








Name: NlNA ~ .r. CA.lVlAl'lUUl'lA 

Manager Name: Anna Mae L. Labadan 
Hire Date: 07/11/2018 
Evaluated by: Manilyn M. Mar (COO) 

JOO l llH::: .nurnau 1'..t;;SUWl.,;t;; Vllll.,;t;;l 

Department: Human Resource _ f1vv 
Last Appraisal Date: .w.a \"J/ 2u/ 2011/ · 
Date: /2 IZ1 / WI, 

t I 
5-Excc tonal -l-Su crior 3-SatsfactorY 2-1 m 1ro,·cment Needed 1-Unsatsfactorv 

Score 
1. Quality Immediate 

Supervisor 

a. Work is accurate and precise. 5 
b. Recognizes and points out substandard workmanship. ~ 
c. Displays thoroughness and completeness in work activity. 5 
d. Takes proper care of equipment/keeps work area clean. 5 

Total Average Score s 
2. Productivity Immediate 

Supervisor 

a. Amount of work completed (quantity). ~ 
b. Utilizes time well. fi 
c. Organizes in such a manner to perform responsibilities . .LI 
d. Finish task ahead oftime. n 
Total Average Score .q.5 
B. Main Responsibilities Immediate 

Supen.-isor 

a. Able to follow verbal and/or written instructions 5 
b. Uses proper procedures. 1.1 
c. Understanding of job duties and Institute's policies and procedures .r; 
d. Shows improvement on repetitive tasks LI 
e. Report remittances (eg Philhealth, SSS, Pag-ibig) on time. 5 
f. Is able to effectively handle multiple demands and competing priorities. _i; 
g. Works independently and takes manageable risks without excessive supervision .'1 
h. Coordinating with internal and external departments and other companies A 
i. Makes suggestions on better ways of getting work done. . i::; 
j. Identifies and corrects errors during the work process. ~ 

Total Average Score 4·Co 
4.Reliability Immediate 

Supervisor 
a. Able to follow verbal and/or written instructions .J:, 
b. Uses proper procedures. 0 
c. Understanding of job duties and Institute's policies and procedures 5 
Total Average Score a 
5.Attendance Immediate 

Supervi~or 
a. At work on a daily basis 

.IS 
b. Start and finishes according to approved schedule (punctual) ~i; 
application form 

d. Observes generally agreed work break/meal periods ?) 
f. Working during the special leaves days 5 
g. Seeking prior approval for vacation 5 
h. Keeps absences within guidelines ,Fj 
g, tt~imr~ 11l!~y i!ttlfflffi\ll l!~ oo um~ 1m11 ti\w tun~ uemil~ 

b 

TI.\\ill 1\.\'t~ ~ n -
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7. Policy Compliance Immediate 

Supervisor 

a. Practices proper safety procedures. ~ 
b. Adheres to all company policies and regulations .h 

Total Average Score _i; 

8. Customer Senice Immediate 

Supervisor 

a. Responsive and courteous to client inquiries. :;) 
b. Establishes positive relations inter/intra departmentally 

l~ 

c. Following up a customer's complaints and problem., until the final solution and feedback Fi" 
Total Average Score 5 
9. Others Immediate 

Supervisor 
a. Judgment and decision-making. ,::; 
b. Adaptability. r; 
c. Problem solving h 

Total Average Score 

5 
Total Average 

LI~·'?; 
Divide by 09 .lJ. ~ 

RATER'S COMMENTS/REMARKS: \ 

~fi ~~~i~sis S~~~ c~~@W~}~ 

DISCUSSES RATING WITH: 

(a(,tli\l.cl oJ . 0 1 I 01 I to\'11 
DONA 

11 I 2r I ,2 o\ q 

~ j,_ -; ... 



Name: NlNA MAE .F. CAMANlJONA 
Manager Name: Anna Mae L. Labadan 
Hire Date: 07/11 /2018 
Evaluated by: Eri Maeda (Japanese Head) 

Job Title: Human Resource Otlicer 
Department: Human Resource ~ 
Last Appraisal Date:~ 1'2l.1u laD\<oY

0 

Date: 12/27/20 I 9 

5-Excntonal -J.-Su erior 3-SatsfactorY 1-Im rovement Needed 1-Unsatsfactory 

Score 
1. Quality Immediate 

Supervisor 

a. Work is accurate and precise. 1 
b. Recognizes and points out substandard workmanship. ✓r 
c. Displays thoroughness and completeness in work acti-vity. ( 
d. Takes proper care of equipment/keeps work area clean. l/ 

/ ~ 

Total Average Score r 1.zrJ 
~ / 

2. Productivity Dmllediate 
Supervisor 

a. Amount of work completed (quantity). L-/ 
b. Utilizes time well. .J 
c. Organizes in such a manner to perform responsibilities. 1 
d. Finish task ahead of time. r 

~ \ 
Total Average Score / 1-S' J 

I / 
B. Main Responsibilities ~te 

Supervisor 

a. Able to follow verbal and/or \vntten instructions ( 
b. Uses proper procedures. ~ 
c. Understanding of job duties and lnstitute's policies and procedures ,r 
d. Shows improvement on repetitive tasks J 
e. Report remittances (eg Pbilbealth, SSS, Pag-ibig) on time. cJ 
f. Is able to effectively handle multiple demands and competing priorities. s-
g. Works independently and takes manageable risks without excessive supervision 

' h. Coordinating with internal and external departments and other companies 4 
i. Makes suggestions on better ways of getting work done. J 
j. Identifies and corrects errors during the work process. 1 

/-:--- ) 
Total Average Score / 1-// 
4.Reliability ~ate 

p isor 
a. Able to follow verbal and/or written instructions r 
b. Uses proper procedures. 4 
c. Understanding of job duties and Institute's policies and procedures l 

/ ., , ) 
Total Average Score I 1-& / 
S.Attendance LZ.te 

or 
a. At work on a daily basis ,J 
b. Start and finishes according to approved schedule (punctual) r 
application form 

d. Observes generally agreed work break/meal periods r 
f. Working during the special leaves days r 
g. Seeking prior approval for vacation r 
h. Keeps absences within guidelines s 
g. R.:conling daily altt:ndanct: on timt: and ov.:r timt: d.:lails ) '\ 

/ --:: J 
Total Average Score / if/ 



7. Policy Compliance immediate 
Supervisor 

a. Practices proper safety procedures. .J 
b. Adheres to all company policies and regulations ,( 

/~ ' Total Average Score / J / 
I / 

8. Customer Sen,ice c__zediate 
p rl'isor 

a. Responsive and courteous to client inquiries. ( 
b. Establishes positive relations inter/intra departmentally r 
c. Following up a customer's complaints and problem., until the final solution and feedback ~h 

/ -'/ 
Total Average Score I J/ 

I ./ 
9. Others \....../ Immediate 

Supcr,isoi 
a. Judgment and decision-making. J _ 
b. Adaptability. 3 -
c. Problem solving /() ' Total Average Score ( J) 

Total Average 

fJ 
Divideby09 

f.7 

RATER'S COMMENTS(REMARKS //. ~ ever ' 'ffr/1 
'~ ~l~~ ~;?;ei~!J?t. ~ EJ/$ ½(9£) 

(J.)it;/jf Olnc/ a C4/m r1amrt l/re-k,/ fvr 1mmed;4 /e ~ W 
rnatinj . J4: 'f9p:;- t~JJh) 

DISCUSSES RA TING WITH: 

Employee's 

{l(ccivrcl : 01 } ti 1-0UJ 
'AMANDONA 

En:~2-
Japanese Head tl /11)/f 



f\jamt:: l'Hl'IA lVlA.C 1' . L-AlY.lJ-\.l'llJVl'IA 

Manager Name: Anna Mae L. Labadan 
Hire Date: 07/11/2018 
Evaluated by: Anna Mae L. Labadan 

JOU 1 lllt:. nurnan Kt:SUW~t: Vlll~t:l 

Department: Human Resource f. 
Last Appraisal Date: -RLa. I~ /Jul ~o\<g 'J,.,tv­
Date: 12/27/2019 

5-Exce )tional -l-Su )erior 3-Satisfactop; 2-Im rovemcnt Needed 1-Unsatisfactorv 

Score 
1. Quality Immediate 

Supervisor 
a. Work is accurate and precise. 5 
b. Recognizes and points out substandard workmanship. 5 
c. Displays thoroughness and completeness in work activity. 5 
d. Takes proper care of equipment/keeps work area clean. 5 

Total Average Score 5 

2. Productivity Immediate 
Supervisor 

a. Amount of work completed (quantity). 4 
b. Utilizes time well. 5 
c. Organizes in such a manner to perform responsibilities. 4 
d. Finish task ahead of time. 4 

Total Average Score 4.25 

B. Main Responsibilities Immediate 

Supenisor 

a. Able to follow verbal and/or written instructions 5 
b. Uses proper procedures. 4 
c. Understanding of job duties and Institute's policies and procedures 5 
d. Shows improvement on repetitive tasks 4 
e. Report remittances (eg Philhealth, SSS, Pag-ibig) on time. 4 

f. Is able to effectively handle multiple demands and competing priorities. 5 
g. Works independently and takes manageable risks without excessive supervision 5 
h. Coordinating with internal and external departments and other companies 4 
i. Makes suggestions on better ways of getting work done. 4 
j. Identifies and corrects errors during the work process. 4 

Total Average Score 4.4 
4.Reliability Immediate 

Supervisor 
a. Able to follow verbal and/or written instructions 5 
b. Uses proper procedures. 4 
c. Understanding of job duties and Institute's policies and procedures 5 

Total Average Score 4.6 

5.Attendance Immediate 

Suvervi~or 
a. At work on a daily basis :, 

b. Start and finishes according to approved schedule (punctual) .5 

application form 

d. Observes generally agreed work break/meal periods ) 

f. Working during the special leaves days ) 

g. Seeking prior approval for vacation .5 

h. Keeps absences within guidelines :, 

g. Recording daily attendance on time and over time details 5 

Total Average Score 5 



7. Policy Compliance Immediate 
Supervi~or 

a. Practices proper safety procedures. 5 
b. Adheres to all company policies and regulations 5 

Total Average Score 5 

8. Customer Service Immediate 
Supervisor 

a. Responsive and courteous to client inquiries. 5 
b. Establishes positive relations inter/intra departmentally 5 
c. Following up a customer's complaints and problem., until the final solution and feedback 5 

Total Average Score 5 

9. Others Immediate 

Supervisor 
a. Judgment and decision-making. 5 
b. Adaptability. 5 
c. Problem solving 5 

Total Average Score :, 

Total Average 
42.45 

~ 

Divide by 09 
4.7 

RATER'S COMMENTS/REMARKS: 

She has a knack for thinking outside-the-box and is fair and treat every employee 
equally and respectfully. Adapted to new systems and processes well and seeks out 
training to enhance knowledge, skills and abilities. 

DISCUSSES RATING WITH: 

e~U-1·vt& cd t 01/01--I wt '1 
NDONA 

evate 

EL.LABADAN 

Resource Manager rz. { z 1 / WI j 


