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EMPLOYEE MONTHLY PERFORMANCE APPRAISAL REVIEW 
PERSONAL / JOB DETAILS
	Name
	
	Employee #
	

	Job Title
	WEB PRODUCER
	Dept/Location
	NEWS

	Review Period
	
	Appraiser (Title)
	ASSIGNMENT EDITOR


Rating

	 zRed
	Amber
	Light Green
	Green

	Poor- Did not meet timeline/Complete task (0 - 30)
	Average– Timelines not met/Task completed with issues (31 - 64)
	Good – Timelines met before due date and exceeded expectation. Went above and beyond in getting work done (65 – 84)
	Excellent – Delivered task before timeline with outstanding delivery (85 - 100)


Section A: 
Key Performance Indicators Specific to Corporate Goals/Vision (85%)
     
	S/N
	KPIs
	 Appraisee Rating 
	Appraiser Rating 

	
	
	0-3             4-7            8-11        12-15
	0-3              4-7          8-11          12-15

	1
	Increase current viewership by 25,000 every month
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	2
	Post atleast:

5 news packages on Youtube channel daily 

4 news packages on Website daily.

3 post on Instagram daily

3 post on Facebook daily

3 post on Twitter daily 
	 

                                           
	 

                                           

	3
	Improve the number of unique users to TVC by 1,000 monthly across all social media platforms


	 

                                           
	 

                                           

	4
	Ensure videos, pictures, text and audio uploaded are 100% error-free and that all materials uploaded are 100% original and that non-original materials are not used without crediting the author.
	 

                                           
	 

                                           

	5
	Ensure all news and features stories are uploaded not later than One hour after first broadcast and that the witness materials are used every day for the news
	 

                                           
	 

                                           

	6
	Ensure all content is compliant with all requisite (libel and defamation)


	
	

	7
	Post full episode of all TVC News (and Non-news bulletin shows), News at 7pm and 10pm daily.


	
	

	8
	Ensure important Soundbites (atleast 10 per week) and use on our social media and website
	
	

	
	Total
	
	


Section B:   Personal Attributes & Application of Core Values (10%)
	S/N
	ATTRIBUTES
	0-3             4-7            8-11        12-15
	0-3              4-7         8-11          12-15

	1
	Attitude:  A consistent display of the right attitude to work which aligns with our core values and enhances productivity and harmony in the workplace.
	 

                                           
	 

                                           


Section C: Learning & Self Development (5%)
	S/N
	KPIs
	 Appraisee Rating 
	Appraiser Rating 

	
	
	0-3            4-7            8-11        12-15
	0-3              4-7         8-11           12-15

	2
	Training/Self-Development: Attendance at company led trainings & initiative taken on personal learning and development.
	 

                                           
	 

                                           

	
	Total
	 
	

	
	Cumulative Score
	
	

	
	Appraisee Score A + B + C
	
	

	
	
	
	


Section D

Appraisee Comment: 
Appraisee Signature: 





                                                          Date

Appraiser Comment: 
Appraiser Name: 






Signature& Date:
1
2

