
 Steps to perform Manager Assessment

  Step 1

Step 3: Evaluate Performance Objectives 

Step 2  
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Click on Review Performance
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Click on Performance Objectives
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You can view your team members' comments here
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A direct rating is prevented, kindly edit the objective.
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EDIT
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Callout
Enter the actual value against the set target.
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Kindly note:

The target value was entered by you at the time of approving the performance form. 

At this stage, you are supposed to enter the actual value to achieve the ratings.

If actual value is above the target value, then your team member will exceed the expectations and vice versa.



Step 4: Repeat above steps to evaluate all objectives. 

Step 5: Evaluate Performance Competencies 

Step 6: Evaluate Development Objectives in same manner
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An attachment can be found here, if added by your team member to support his/ her performance form
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Similarly add ratings and comments for all objectives.
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Click on Performance Competencies

a.faraz
Callout
Provide rating and comments



Step 7: Overall Form Rating 

 Try to make a bell curve distribution while evaluating final results. Not every staff member should be
exceeding expectations and vice versa

 Example: A manager has 18 team members, where 12 meet expectations and others are “below or exceed”
 expectations
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Click on Overall Form Rating
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You can review all ratings here
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Step 6: Enter final comments and send the form to HR 

Thank you! 
 If you require any assistance, please do not hesitate to contact ext. 6418 or email 

hr.pa@ajman.ac.ae.
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Enter final comments
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Once you've finished the evaluation and ready to send the form to HR, click "Send to HR."
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You may send the form back to the staff member for further discussion.
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If you haven't finished your form and would like to save it and return to it later, click "Save and Close."
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