	to	brainstorm	and	implement	solutions	has	enhanced	the	overall	problem-solving	process	in	our	organization.”	Constructive	Phrases:	“We	believe	you	are	capable	of	developing	a	more	structured	approach	to
problem-solving,	and	ensure	all	potential	solutions	are	thoroughly	evaluated.”	“There	have	been	instances	in	which	you’ve	focused	on	the	symptoms	of	a	problem	rather	than	the	underlying	cause.	I	really	appreciate	it	when	you	[behavior],	such	as	when	you	[example].	I	would	love	to	see	you	be	more	thorough	when	handing	off	projects	because	it’ll
make	the	transition	more	seamless.	How	to	write	performance	review	phrases	that	identify	areas	of	improvementMy	feedback	is	for	you	to	stop	​[action]	because	it	results	in	[consequence].	I	won’t	change	project	deadlines	without	alerting	everyone	else	involved	because	I	know	it	affects	people’s	workloads.	Out	of	all	the	supervisor	comments
examples	on	this	list,	review	phrases	about	communication	skills	have	the	most	risk	of	making	the	employee	feel	like	this	is	a	direct	attack	on	their	personality.	Embracing	a	more	open	approach	could	lead	to	more	innovative	solutions.”	“We	know	you	have	a	lot	of	creative	potential.	Discussions	frequently	go	off	track	because	you	want	to	take	them	in
another	direction.	To	help	you	navigate	this	area,	here	are	sample	performance	review	phrases	about	communication	skills.	This	isn’t	acceptable,	given	you’re	a	manager	responsible	for	the	career	growth	of	multiple	employees.	I	encourage	you	to	start	[action]	because	it	will	help	you	[intended	result].	This	shows	your	commitment	to	enhancing	our
processes	and	outcomes.”	“You	take	the	lead	on	projects,	coordinating	efforts	and	ensuring	tasks	are	completed	efficiently	and	effectively.”	“You	demonstrate	strong	self-motivation,	regularly	seeking	out	opportunities	to	contribute	to	the	team’s	success.”	Constructive	Review	Phrases:	“We	know	you	are	capable	of	contributing	more.	I	really	appreciate
the	feedback	you	shared	with	me	about	my	communication	style	-	it	helped	me	identify	and	improve	on	an	issue	I	wasn’t	even	aware	of.	While	development	should	be	owned	by	the	employees,	managers	can	use	these	phrases	during	performance	appraisals	to	help	track	progress	and	keep	them	accountable.	You	quickly	identify	the	root	causes	of
issues	and	nd	develop	effective	solutions.”	“You	approach	challenges	with	a	positive	attitude,	using	creative	thinking	to	overcome	obstacles	and	achieve	goals.”	“You	excel	at	analyzing	complex	problems	and	breaking	them	down	into	manageable	components.	Enhancing	your	time	management	skills	could	lead	to	more	consistent	results.”	“We
appreciate	your	effort	but	we	believe	there	is	still	room	to	grow.			I	know	that	I	interrupt	others	unintentionally.	Creating	a	culture	where	your	employees	know	just	how	much	you	value	their	work-life	balance	can	help	immensely	with	issues	such	as	employee	disengagement	and	feeling	burnt	out.	I	admire	the	proactiveness	you	brought	to	our	most
recent	project	because	it	helped	me	plan	ahead	and	prioritize	my	work.	You’ll	notice	the	language	of	this	phrase	is	less	managerial	in	tone.	This	is	something	you	should	be	aware	of	and	not	do	moving	forward.	Focus	on	solutions	instead	of	problems.Instead	of	just	pointing	out	problems,	provide	recommendations	for	improvement.	I’ve	received
positive	feedback	that	this	has	really	helped	the	team	[result].	If	you	have	a	performance	appraisal	coming	up	and	you	are	not	quite	certain	how	you	should	phrase	the	self-review	section,	these	employee	self-review	examples	can	surely	be	of	assistance!	Positive	Phrases:	“I	believe	I	always	strive	to	exceed	expectations	in	my	role	by	delivering	high-
quality	work	and	meeting	deadlines	efficiently.”	“I	take	pride	in	my	ability	to	collaborate	effectively	with	my	team,	fostering	a	positive	and	productive	work	environment.”	“I	have	demonstrated	strong	leadership	skills	by	successfully	managing	projects	and	guiding	my	team	to	achieve	our	objectives.”	“I	am	committed	to	continuous	improvement,
regularly	seeking	out	opportunities	for	professional	development	and	skill	enhancement.”	“I	have	effectively	managed	my	time	and	resources,	balancing	multiple	tasks	and	projects	to	ensure	timely	and	successful	completion.”	Constructive	Phrases:	“I	recognize	that	I	need	to	improve	my	time	management	skills	to	better	prioritize	tasks	and	meet	all
deadlines	consistently.”	“I	acknowledge	that	I	could	benefit	from	seeking	more	feedback	from	my	colleagues	and	supervisors	to	identify	areas	for	growth.”	“I	am	working	on	enhancing	my	communication	skills	to	ensure	that	my	ideas	and	feedback	are	clearly	understood	by	the	team.”	“I	realize	that	I	sometimes	hesitate	to	take	on	new	challenges,	and
I	am	committed	to	being	more	proactive	in	seeking	out	opportunities.”	“I	understand	the	importance	of	delegating	tasks	more	effectively	to	empower	my	team	and	focus	on	strategic	priorities.”	How	to	write	performance	review	comments?When	you’re	writing	performance	review	comments,	there	are	some	things	you	should	make	sure	your
performance	review	comments	always	are.	I	really	respect	how	you	managed	the	expectations	of	the	CEO	about	our	PR	goals.	Supervisor	comments	and	recommendations	are	opportunities	to	show	your	team	that	you’re	in	it	together.Here	is	a	quick	video	tutorial	on	just	how	you	can	gather	360-degree	feedback	inside	Microsoft	Teams:	If	you’ve	ever
walked	away	from	a	performance	review	confused	about	where	you	stand,	you’re	not	alone.	“You	excel	at	active	listening	and	it	helps	you	address	concerns	and	provide	thoughtful	responses	to	your	team	members.”	“You	regularly	use	clear	and	concise	language	in	your	written	communications.	You	could	build	upon	your	overall	performance	by
seeking	regular	feedback	and	actively	working	on	areas	for	development.”	“You	have	a	tendency	to	rely	heavily	on	established	methods.	You	always	ensure	that	high-priority	tasks	are	completed	on	time	and	with	high	quality.”	“You	are	adept	at	managing	your	time	during	meetings,	keeping	discussions	focused	and	productive.”	“You	set	an	example
with	your	use	of	productivity	tools	and	techniques	to	stay	organized	and	manage	your	time	efficiently.”	“You	balance	multiple	projects	seamlessly,	meeting	all	deadlines	without	compromising	the	quality	of	your	work.”	Constructive	Phrases:	“We’ve	noticed	that	you	could	be	setting	clearer	priorities	to	ensure	that	high-impact	tasks	are	completed	on
time.”	“You	sometimes	take	on	too	many	tasks	at	once,	which	can	lead	to	missed	deadlines.	While	we	appreciate	your	desire	to	be	more	productive,	slowing	down	and	double-checking	your	work	could	enhance	its	quality.”	“You	might	improve	the	quality	of	your	work	by	seeking	feedback	from	peers	and	incorporating	their	suggestions.”	“You	tend	to
overlook	minor	details,	which	can	affect	the	overall	quality	of	your	work.	​	This	performance	appraisal	phrase	shifts	the	focus	from	a	specific	action	to	general	behavior.	You	could	be	a	bit	more	proactive	in	identifying	areas	where	you	can	help	without	waiting	for	direction.”	“You	sometimes	hesitate	to	take	on	new	challenges.	Be	specific	about	when
and	where	it	occurred.	An	area	of	improvement	to	consider	is	the	way	you	edit	other	people’s	work.	Slowing	down	and	being	more	thorough	could	enhance	your	effectiveness.”	“You	could	work	on	becoming	more	proactive	in	identifying	potential	problems	before	they	arise,	allowing	for	preemptive	action.”	Performance	Review	Comments	About	Time
Management	Another	key	area	that	has	gained	more	and	more	prominence	in	performance	appraisals	is	time	management.	While	this	may	seem	like	a	mundane	task	at	first,	effective	supervisor	comments	and	recommendations	can	prove	to	be	the	most	valuable	out	of	all	your	performance	review	comments.1.	What	is	the	point	of	your	supervisor
comments	and	recommendations?Many	leaders	fall	under	the	false	impression	that	since	they	are	a	supervisor,	they	are	under	the	obligation	to	offer	comments	and	recommendations.	Multiple	people	mentioned	how	skilled	you	are	at	keeping	everyone	on	track	with	tight	deadlines,	which	has	benefitted	the	team’s	productivity.	I’m	going	to	stop	raising
conflicts	in	Slack	because	I	know	messages	can	be	easily	misconstrued,	and	some	problems	are	better	resolved	in	person.	You	helped	me	navigate	multiple	stressful	situations	by	letting	me	bounce	ideas	off	of	you.	This	performance	evaluation	phrase	is	effective	when	talking	positively	about	your	performance	because	it	identifies	a	strength	while	also
providing	a	concrete	example.	Avoid	making	personal	criticisms	or	judgments	about	an	employee’s	character	or	personality.Example:	Don’t	say	“You’re	too	introverted	for	this	role,”	and	opt	for,	“To	excel	in	this	role,	consider	taking	on	more	proactive	communication	and	teamwork	initiatives.”How	to	make	supervisor	comments	and	recommendations?
As	a	supervisor,	it	is	your	job	to	offer	supervisor	comments	and	recommendations	to	your	direct	reports.	​​Performance	Review	Phrases	About	Communication	Skills	While	communication	skills	are	a	key	aspect	of	employee	performance	and	have	a	place	in	performance	appraisals,	performance	review	comments	or	phrases	about	communication	skills
have	a	very	thin	line	to	walk.	I	finished	a	content	audit	and	pinpointed	the	gaps	we	must	address	in	Q2.	I	would	love	to	see	you	continue	to	push	back	on	anything	you	don’t	feel	sets	our	team	up	for	success.	Please	continue	being	as	honest	and	proactive	as	you	have	been	about	your	work.	An	area	you	could	improve	is	prioritization	-	you’re	always
willing	to	jump	into	new	projects,	which	is	great,	but	that	results	in	unmet	deadlines.	The	way	you	handled	the	conflict	on	your	team	was	so	professional.	She	says,	“Make	sure	you're	comfortable	saying	what	you	wrote	in	the	review	to	the	person's	face.	It’s	more	of	a	suggestion	based	on	behavior	or	results	you’ve	witnessed	rather	than	an	ask	to
“stop”	a	certain	behavior.	When	you	raise	your	voice	during	discussions,	you	make	other	people	uncomfortable.	How	to	write	performance	phrases	that	acknowledge	areas	of	improvement	I	recognize	that	I	could	improve	in	[area	of	improvement].	Based	on	this	advice,	here	are	phrases	you	can	use	during	the	self-evaluation	portion	of	your
performance	review.How	to	write	phrases	that	recognize	positive	performanceI	demonstrated	[behavior]	when	I	[example].	Positive	Phrases:	“You	bring	fresh	and	innovative	ideas	to	the	table.	For	instance,	instead	of	asking	them	to	stop	being	late	to	meetings,	you	can	encourage	them	to	start	planning	ahead	for	meetings	so	they	get	there	early.	That
is	why	the	discussion	of	taking	initiative	is	always	welcome	in	performance	appraisals.	So	here	are	some	examples	of	self-appraisal	comments	by	employees.	Instead,	focus	on	specific	behaviors	or	incidents	and	provide	constructive	feedback.Example:	Instead	of	saying,	“You	always	miss	deadlines,”	try,	“I	noticed	a	few	instances	where	deadlines	were
not	met.	Sometimes,	people	get	left	out	of	the	loop	so	not	everyone	is	on	the	same	page.	I’d	love	to	see	you	continue	to	take	the	lead	on	this	for	future	projects.	How	to	write	peer	review	phrases	that	acknowledge	areas	of	improvementI	think	you	could	improve	on	[action]	because	[reason].	Performance	review	phrases	to	use	when	you're	a	managerAs
a	manager,	you	serve	as	the	gatekeeper	for	your	direct	reports'	feedback,	so	there’s	a	lot	of	pressure	to	deliver	it	in	an	impactful	way.	I’m	going	to	stop	micromanaging	my	colleagues	because	I	know	it	makes	them	feel	like	I	don’t	trust	them.	Kate	Snowise,	an	executive	coach	and	manager,	explains,	"There	is	one	skill	that	can	massively	impact	the	way
existing	and	emerging	leaders	are	perceived	by	their	peers	and	superiors:	demonstrating	initiative	through	being	consistently	solution-focused."Behavior-focused	employee	self-evaluation	examples:	I	recognize	that	I	could	improve	how	I	run	meetings,	which	I	plan	to	do	by	developing	more	focused	agendas.	My	ask	is	that	you	stop	using	your	laptop
during	meetings.	Instead,	concentrate	on	individual	strengths	and	areas	for	improvement.Example:	Avoid	saying,	“You’re	not	as	efficient	as	Sarah,”	and	opt	for,	“I	believe	you	can	further	improve	your	efficiency	by	implementing	time-saving	techniques.”Vague	FeedbackPerformance	review	phrases	that	lack	specificity	can	be	frustrating	for	employees.
Useful	performance	review	feedback,	an	effective	performance	management	system,	and	the	overall	employee	experience	are	inextricably	intertwined.	If	you	provide	feedback	that	you	wouldn't	feel	comfortable	confronting	in	person,	you	may	run	into	resistance.”	How	to	write	peer	review	phrases	that	recognize	positive	performanceWhen	you	did
[action],	it	really	helped	me	[result].	She	explains,	"Being	specific	and	timely	helps	–	the	more	you	can	catch	or	note	the	behavior	close	to	when	it	occurred,	the	better.	I’m	going	to	stop	doing	[action]	because	I	know	it	results	in	[consequence].​This	performance	phrase	is	more	direct.	How	to	write	performance	review	phrases	for	use	in	evaluating
peers	Many	companies	incorporate	360°	feedback.	This	is	a	great	phrase	for	self-evaluation	if	you	have	strong	data	points	to	share.	Our	new	hire	shared	that	you	were	instrumental	in	getting	her	onboarded	onto	the	team	quickly.		Teamflect’s	digital	performance	review	templates	come	with	a	built-in	AI	writing	assistant	that	allows	reviewers	to
enhance	their	review	responses	and	comments	with	the	help	of	AI!	When	responding	to	a	performance	review,	you	have	the	option:	Lengthen	Shorten	Formalize	Spell	Check	Regenerate	Your	review	comments,	as	well	as	check	for	biased	language!	You	can	try	this	feature	alongside	customizable	digital	performance	review	templates	right	inside
Microsoft	Teams	by	clicking	the	button	below.	Examples	of	phrases	that	recognize	positive	peer	behavior:	Your	conflict	management	skills	are	really	valuable	to	our	team.	The	balancing	act	of	delivering	positive	performance	review	feedback	while	providing	constructive	comments	can	be	challenging.	You	can	also	refer	to	performance	review
summary	examples	for	additional	context	and	ideas.While	the	sample	review	phrases	on	this	list	can	simply	be	used	as	they	are,	what	we	recommend	is	that	you	make	adjustments	using	examples	from	real	cases	and	occurrences	from	that	employee’s	performance	through	the	review	period.We	hope	that	the	examples	you	find	in	this	list	will	help	you
in	your	performance	management	process:Can	I	use	AI	to	write	performance	review	comments?	This	is	a	way	to	let	your	employees	know	that	a	specific	and	observable	action	they’ve	taken	is	undesirable.	I	know	I	need	to	speak	up	during	brainstorms.	For	example,	you	were	pivotal	in	resolving	our	team’s	dispute	about	processes	last	week.	At	Culture
Amp,	our	mission	is	to	build	a	better	world	of	work.
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