Help the boss evaluate you

By Kathryn Kraemer Troutman

Have you ever thought about getting ready for your own performance appraisal? Does it all have to be up to your supervisor? Your supervisor is busy, right? Should you depend on your supervisor to remember all of the good things you have done all year? Is your supervisor going to remember your great success in meeting that incredible deadline with hundreds of files eight months later? Is your supervisor going to remember or even know about how you helped a customer get the 20 computers he needed in three days? Don't take a chance. 

Here are a few suggestions to help your supervisor remember the quality of your work and dedication to your job when it's time to write your appraisal: 

· Find your position description and update it by adding new tasks that are not on the current PD. 

· Keep a list of accomplishments that occur throughout the year. 

· Keep a copy of letters and e-mails from customers, team members and co-workers that demonstrate your contribution to projects. 

· Get feedback and results on your efforts; get evaluations. 

· Two weeks before appraisal time, make copies of your accomplishment list and e-mails and letters that you've received from satisfied customers and team members.

Here's how to use the above information: 

Send an email to your boss, "for your information" with your list of accomplishments. Copy and give your supervisor select letters that demonstrate your service to customers and co-workers (if you have any of these). 

Or throughout the year, communicate with your supervisor. If your supervisor's really busy all the time, make an appointment to talk. Have regular meetings (at least twice a year) to discuss your supervisor's projects and mission. Ask if you can help with any new projects. Ask for feedback regarding your performance informally. 

Before the meeting, make a list of: 

1. Accomplishments that you are most proud of (it's okay to brag, you're trying to get a raise) 

2. Goals you have—new challenges, more work, cross-training, vision for the organization, reorganization ideas, new systems and processes to improve services and efficiency. 

3. Ideas for new ways of doing things—new processes, a better Web page, a new database, reorganized office. 

4. Compliments for the boss—say a couple of nice things about how good the boss is doing in his or her job; that you think things are going well. Find something nice to say about the boss's performance. 

5. Ask the boss for more feedback and communication if this is appropriate. Ask in a nice way so that your boss won't think you're too pushy. It's a positive thing to want feedback—good or bad. You want to know how you're doing without waiting for the performance evaluation (then it's too late). 

6. Things you want (another computer, better voicemail, another chair, telecommuting one day a week, less travel, training, a special detail, additional responsibilities). 

Here's a sample from a performance discussion: 

Jim, Computer Project Leader, tells Stan, his supervisor: "Hi Stan, thanks for taking the time to have this meeting. (Shaking hands with a good firm grip and a genuine warm smile). I just wanted to keep you up to date on my job and keep communications open. (Start in with the accomplishments first.) Did you hear about my success in getting John and Mary to work together? They had to be on the same team for the IT system conversion and they weren't pleased. But John is the best system analyst and Mary is the best at database design in the organization. So, I talked to both of them and encouraged them to cooperate for the good of the organization and our customers, and told them how much we needed their expertise. And it worked. They produced great work and we met the deadline. I'm pretty pleased that I got the whole team to meet the deadline." 

Now, I know that sounds like a lot of bragging, but it's possible the supervisor did not know about the internal strife between John and Mary. By giving the details of your ability to influence and persuade John and Mary to cooperate, you are demonstrating your strong interpersonal skills and communications abilities. You are also demonstrating your willingness to solve problems, recognize talent, and lead a team. This example tells the supervisor that you performed in an outstanding way in this situation. It also shows that you are enthusiastic and dedicated to working through problems to achieve goals. 

I can sense that you think this is impossible to have a meeting and accomplish everything on the lists I made above. Well, actually, you might only have time to cover one-half of the list. But even one-half of the list is better than nothing. This is called public relations. It can't hurt. And you'll have all of this great written material for your resume and KSAs when you want to market yourself for a new position. 

Good luck with your appraisal, maybe you'll even get a promotion because of your public relations campaign. Gathering this information can help you in many ways, in addition to a more controlled performance appraisal. Keep this information up-to-date. It's very difficult to remember important accomplishments one or two years after the fact. 

Bottom line: write the accomplishments list throughout the year; either talk about the accomplishments in a meeting, or send the list by email, "For your information." 

Thank you to Gary Musicante, industrial-organizational psychologist, U.S. Government Printing Office, for his expertise in the performance review process for employees and supervisors. 
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