SbusPea
South Speak English Institute Inc.,
ANNUAL EMPLOYEE PERFORMANCE SUMMARY

Name: NINA MAE F. CAMANDONA Job Title: Human Resource Officer
Manager Name: Anna Mae L. Labadan Department: Human Resource
Hire Date: 07/11/2018 Last Appraisal Date: n/a

Date: _12/26/2018

OVERALL RATING

Overgll Rating - It is undersiood that an Unsatiactory in any above fields proclhdes awarding an Exoeeds Standard or Satisfactory rating during this period. The overall
rating received is determined at the discretion of the rating official

S.Exceptional 4-Superior Satisfactory  Llmprovement Needed  |-Unsatisfactory
Rating Period Beginning Date: 07/ 112018 Rating Period Ending Date: 12/26/20 18

By signing below the emplovee concurs only thot the performance evalustion has been condugted. The employee’s sgnature does not indicate that he or she agrees with the
evaluation. Comments conceming performance may be submitied on a separate sheet.

Employee’s
Signamure: NINA mm Date: 01022019

By signing helow the supervisor certifies that all subordinate perfomance evalustions have been completed and forwarded 1o the reviewing official.

Roter's Signomre: Rating: 4.4 12/26/2018

TOTAL RATING: 4.4 (Superior)




SGusPea

South Speak English Institute Inc.,
ANNUAL EMPLOYEE PERFORMANCE EVALUATION
Name: NINA MAE F. CAMANDONA Job Title: Human Resource Officer
Manager Name: Anna Mae L. Labadan Department: Human Resource
Hire Date: 07/11/2018 Last Appraisal Date: n/a
Evaluated by: Anna Mae L. Labadan Date: _12/26/2018

Score
L. Quuality lmnediale
Supervisor
a. Work is accurate and precise. 5
b. Recognizes and points out substamdan workmanship. 5
<. Dusplays thoroughness and completeness in work activity, 5
d. Takes proper care of equipmentkeeps work area clean. 5
Total Avernge Score 5
1. Productivity Tmme diate
Supervisor
2. Amount of work completad iquantity ). 5
b. Utilizes time well, 4
. Organires in such a manner 1o perform responsibilites, 4
. Finish task ahewd of time, 4
Tintal Average Score 425
B. Main Responsibilities linve diate
Supervisor
a. Able 1o Tollow verbal sndfor written instructions 5
b, Uses proper procedires, 5
<. Understanding of job duties and Institule’s policies and procedu res 4
. Shows improvement on repetitive tasks 5
. Report remittances (eg Philhealth, S55, Pag-ibigh on thine. 4
L Is able 1o effectively handle multiple demands and competing priotities, 4
& Works mdependently and (akes munageable risks withoul e scessive SUPETY i 5
h. Coordinating with Internal snd extemal departmenis and otfier companies 4
1. Makes suggestions on betier ways of getting work done. 4
- Identifies and corrects erron during the work process, 4
Total Average Scire 4.4
A Rclabiiiny lmmediate
Supervisor
2. Able w0 follow verhal and/or wniten instructions 5
b. Uses proper procedures,
¢. Understanding of job duties and Institute’s policies and procedures 5
Total Average Score 4.6
SAutendance Immediate
Supervisor
i Al work on i daily hasis 5
b Start and finishes according 10 approved schedule (punciual ) 5
application form
d. Observes generally agreed work breal/meal periods k]
f. Working during ihe special leaves days 5
g- Secking prior approval for vacation h]
h. Keeps absences within guidelines 3
g Reconding daily sttendince on time and over time detalls ]
Total Average Score I 5




6. Teamwork Immediate
Supervisor
. Warks well with supervisors, peers, and subordiates 4
b, Sets an example with a positive and suppontive attitude. 5
. Communicates well with coworkers and supervisons Fl
. Promotes teamwork in the work place. 4
Total Average Score 41
7. Policy Com pliance Tmumediate
Supervisor
a. Pracuces proper safety procediines. 5
b, Adheres to all company polickss and regulstions 5
Total Averuge Score ] 5
% Cislomer Service Imeme ciate
Supervisor
o Responsive and courteous w clent inlikries, 5
b, Establishes positive relations inter/intra departmentally 5
. Following up a customer’s complants and problem., until the final solution and feedback 5
Total Average Score 5
9. Others Tmmediate
Supervisor
i Judg ment and decision-making. 4
b. Addaptability. 4
<. Problem solving
Total Average Score 13
Total Average
Rl
Divide by 09
44
RATER'S COMMENTS/REMARKS:

A ave a great decisi al kil K ed and has a ve { At ure abl
work pressure. Great potential in the field with proper
guidance.

DISCUSSES RATING WITH:

ploy 2hal ure &Eur

Hu esource Manager



SbusPea
South Speak English Institute Inc.,
ANNUAL EMPLOYEE PERFORMANCE SUMMARY

Name: NINA MAE F. CAMANDONA Job Title: Human Resource Officer
Manager Name: Anna Mae L. Labadan Department: Human Resource
Hire Date: 07/11/2018 Last Appraisal Date: 12/26/2018
Date: _12/27/2019

OVERALL RATING

Overgll Rating - It is undersiood that an Unsatiactory in any above fields proclhudes awarding an Exoeeds Standard or Satisfactory rating during this period. The overall
rating received is determined at the discretion of the rating official

S.Exceptional 4-Superior Satisfactory  Ldmprovement Needed  |-Unsatisfactory
Rating Period Beginning Date: (11/2/2019 Ruting Period Ending Date: 12/272019

By signing below the employes concurs only that the performance evakintion hos been conducted. The employee’s sgnature does not indicate that he or she agrees with the
evaluation. Comments conceming performance may be submitied on a separate sheet.

Employee’s g E
Signature: Date: 010272000

By signing helow the supervisit cu(ﬁxhlt all subordinate perfomance evalustions have been completed and forwirded to the reviewing official

Roter's Signature; MANILYN M. MAR emig% Rating: 4.8 12/27/2019

ERIMAEDA ’L—qfim & ¥ Rating: 4.7 12/28/2019

ANNA MAE L. LABADAN J" Rating: 4.7 12/27/2019

TOTAL RATING: 4.73 (Superior)






















