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Becoming a Professional

The Importance of the Performance Appraisal

Providing both positive and negative feedback, this simulation will allow XXXXXXXX XXXXX to continue her effective growth. This practice is intended to improve her process during group presentations as well as jump-start her career in the communication field. 

I have conducted Information Gathering interviews with three of Ms. XXXXX’ colleagues to determine her strengths and weaknesses. I then developed a strategy to present this information in a two-way discussion with XXXXXXXX. Working with her, I intend to guide and form actionable plans to build on her strengths and address her weaknesses.

Successfully reviewing XXXXXXXX’s performance, making sense of the responses, and strategically planning solutions will help her to become a leader and more effective communicator.  

Research Interview Planning Strategies

Interview Purpose:
The purpose of my research interviews is to gather information on XXXXXXXX Marie XXXXX. I will use than use this information to conduct an effective performance review with Ms. XXXXX. Specifically, I will be gathering data about her performance and skill base as it pertains to group work and in-class participation.



Interview Agenda:
I will conduct research interviews in person, via email, and over the telephone. Each interview subject will be asked the same initial questions (see Research Interview Guide). Depending on the cooperation and depth of responses I will use probing questions to gather more comprehensive information. I will also ask for specific examples. The information I receive will allow me to review XXXXXXXX’s skill base, her commitment, professionalism and overall use of effective communication.



Interview Questions:
My questions are designed to elicit meaningful answers. The subjects will be asked for general responses as well examples. Probing questions will allow for more depth and specificity. I will also incorporate indirect questions that will allow respondents to answer more openly.



Interview Structure:
I will begin by introducing myself and explain the reasons I am contacting the subject. I will stress the importance of their responses and encourage them to be truthful. I will then asked them questions from my Interview Guide and record the responses. I will thank them for their cooperation and wish them a good day.



Physical Setting of Interview:
I am hoping that each interview can be conducted in person but if that is not possible I will adjust to their convenience. If it is necessary I will use a series of email or telephone calls.



Potential Interview Problems and Solutions:
Unresponsiveness: Stress the importance of their answers and their benefit to XXXXXXXX.

Positive Responses Only: Ask indirect questions that will allow for more truthful answers.

Hurried Responses: Offer compensation such as a free cheeseburger or chocolate malt. Also, I will streamline my questions to get more detailed responses.



Research Interview Guide





Summary of Research Interview Results

I conducted interviews with three of XXXXXXXX XXXXX’ colleagues. Each respondent has been in class with XXXXXXXX and has performed group work with her. Two of the Information Gathering Interviews were done face-to-face over lunch and the third was conducted via email.

Ms. XXXXX selected each respondent so I was concerned about the biased replies I might receive. I spoke of my concerns and encouraged each respondent to be as fair as possible. I stressed the truthfulness of their answers and the benefit they would have for XXXXXXXX. 

The following table is a summary of the responses I was given during these three Information Gathering Interviews.

Question 1:
Can you make a general comment on XXXXXXXX XXXXX’ preparedness and give me some examples?



Collective Response:
Respondents were generally pleased with the amount of effort that XXXXXXXX showed in group projects. There were positive comments made about the way that she volunteered for specific tasks and followed through with their completion. Respondents were particularly satisfied during rehearsals and the actual presentation itself. 

Only one concern that stood out was that XXXXXXXX would sometimes have other school activities that would overlap group meetings. 



Question 2:
In general, when working with XXXXXXXX, what are some of the areas that she excels in?



Collective Response:
Overwhelmingly, respondents stated that XXXXXXXX epitomized the true meaning of a team player. One respondent even called her the “heart and soul” of the group. 

Another area in which XXXXXXXX excelled was her ability to schedule and prioritize her many different school activities. Although, one of the respondents wasn’t sure if this was a positive or a negative. 



Question 3:
What would group members say are XXXXXXXX’s areas of improvement?



Collective Response:
This was a difficult question for all of the respondents to answer as they were afraid to offend XXXXXXXX. I ensured them that this simulation was for her benefit and would aid in her continuous development.

When pushed to answer all respondents said that XXXXXXXX needed to remain focused on the task at hand. She was able to prioritize her activities but sometimes had trouble solving the most important issues at hand.

One of the respondents also stated that XXXXXXXX can be a bit of motor mouth at times.






Question 4:
When working with XXXXXXXX, what do you most look forward to?



Collective Response:
Finding answers to this question required little to no probing at all.

Of several positive things that were said about XXXXXXXX’s group performance the one that stood out was the energy that she brought to the process. 

I was curious about this and made sure that the respondents were not confusing “fun” and “energy” with success. Each said that the cohesiveness and energy of the group was a deciding factor in the overall success of the group. 



Question 5:
How would group member rate XXXXXXXX’s effort level during the group process?



Collective Response:
All respondents stated that XXXXXXXX was willing to do whatever task she was given. They also included that these tasks were usually done in a timely manner and done successfully. 

On the other hand, respondents were concerned that XXXXXXXX would only do tasks that were assigned to her rather than taking a proactive approach. Although her effort level and energy are her major strengths, it was said that XXXXXXXX should show more initiative during the group process.



Question 6:
How would group members rate XXXXXXXX’s role as a leader? What are some specific instances?



Collective Response:
Each of the respondents stated that XXXXXXXX has the ability to lead but usually she preferred a different role within the group. It was said that “rather than taking the bull by horns, XXXXXXXX just wants to go for a ride.” 

One respondent explained a bit further that XXXXXXXX can offer insight and direction to the group but she needed to be prodded.

Overall, the opinion is that XXXXXXXX has the ability to effectively lead but her groups did not require her to fill that role.



Question 7:
If XXXXXXXX wants to be successful in her career what would group members say she really needs to focus on? What would they say she needs to continue?



Collective Response:
Overwhelmingly, respondents stated that XXXXXXXX needs to make sure she focuses on the task at hand. She tends to “overbook” herself and that sometimes forces her to spread her efforts too thin. 

I should also say that each respondent stressed that XXXXXXXX will be as successful as she wants to be. She has the creativity and energy to set her goals high.



Question 8:
What are three words that describe XXXXXXXX as an academic student?



Collective Response:
There was only one exact match of descriptive words (“busy”) but I think all three respondents had the same idea.

Respondent 1: “busy”, “energetic”, and “hard worker”

Respondent 2: “restless”, “ready”, and “diligent”

Respondent 3: “busy”, “determined”, and “smart”

Of all the responses I found “ready” to be most interesting. I probed a bit deeper and found that XXXXXXXX likes to schedule, be punctual and rarely arrives unprepared.



Question 9:
How would group members or class members describe XXXXXXXX’s level of motivation?



Collective Response:
XXXXXXXX’s energy level is always pretty high and it was no surprise that respondents felt the same. Each stated that her motivation for successful group performances was one of her major strengths.



After completing the three Information Gathering Interviews I created a working list of XXXXXXXX’s strengths and weaknesses. Later in this simulation assignment I will explain the Performance Review Planning Strategies and the Performance Review Interview Guide based on this list.

Strengths:
Weaknesses:

High energy

Motivation

Diligence

Punctuality

Preparedness

Professionalism

Task completion


Over scheduling

Over tasking

Multitasking

Leadership

Initiative

Proactive responses

Priorities



Performance Appraisal Interview Planning Strategies

Interview Purpose:
Performance appraisals are used to develop and motivate employees. It is crucial to receive regular, honest feedback to build core strengths and achieve full potential. 

Specifically, in our case, the purpose of the Performance Appraisal is to discuss XXXXXXXX XXXXX’ skill base and behaviors within a group structure. Strengths will be praised and encouraged. Weaknesses will be identified, addressed and modified.  



Interview Agenda:
In preparation for this Performance Appraisal I have conducted a series of Information Gathering Interviews. I have compiled a list of strengths, weaknesses, and specific instances. 

I will offer Ms. XXXXX opinions based on her performance in group settings. I will briefly explain skills from my perspective to avoid confusion and then let XXXXXXXX respond in kind. 



Interview Questions:
My questions and dialogue need to remain positive throughout the interview. I need to emphasize motivation, continuous growth and personal cultivation. 

Specifically, I will tell Ms. XXXXX her strengths and weaknesses and let her respond with her own opinions. I will then tailor goals and objectives based on her responses. 



Interview Structure:
It is important that I create a working, respectful dialogue with XXXXXXXX to maximize effectiveness. 

I will begin by explaining the purpose of the Performance Appraisal – which is continuous growth. I will approach each area of improvement using a tell and listen strategy. After stating opinions I will allow XXXXXXXX to clearly explain her motives and concerns. I will stress the importance of improvements by offering constructive resolutions. Confirming actionable ideas for XXXXXXXX will then conclude the interview. It is crucial that she leave the meeting in a positive state of mind and with explicit ideas on how to improve.



Physical Setting of Interview:
This Performance Appraisal will take place in MAC Hall 221 classroom. Ms. XXXXX will be seated directly across from me. All distractions will be minimized. I will attempt to create a non-confrontational atmosphere. 



Potential Interview Problems and Solutions:


Becoming Subjective: as the interviewer I must encourage ideas, avoid bias, and focus on the important issues. I must not allow personal past experiences to cloud my purposes.

Lack of Confidence: it is likely that Ms. XXXXX will be nervous an apprehensive. I must recognize these anxieties and build trust and confidence. Asking an easy, open question will get her talking and build confidence.

Unresponsiveness: I need to nurture a working atmosphere by getting XXXXXXXX involved in the appraisal process. Asking questions and avoiding interruptions will prompt XXXXXXXX to speak.

Lacking Initiative: I need to stress the growth opportunities that XXXXXXXX has. Then work with her on actionable solutions.

Defensiveness: Ms. XXXXX may become withdrawn, belligerent, or even worse, violent. I need to be prepared in the Martial arts to protect myself. I must also stress the issues being discussed are for her benefit. 

Avoiding Responsibility: it is important that I recognize how eagerly XXXXXXXX takes responsibility for her weaknesses. If she continually shrugs off accountability, I need to encourage that she embraces her weaknesses then corrects them.



Performance Appraisal Interview Guide





Understanding My Style

Positive Areas:
Analysis:



Developing Rapport
During both the Information Gathering Interview and the Performance Appraisal Interview I was able make meaningful connections with the interviewees. I believe this can be based on being genuine and sincere. If I am to expect truthful responses when gathering information I needed to develop a working rapport. If I am to expect a productive Performance Appraisal I need to do the same. 

Specific Example: I began the Performance Appraisal by telling XXXXXXXX that she looked nice. I also stated that one of the strengths that people mentioned was her professionalism.



Discussing
I feel I offered a working dialogue between XXXXXXXX and I during our meeting. I was able to establish purpose, build trust and remain objective. The questions I chose to work with provided a foundation for our discussion to be shaped around. I ask strategic questions that would illicit meaningful responses. 

Specific Example: In one instance I stated, “some people think that group leaders are bossy. XXXXXXXX, what do you think?” I used this strategy to create a common ground of understanding and, in turn, create discussion.



Areas to Improve:
Analysis:



Information Gathering
I was able to gain adequate data to conduct the Performance Appraisal but probably not enough to offer effective solutions. I need to find specific examples that support the discussion. I was more concerned about taking up respondent’s time than quality answers.



Communicating Objectives
XXXXXXXX and I were able to come to conclusions about what issues needed to be addressed but I feel as though I failed in offering actionable solutions. If I were able to conduct the interview again I would come prepared with specific solutions to specific problems. 



Some Things I Learned

Both the process and the results of this simulation were useful for me. During the Research Interviews I learned how to gather meaningful information. I learn how to strategically ask questions and filter the responses. Creating an effective planning strategy is often overlooked but is crucial in successful interviews. I attempted my first personal interview without preparing and it resulted in unfocused, useless responses.

During the Performance Appraisal I was almost as apprehensive as XXXXXXXX was going in. I was concerned about her feelings more than continuous growth. I was able to put myself, and XXXXXXXX, at ease by creating a friendly atmosphere. During this process I also learned how communication could be used to encourage while at the same time addressing faults.

Based on my Performance Appraisal I discovered the following:

Strengths:
Areas of Improvement:

Organization

Motivation

Presentation Skills

Creativity 

Preparedness

Professionalism

Encouragement
Over preparedness

Willingness to delegate

Slight callousness 

Delegation of materials

Desire to control



Most of these improvement areas I am fully aware of and understand the need to adjust my style. In my career I’m hoping to be an effective leader but I will not be able to without granting a measure trust. I tend to take over groups or try to exert too much control because I simply do not trust some members to get the job done. Delegating tasks will allow me to establish better rapport within the group. By assigning responsibility and exerting trust I will provide other group members with a sense of ownership. I’m confident of my skill base but I need to fully understand these issues to become more effective.  

Reason for the Interview:


“I’m gathering information to use for a class assignment. I will be conducting a simulated performance review with XXXXXXXX for my Theories of the Interview class. Although it is a class assignment this is a wonderful opportunity for XXXXXXXX’s continuous improvement.”








NO





Seek another workable time or method – either telephone or email.





Introduction:


“Hello, my name is Craig Roloff. I am contacting you concerning a colleague of yours, Ms. XXXXXXXX XXXXX.”


“I’d like to discuss her performance in her Communications classes.”


“This should take only a few moments. Do you have time now?”





Conclusion:


“Thank you for your time. I’m sure XXXXXXXX will benefit from this information.”


“If you have anything to add or think of anything else please contact me.”





Questions/Information Gathering:


Can you make a general comment on XXXXXXXX’s preparedness and give me some examples?


In general, when working with XXXXXXXX, what are some of the areas that she excels in?


What would some group members say are XXXXXXXX’s areas of improvement?


When working with XXXXXXXX, what do you most look forward to?


How would group members rate XXXXXXXX’s effort level?


How would group members rate XXXXXXXX’s role as a leader? What are some specific instances?


If XXXXXXXX wants to be success in her career what would group members say she really needs to focus on? What would they say she needs to continue?


What are three words that describe XXXXXXXX as an academic student?


How would group members or class members describe XXXXXXXX’s motivation?


� 








“XXXXXXXX, to continue your growth we need work on...”


“Focusing your positive energy on the task at hand will help with setting priorities.”


“Increasing initiative will result in effective leadership.”





Action Plan:


Agree on action needed to continue growth.








“XXXXXXXX, are you still interested in your continuous growth?”


“What do you think are your major weaknesses and how can we address them?”


“Thank You”





Summary:


Confirm discussion and action plans.








“XXXXXXXX, tell me about your group experiences...”


“Your colleagues think...what do you think?”


Discussion of questions and answers from respondents.





Discussion:


Initiate effective two-way communication.








“We are going to talk about your strengths – energy, motivation,


preparedness – and your weaknesses – over scheduling, leadership, priorities. We will find workable action plans to continue your growth”





Agenda Setting:


Set meeting items for appraisal discussion.








Introduction:


Establish the positive purpose of the meeting.





“Hello XXXXXXXX, we’re here today to help you evaluate and improve on your performance within group settings.”








