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Financial	accountants	are	in	charge	of	keeping	a	record	of	their	company’s	finances.	They	are	accountable	for	handling	financial	reporting	in	areas;	such	as	wages,	bills,	and	consumption.	They	also	give	administration	reports	and	examine	financial	irregularities.	-Jane	has	a	solid	hold	in	accounts	and	financial	statement	analysis	which	she	has	applied
in	our	firm.	-John	provides	instant	financial	results	and	clear	regular	updates	since	being	my	accountant.	-He	is	the	most	recommended	person	in	our	company	for	a	position	in	accounting	as	he	has	provided	relevant	results.	-John	has	a	solid	understanding	of	business	ethics	and	the	financial	statement	accounting	of	different	businesses.	-John	has
provided	changes	in	the	financial	statement	of	the	company.	He	tried	to	save	an	extensive	amount	of	tax.	-Jane	is	an	experienced	financial	and	accounting	professional	who	possesses	good	interpersonal	skills.	-He	has	significant	financial	acumen	while	taking	considering	the	company’s	account.	-She	has	solid	experience	in	accounts	and	financial
statements,	with	the	required	convincing	power	to	the	clients.	-Jane	is	a	stable	financial	accountant,	but	she	needs	to	improve	her	communication	skills.	-He	considers	what	the	company	wants	to	achieve	and	matches	the	financial	needs	to	achieve	their	goals.	-He	should	learn	to	work	in	teams	as	accounting	is	just	not	a	one	man	show.	-He	got	a	solid
hold	over	financial	statement	analysis.	He	resolves	the	issue	related	to	it	tactfully.	-His	accounting	background	gave	him	significant	insight	in	interpreting	financial	results.	-Jane	is	very	efficient	with	numbers	and	provides	the	proper	guidance	to	our	company	to	cut	short	unnecessary	expenses.	-John	was	responsible	for	many	accounts	and	financial
liabilities	reformulation	in	which	he	outperformed.	-John	possesses	a	notable	convincing	power	with	tons	of	technical	knowledge.	-John	can	remarkably	combine	business	ethics	with	financial	stability.	-He	is	the	reason	for	a	positive	mindset	in	a	firm.	-John	is	responsible	for	coordinating	with	senior	management	and	employees.	-During	her	short	tenure
in	this	role,	she	proved	to	show	an	impact	on	the	accounts	and	investment.	-I	always	take	accountability	for	his	ideas	about	financial	and	technological	matters	as	he	has	proficient	knowledge	in	them.	-John	needs	to	improve	his	financial	knowledge,	but	his	communication	skills	are	on	point.	-Jane	has	good	analytical	and	interpersonal	skills,	which	have
already	proved	beneficial	to	our	organization.		-He	is	one	of	the	best	financial	accounts	I	have	ever	worked	with.	-He	has	a	financial	background	with	proficient	domain	knowledge,	he	is	also	passionate	about	helping	others.	-Jane’s	performance	is	not	satisfactory.	She	needs	to	attain	and	polish	her	domain	knowledge.	-When	it	comes	to	financial
accounting,	maintaining	records,	and	suggesting	company	on	investments,	He	is	the	best.		-Jane	is	a	very	obedient	and	honest	girl	who	does	her	work	with	full	motivation.		-John’s	core	aim	in	our	company	was	to	maximize	profit	by	cutting	short	the	expenses.	-John	meets	the	deadline	before	or	on	time	with	the	required	expectations.	-Jane	is	an
amalgamation	of	business	ethics	with	solid	technical	knowledge.	-As	an	accountant,	we	were	always	provided	with	accurate	financial	information	when	we	needed	it.	-Her	expertise	is	unique	when	it	comes	to	financial	advising.		-She	takes	into	account	every	detail	of	your	financial	portfolio	–	many	items	that	are	normally	overlooked.	-John	helped
formulate	our	statements	and	the	company	to	invest	in	various	assets.	-John	is	a	vital	asset	of	our	company	as	he	had	provided	us	and	explained	to	minimize	expense	and	maximize	profit.	-Jane	sometimes	gets	irritated	if	she	is	asked	to	work	hours	beyond	her	commitment.	She	needs	to	work	on	it.	-Jane	is	very	calm	in	her	approach	and	provides	the
desired	result	to	the	company.	-He	inspires	the	team	with	his	ideas	on	taxation,	accounting,	and	other	financial	matters.	-John	has	an	excellent	way	of	simplifying	complex	accounting	and	financial	concepts	and	getting	to	the	heart	of	the	matter	quickly.	-He	is	proficient	in	accounting,	but	his	presentation	skills	are	not	up	to	the	mark.	-Jane	drafted	our
wills	and	did	it	effortlessly	and	smoothly,	considering	the	financial	situation	and	other	religious	issues	into	account.	-Jane	has	helped	us	file	income	tax	statements	while	saving	a	vast	amount	of	tax	with	her	knowledge.	-He	is	a	talented	boy	with	a	long	way	to	go	in	his	accountancy	domain.	-John	has	also	shown	exemplary	leadership	skills	and	financial
and	accounting	expertise.	-Her	contribution	is	beyond	her	broad	understanding	of	financial,	accounting,	and	legal	issues.	-He	established	concise	procedures	and	a	higher	level	of	financial	accountability.	-Apart	from	accounting,	she	should	have	the	skill	to	multitask	and	meet	deadlines.	-Jane	has	provided	financial	assistance	with	the	great	managerial
skill	to	multitask.	-He	has	excellent	domain	knowledge	both	in	financial	and	accounting	matters.	-She	is	a	very	calm	and	motivated	person	with	solid	experience	in	the	financial	domain.	-He	researches	your	needs	and	treats	your	account	as	if	it	were	his	financial	situation	that	he	has	in	hand.	-John	is	a	very	motivated	person,	but	he	needs	to	be	more
punctual	in	his	reporting	time.	-He	described	the	two	broad	categories	of	accounting,	financial	and	managerial.	-She	explains	how	they	relate	to	one	another	and	an	organization	well.	-John	was	a	proficient	professional	with	a	hands-on	accountant.		-He	kept	a	close	eye	on	all	the	financial	parameters	under	his	responsibility.	-Jane	has	kept	all	the
irrelevant	expenses	in	check	to	maximize	profit	for	the	company.	-It	is	not	just	that	he	is	a	talented	financial	modeler.	He	also	has	good	communication	skills.	-John	provides	great	advice	on	financial	processes	and	complex	accounting	issues,	which	have	helped	us	in	long	run.	-Jane	is	a	competent	accountant	as	she	has	picked	up	the	department
working	very	fast	compared	to	others.	-She	is	a	master	accountant	with	a	wealth	of	financial	knowledge.	-John	is	a	seasoned	financial	professional	with	impeccable	skills.		-John	has	significant	financial	accounting,	budgeting,	and	financial	analysis	knowledge.	More	To	Explore:Company	Mission	Statement:	Best	Practices	And	Examples	101+	Best
Account	Manager	Performance	Review	Phrases	90+	Best	Global	Account	Manager	Performance	review	Phrases	100+	Best	Financial	Planner	Performance	Review	Phrases	100+	Performance	Appraisal	Examples	For	Finance	Manager	Was	this	article	helpful?	“Vision,	strategy,	and	inspiration	–	these	three	words	describe	me	the	best.	I	am	the	founder
of	“TheLeaderboy”	dedicated	to	leadership	and	personal	development.	As	a	self-taught	practitioner,	I	have	been	studying	the	principles	of	effective	leadership	for	the	past	decade	and	my	passion	lies	in	sharing	my	insights	with	others.	My	mission	is	to	empower	individuals	to	become	better	leader	Facebook	Twitter	back	A	performance	review	is	a
crucial	process	to	evaluate	your	team’s	work	and	progress:	it	helps	you	identify	areas	that	need	improvement,	recognize	outstanding	achievements,	and	set	goals	for	future	success.	In	this	section,	we	will	discuss	the	key	components	of	a	performance	review	and	provide	situational	examples	for	managers.	Be	consistent	and	objective:	To	establish	a	fair
evaluation,	make	sure	to	use	consistent	criteria	for	all	employees.	Avoid	allowing	personal	biases	to	influence	your	judgment.	For	instance,	consider	each	team	member’s	contribution	to	a	project,	their	interpersonal	skills,	and	their	ability	to	meet	deadlines.	Use	specific	examples:	When	discussing	an	employee’s	performance,	cite	specific	instances
that	illustrate	your	point.	For	example,	instead	of	saying,	“You’ve	done	a	great	job,”	provide	a	concrete	example	such	as,	“Your	presentation	to	the	client	was	engaging,	well-organized	and	led	to	an	increase	in	sales.”	Encourage	self-assessment:	Allow	employees	to	evaluate	their	own	performance	before	the	review.	This	promotes	self-awareness	and
encourages	them	to	think	critically	about	their	work.	By	asking	questions	like,	“What	do	you	think	were	your	major	accomplishments	this	year?”	or	“What	can	you	improve	on	moving	forward?”,	you	enable	a	constructive	discussion.	Highlight	areas	for	improvement:	While	it’s	essential	to	recognize	accomplishments,	it’s	equally	critical	to	address	areas
that	need	growth.	Offer	constructive	feedback	and	collaborate	with	the	employee	to	create	a	game	plan	for	improvement.	For	instance,	if	an	employee	struggles	with	time	management,	you	could	say,	“Your	dedication	to	detail	is	admirable.	However,	meeting	deadlines	has	been	challenging.	Let’s	discuss	strategies	to	help	you	manage	your	workload
more	efficiently.”	Set	goals	for	the	future:	Establish	expectations	and	help	your	team	set	realistic,	achievable	objectives.	Collaboratively	defining	workplace	goals	ensures	that	everyone	is	on	board	and	willing	to	put	forth	their	efforts	in	achieving	these	objectives.	Make	sure	to	establish	SMART	(specific,	measurable,	achievable,	relevant,	and	time-
bound)	goals	to	promote	clarity	and	focus.	Setting	the	Tone	for	Reviews	Importance	of	Constructive	Feedback	When	it	comes	to	performance	reviews,	providing	constructive	feedback	is	essential.	This	allows	your	employees	to	understand	their	strengths	and	areas	for	improvement	while	also	showing	that	you	value	their	contributions.	A	great	way	to
guide	your	employee	is	by	using	the	SBI	technique:	Situation,	Behavior,	and	Impact.	For	example,	you	might	say,	“In	last	week’s	team	meeting,	you	offered	very	clear	and	concise	explanations	about	our	new	marketing	campaign	(situation).	Your	clarity	and	concise	presentation	(behavior)	helped	the	team	to	understand	the	project	goals	better,
resulting	in	more	engagement	and	proactive	discussions	(impact).	Keep	it	up!”	This	gives	them	an	example	of	how	their	behavior	positively	affected	the	team	and	encourages	them	to	continue	such	behavior.	Balancing	Praise	and	Critique	It’s	important	to	strike	a	balance	between	praise	and	critique	during	performance	reviews.	Start	by	highlighting
your	employees’	strengths,	as	this	sets	a	positive	tone	and	encourages	them	to	be	more	receptive	to	feedback.	Then,	move	on	to	the	areas	where	they	need	improvement.	When	critiquing,	be	specific	and	provide	examples.	“During	the	client	presentation,	you	seemed	to	be	struggling	with	answering	some	of	their	questions	(situation).	It’s	essential	to
be	prepared	and	have	a	deep	understanding	of	the	project	(behavior).	In	the	future,	consider	taking	extra	time	to	study	the	project	or	reach	out	to	colleagues	for	assistance.	This	will	help	you	better	address	clients’	concerns	(impact).”	(By	using	specific	examples	and	actionable	suggestions,	you’re	helping	employees	learn	and	grow.)	Examples	of
Performance	Review	Phrases	Communication	Skills	You	actively	listen	to	your	teammates.	You	express	your	ideas	in	a	concise	manner.	You	take	the	time	to	understand	others’	perspectives.	You	give	constructive	feedback.	You	communicate	expectations	clearly.	You	use	a	variety	of	channels	to	communicate.	You	show	empathy	in	your	interactions.
You	are	skilled	in	resolving	conflicts	gracefully.	You	encourage	open	dialogue.	You	provide	context	when	assigning	tasks.	You	use	persuasion	effectively.	You	are	comfortable	speaking	in	public.	You	exemplify	active	listening.	You	use	appropriate	body	language	while	communicating.	You	adapt	your	communication	style	to	suit	the	audience.	You
effectively	explain	complex	information.	You	maintain	eye	contact	when	speaking.	You	use	visual	aids	effectively	in	presentations.	You	structure	your	thoughts	logically.	You	are	mindful	of	cultural	sensitivities	in	your	communication.	You	choose	the	appropriate	medium	for	your	messages.	You	provide	timely	updates	on	relevant	issues.	You	tailor	your
communication	style	to	the	individual.	You	ask	open-ended	questions.	You	are	skilled	in	utilizing	non-verbal	cues.	You	summarize	key	points	of	discussions.	You	respect	others’	opinions	and	feelings.	You	remain	calm	and	composed	under	pressure.	You	use	humor	effectively	to	lighten	the	mood.	You	demonstrate	confidence	in	your	verbal
communication.	Decision-Making	You	gather	all	relevant	information	before	making	decisions.	You	consider	both	short-term	and	long-term	consequences.	You	actively	involve	stakeholders	in	decision-making.	You	are	open	to	changing	your	mind	based	on	new	information.	You	avoid	impulsive	decisions.	You	are	comfortable	making	difficult	choices.
You	use	a	systematic	approach	to	solve	problems.	You	often	make	timely	decisions.	You	effectively	prioritize	tasks	and	manage	resources.	You	learn	from	your	past	decisions.	You	are	skilled	in	risk	assessment	and	management.	You	consider	multiple	alternatives	before	choosing	a	course	of	action.	You	maintain	a	balance	between	analytical	and
instinctive	decision-making.	You	are	proactive	in	addressing	potential	roadblocks.	You	consult	with	peers	and	experts	when	necessary.	You	avoid	decision-making	biases.	You	set	realistic	expectations	for	decision	outcomes.	You	encourage	innovative	thinking.	You	recognize	and	admit	when	a	decision	is	flawed.	You	ensure	decisions	align	with	company
values	and	goals.	You	delegate	decision-making	to	appropriate	team	members.	You	assess	the	potential	positive	and	negative	outcomes.	You	understand	the	importance	of	trade-offs.	You	create	contingency	plans	for	potential	risks.	You	remain	flexible	and	adjust	course	as	needed.	You	prioritize	value	creation	and	impact	in	your	decisions.	You
consistently	make	data-driven	decisions.	You	evaluate	decisions	against	their	intended	objectives.	You	critically	analyze	the	effectiveness	of	previous	decisions.	You	are	willing	to	make	tough	decisions	for	the	greater	good.	Team	Building	You	excel	at	assigning	tasks	to	team	members	based	on	their	strengths.	Your	team	consistently	meets	their
deadlines	due	to	your	strong	organizational	skills.	You’re	great	at	recognizing	team	members	who	have	gone	above	and	beyond	in	their	work.	You	effectively	communicate	expectations	and	deadlines	to	your	team.	Collaboration	within	the	team	has	improved	significantly	under	your	leadership.	Your	cross-functional	projects	show	that	you	can	bring
diverse	teams	together	successfully.	Team	morale	has	increased	as	a	result	of	your	inclusive	and	supportive	management	style.	You	create	a	positive	and	open	environment	that	fosters	creativity	and	innovation.	You	regularly	provide	constructive	feedback	to	help	your	team	succeed.	Your	team’s	productivity	has	increased	due	to	your	focus	on	setting
clear	goals	and	ensuring	accountability.	Conflict	Resolution	You	consistently	mediate	disputes	in	a	fair	and	unbiased	manner.	You	proactively	address	conflicts	before	they	escalate,	ensuring	a	harmonious	work	environment.	Your	ability	to	empathize	with	different	perspectives	enables	you	to	facilitate	resolutions.	You	use	effective	problem-solving
skills	to	develop	solutions	that	satisfy	all	parties	involved.	You	maintain	a	sense	of	calm	and	professionalism	when	faced	with	challenging	situations.	You	provide	a	safe	space	for	team	members	to	express	their	concerns	and	opinions.	Your	open-door	policy	encourages	employees	to	approach	you	with	any	issues	they	face.	Your	success	at	resolving
conflicts	has	contributed	to	a	higher	level	of	trust	within	the	team.	You	actively	listen	to	and	validate	the	feelings	and	opinions	of	each	person	involved	in	a	dispute.	Your	excellent	communication	skills	help	you	to	effectively	address	misunderstandings	and	resolve	conflicts.	Adaptability	You	quickly	adjust	to	new	situations	and	come	up	with	creative
solutions.	Your	flexibility	helps	the	team	adapt	to	changing	priorities.	When	faced	with	unexpected	changes,	you’re	able	to	maintain	a	positive	attitude.	You’re	open	to	new	ideas	and	can	change	your	approach	when	necessary.	You	recognize	when	a	change	in	direction	is	needed	and	take	action	promptly.	You’re	able	to	balance	multiple	tasks	and
priorities	effectively.	You	demonstrate	resilience	in	the	face	of	setbacks,	using	them	as	learning	opportunities.	You	can	work	well	under	pressure,	remaining	calm	and	composed.	You	readily	offer	assistance	to	colleagues	when	their	workload	changes.	You’re	comfortable	embracing	new	technology	and	incorporating	it	into	your	work.	Continuous
Learning	You’re	always	willing	to	learn	from	your	mistakes	and	make	improvements.	You	actively	seek	out	feedback	to	help	you	grow	in	your	role.	You’re	proactive	in	expanding	your	knowledge	through	training	or	industry	events.	You’re	open	to	new	ideas	and	regularly	seek	out	new	information.	You	take	the	initiative	to	enroll	in	professional
development	courses	whenever	possible.	You’re	committed	to	staying	current	with	industry	trends	and	best	practices.	You	frequently	share	your	new	learning	with	colleagues	to	help	them	grow	as	well.	You	consistently	look	for	opportunities	to	improve	processes	and	increase	efficiency.	You	actively	participate	in	team	discussions,	offering	new
insights	and	contributing	to	a	culture	of	learning.	You’re	always	eager	to	apply	your	newfound	knowledge	to	your	work,	leading	to	better	results.	Addressing	Areas	for	Growth	Struggle	with	providing	clear	instructions	Difficulty	communicating	expectations	Ineffective	performance	feedback	Poor	listening	skills	Distracted	during	meetings	Inability	to
prioritize	tasks	Difficulty	delegating	responsibilities	Unrealistic	goal	setting	Inefficient	use	of	time	Trouble	staying	organized	Indecisiveness	in	decision-making	Hesitant	to	take	risks	Limited	adaptability	to	change	Lacking	empathy	and	emotional	intelligence	Difficulty	managing	conflict	Inadequate	employee	recognition	and	motivation	Inability	to
develop	and	maintain	strong	relationships	Struggle	to	build	trust	among	team	members	Limited	knowledge	of	organizational	goals	and	priorities	Lack	of	innovative	thinking	Difficulty	staying	current	with	industry	trends	Resistance	to	learning	new	technology	or	software	Overemphasis	on	individual	accomplishments	Difficulty	maintaining	work-life
balance	Struggle	with	self-awareness	Inconsistency	in	enforcing	policies	Limited	networking	skills	Hesitant	to	seek	external	advice	or	feedback	Difficulty	identifying	areas	for	personal	development	Limited	mentoring	and	coaching	capabilities	Providing	Specific	Examples	Scenario-Based	Feedback	When	providing	feedback,	it’s	helpful	to	use	scenario-
based	examples.	This	approach	helps	your	managers	understand	how	their	actions	affect	real-life	situations.	Here	are	a	few	examples	of	scenario-based	feedback:	During	the	team	meeting,	you	effectively	delegated	tasks	to	each	team	member	and	made	sure	everyone	was	clear	about	their	responsibilities.	This	led	to	a	successful	project	completion
within	the	set	deadline.	While	discussing	Jane’s	recent	performance,	you	highlighted	specific	instances	where	she	demonstrated	improvements,	making	her	feel	more	confident	and	motivated.	During	a	conflict	between	two	team	members,	you	stepped	in	and	mediated	the	situation	fairly,	ensuring	both	parties	felt	heard	and	valued.	Outcome-Focused
Examples	It’s	also	important	to	use	outcome-focused	examples	that	highlight	the	results	of	the	manager’s	actions.	This	way,	they	can	better	understand	the	impact	of	their	management	and	decision-making.	Here	are	a	few	examples	of	outcome-focused	feedback:	Your	consistent	communication	with	the	team	led	to	increased	collaboration	and	a
smoother	workflow,	resulting	in	the	project	being	completed	ahead	of	schedule.	By	acknowledging	the	team’s	hard	work	publicly,	their	satisfaction	and	motivation	increased,	leading	to	a	noticeable	improvement	in	overall	team	performance.	Your	hands-on	approach	in	helping	employees	develop	new	skills	has	resulted	in	a	more	skilled	and	versatile
workforce,	which	enhances	our	company’s	adaptability	and	growth	potential.	Discussing	Next	Steps	and	Goals	Understand	strengths	and	weaknesses:	Recognize	your	team	member’s	strengths	and	areas	needing	improvement	to	establish	a	solid	foundation	for	discussing	their	goals.	For	example,	“Your	strong	organizational	skills	have	greatly
contributed	to	the	team’s	productivity,	while	there	seems	to	be	room	for	improvement	in	your	presentation	skills.”	Set	SMART	goals:	Encourage	your	team	members	to	create	Specific,	Measurable,	Achievable,	Relevant,	and	Time-bound	(SMART)	goals.	Using	this	approach	can	help	them	stay	focused	on	their	goals	and	improve	their	performance.	For
instance,	“To	enhance	your	presentation	skills,	commit	to	attending	a	public	speaking	course	within	the	next	three	months	and	practice	presenting	in	team	meetings	at	least	twice	a	month.”	Provide	a	timeline:	It	can	be	helpful	to	set	a	timeline	for	achieving	specific	goals,	as	this	lends	a	sense	of	urgency	and	accountability	to	the	process.	For	example,
“Revisit	these	goals	in	three	months	to	assess	your	progress	and	make	any	necessary	adjustments.”	Offer	support:	Be	available	and	provide	assistance	when	needed,	but	also	emphasize	the	importance	of	autonomy	and	self-development.	As	a	manager,	your	role	is	to	guide	and	support,	rather	than	control	every	detail.	For	example,	“If	you	need	any
guidance	or	resources	during	the	process,	please	feel	free	to	reach	out.”	Encourage	reflection	and	adjustment:	Remind	your	team	members	to	periodically	evaluate	their	progress	and	adjust	their	goals	and	action	plan	as	needed.	Flexibility	is	important	in	achieving	long-term	success.	For	example,	“If	you	find	that	your	current	strategy	isn’t	working	as
well	as	you	had	hoped,	don’t	hesitate	to	adjust	your	approach.”			174	Performance	Feedback	Examples	(Reliability,	Integrity,	Problem	Solving)	Frequently	Asked	Questions	How	can	managers	effectively	highlight	their	leadership	strengths	in	a	performance	review?	To	highlight	leadership	strengths	in	a	performance	review,	focus	on	the	specific
actions	and	initiatives	you’ve	taken	that	showcase	your	ability	to	lead.	You	can	discuss	how	you’ve	promoted	teamwork,	mentored	team	members,	and	worked	collaboratively	to	reach	company	goals.	For	example,	mention	how	you	consistently	led	your	team	to	exceed	targets	and	improved	processes	to	streamline	efficiency.	What	are	some	strong
phrases	a	manager	can	use	to	describe	their	problem-solving	abilities	during	a	review?	“Developed	and	implemented	strategies	to	resolve	complex	issues”	“Applied	critical	thinking	skills	to	tackle	challenging	situations”	“Devised	innovative	solutions	to	overcome	obstacles”	“Collaborated	with	team	members	to	identify	and	address	pain	points”
“Analyzed	data	and	leveraged	insights	to	optimize	decision-making	processes”	Can	you	provide	examples	of	how	managers	can	self-assess	their	communication	skills	in	a	performance	review?	To	self-assess	your	communication	skills,	consider	the	following	examples:	“Effectively	communicated	with	stakeholders	at	all	levels”	“Maintained	open
channels	of	communication	to	foster	collaboration”	“Tailored	messaging	to	suit	various	audiences	and	mediums”	“Actively	listened	to	feedback	and	implemented	changes	accordingly”	“Regularly	conducted	team	meetings	to	ensure	alignment	and	provide	updates”	What	examples	can	illustrate	a	manager’s	ability	to	improve	their	team’s	performance?
“Implemented	training	programs	to	enhance	employee	skills	and	increase	engagement”	“Established	KPIs	and	regularly	reviewed	progress	to	ensure	targets	were	met”	“Reallocated	resources	to	optimize	team	efficiency	and	productivity”	“Redefined	roles	and	responsibilities	to	capitalize	on	individual	strengths”	“Identified	and	addressed	team
challenges	to	promote	a	positive	work	environment”			260	Performance	Review	Example	Phrases	&	Comments	How	should	managers	express	their	strategic	planning	skills	in	performance	appraisals?	Managers	can	express	their	strategic	planning	skills	by	sharing	examples,	such	as:	“Developed	a	comprehensive	roadmap	to	achieve	short	and	long-
term	objectives”	“Evaluated	market	trends	and	anticipated	industry	shifts	to	inform	strategic	decisions”	“Conducted	SWOT	analyses	to	identify	strengths,	weaknesses,	opportunities,	and	threats”	“Collaborated	with	cross-functional	teams	to	develop	and	execute	strategic	initiatives”	“Allocated	resources	efficiently	to	ensure	optimal	project	outcomes”
Could	you	give	situational	examples	of	how	managers	have	demonstrated	integrity	in	their	performance	reviews?	To	demonstrate	integrity	in	performance	reviews,	you	can	provide	situational	examples.	For	example:	“Upheld	company	values	and	policies,	even	during	challenging	situations”	“Took	ownership	of	mistakes	and	implemented	corrective
actions	to	prevent	recurrence”	“Promoted	a	transparent	work	environment,	fostering	trust	among	team	members”	“Proactively	addressed	ethical	concerns	and	ensured	they	were	resolved	appropriately”	“Encouraged	a	culture	of	integrity	and	honesty	by	consistently	modeling	these	behaviors”	©	Simbline.com,	2024.	All	Rights	Reserved.	Finding	the
right	words	can	be	challenging	—	especially	when	it	comes	to	performance	reviews.	Managers	have	to	strike	the	delicate	balance	between	acknowledging	successes	and	giving	constructive	feedback	on	areas	of	improvement.This	guide	provides	structured	performance	review	phrases	and	AI	prompts	tailored	to	key	evaluation	themes,	helping
managers	deliver	feedback	that	is	specific,	meaningful,	and	aligned	with	business	goals.{{rich-takeaway}}Why	Performance	Review	Phrasing	MattersSimply,	words	matter.	Vague	or	overly	generic	feedback	can	confuse	employees,	leaving	them	uncertain	about	what	they	did	well	or	what	they	need	to	improve.	On	the	other	hand,	precise,	well-
structured	feedback	helps	employees	understand	expectations,	take	actionable	steps,	and	stay	engaged	in	their	development.The	Risks	of	Poorly	Structured	FeedbackManagers	who	rely	on	unclear,	overly	positive,	or	purely	negative	statements	can	unintentionally	create	confusion	or	disengagement:Vague	praise:	"You	did	a	great	job	this	quarter."	→
This	doesn’t	specify	what	was	done	well	or	which	behaviors	should	be	repeated.Overly	harsh	criticism:	"You	need	to	improve	your	leadership	skills."	This	lacks	specific	guidance	on	what	improvement	looks	like.Generic	wording:	"You're	a	team	player."	→	This	doesn’t	meaningfully	describe	how	they	contribute	to	team	success.How	Performance	Review
Phrasing	Improves	Engagement	and	GrowthReviews	can	help	clarify	expectations	so	employees	know	what’s	working	and	what	to	refine.Thoughtful	phrasing	promotes	fairness	and	consistency,	ensuring	evaluations	are	objective	rather	than	personality-driven.Feedback	can	fuel	career	growth	by	clearly	connecting	performance	to	development
opportunities.Performance	Review	Example	Phrases	and	Sample	AI	PromptsProviding	meaningful	feedback	in	a	performance	review	goes	beyond	general	observations	—	it	requires	clear,	well-structured	language	that	highlights	achievements	and	identifies	opportunities	for	growth.	Many	managers	are	now	leveraging	AI	tools	like	Claude,	Gemini,	and
ChatGPT	to	refine	their	feedback	and	streamline	the	review	process.	At	Lattice,	we	believe	AI	should	enhance,	not	replace,	thoughtful,	human-driven	evaluations.	That’s	why	we’ve	embedded	AI	throughout	our	platform	to	help	managers	craft	insightful,	well-rounded	reviews.We’ve	also	included	a	set	of	AI	prompts	designed	to	generate	clear,	specific,
and	balanced	feedback,	whether	you’re	using	Lattice	or	another	AI	platform.	This	guide	combines	structured	performance	review	phrases	with	AI-powered	prompts	to	help	managers	deliver	feedback	that	is	meaningful,	actionable,	and	aligned	with	business	goals.{{rich-highlight-1}}Communication	SkillsStrong	communication	skills	are	essential	for
success	in	any	role.	Whether	an	employee	is	collaborating	with	team	members,	managing	client	relationships,	or	presenting	information,	their	ability	to	communicate	effectively	impacts	team	efficiency,	alignment,	and	overall	workplace	productivity.Examples	of	Positive	Phrases	for	Communication	Clarity	and	Articulation"Clearly	expresses	ideas,
ensuring	messages	are	easy	to	understand	and	well-structured.""Adjusts	communication	style	based	on	the	audience,	ensuring	clarity	and	engagement.""Effectively	translates	complex	concepts	into	digestible	insights	for	the	team."Active	Listening	and	Collaboration"Listens	attentively,	making	team	members	feel	heard	and	valued.""Encourages	open
dialogue,	fostering	an	environment	where	ideas	and	concerns	can	be	shared	freely.""Provides	well-thought-out	feedback	to	peers	constructively	and	respectfully."Feedback	and	Responsiveness"Communicates	expectations	clearly,	ensuring	alignment	across	projects	and	tasks.""Responds	promptly	and	thoughtfully	to	messages,	ensuring	team
efficiency.""Collaborates	cross-functionally	and	builds	strong	working	relationships	with	different	departments."Examples	of	Constructive	Feedback	Phrases	for	Communication	฀	Clarity	and	Articulation"Can	improve	clarity	in	written	and	verbal	communication	to	ensure	key	points	are	easily	understood.""Occasionally	provides	too	much	detail,	making
it	difficult	to	extract	key	takeaways.""Needs	to	ensure	messaging	is	concise	and	structured	to	avoid	confusion."Active	Listening	and	Collaboration"Needs	to	actively	listen	more	in	meetings	to	fully	understand	others’	perspectives	before	responding.""Should	work	on	adjusting	their	communication	style	when	addressing	different	audiences.""Can
improve	responsiveness	in	written	communication	to	ensure	timely	follow-ups	with	team	members."Feedback	and	Responsiveness"Should	be	more	proactive	in	asking	clarifying	questions	to	avoid	misunderstandings.""Can	work	on	delivering	feedback	in	a	way	that	is	more	constructive	and	solution-oriented.""Needs	to	be	more	mindful	about	including
all	relevant	stakeholders	when	sharing	important	updates."Sample	AI	Prompts	for	Communication	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance	review	phrases	about	communication	skills.	These	can	be	personalized	as	needed	to	help	create	more	specific	responses."Generate	performance	review	phrases	that	highlight	an
employee’s	ability	to	communicate	clearly	and	effectively	in	verbal	and	written	interactions.""Provide	feedback	phrases	describing	how	an	employee	adjusts	their	communication	style	based	on	their	audience,	ensuring	clarity	and	engagement.""Create	performance	review	comments	reflecting	an	employee’s	active	listening	skills,	responsiveness,	and
ability	to	foster	open	and	constructive	dialogue	within	the	team."Teamwork	and	CollaborationTeamwork	and	collaboration	skills	are	essential	for	a	high-performance	and	employee	engagement.	Good	team	relationships	not	only	increase	job	satisfaction	and	psychological	safety	for	the	individual,	but	they	also	make	the	whole	team	perform	better	too,
supporting	greater	knowledge	sharing	and	innovation.“When	an	employee	makes	their	coworkers’	work	better,	they’re	bringing	value	to	your	company	as	a	whole,”	said	​Daivat	Dholakia,	Director	of	Operations	at	Force	by	Mojio,	a	GPS	fleet-tracking	app.Examples	of	Positive	Phrases	for	Teamwork	and	Collaboration	Collaboration	and	Support"Actively
contributes	to	team	discussions	and	encourages	participation	from	all	members.""Elevates	their	team’s	performance	by	leveraging	their	skills	to	support	shared	goals.""Fosters	a	sense	of	unity	and	cooperation,	strengthening	team	culture."Problem-Solving	and	Group	Dynamics"Works	effectively	with	cross-functional	teams	to	drive	strategic
initiatives.""Maintains	a	constructive	approach	to	resolving	team	conflicts.""Supports	colleagues	by	sharing	expertise	and	offering	assistance	when	needed."Encouraging	Diverse	Perspectives"Encourages	respectful	dialogue	and	actively	seeks	input	from	all	team	members.""Values	different	perspectives	and	integrates	diverse	viewpoints	into	decision-
making.""Demonstrates	a	willingness	to	learn	from	team	members	with	different	skill	sets	and	experiences."{{rich-highlight-5}}Examples	of	Constructive	Feedback	Phrases	for	Teamwork	and	Collaboration	฀	Collaboration	and	Support"Needs	to	proactively	contribute	more	to	team	discussions	and	brainstorming	sessions.""Can	improve	in	recognizing
and	crediting	teammates	for	their	contributions	to	shared	projects.""Should	work	on	balancing	independent	work	with	team	collaboration."Problem-Solving	and	Group	Dynamics"Can	improve	how	they	navigate	conflicts	by	focusing	on	solutions	rather	than	placing	blame.""Needs	to	be	more	open	to	feedback	from	colleagues	to	strengthen
collaboration.""Should	work	on	resolving	disagreements	more	constructively	to	maintain	a	positive	team	dynamic."Encouraging	Diverse	Perspectives"Needs	to	create	more	space	for	quieter	team	members	to	contribute	their	ideas.""Should	focus	on	incorporating	different	perspectives	when	problem-solving.""Can	work	on	ensuring	that	all	voices	are
heard	before	making	group	decisions."Sample	AI	Prompts	for	Teamwork	and	Collaboration	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance	review	phrases	about	teamwork	and	collaboration	skills.	These	can	be	personalized	as	needed	to	help	create	more	specific	responses."Generate	performance	review	phrases	that	highlight	an
employee’s	ability	to	collaborate	effectively	with	colleagues	and	contribute	to	a	positive	team	environment.""Provide	feedback	phrases	describing	how	an	employee	supports	team	members,	shares	knowledge,	and	fosters	a	culture	of	cooperation	and	inclusivity.""Create	performance	review	comments	reflecting	an	employee’s	ability	to	work	cross-
functionally,	resolve	conflicts	constructively,	and	build	strong	working	relationships."Goal	AchievementEvaluating	how	well	employees	have	set	and	met	their	goals	is	a	core	part	of	the	performance	review	process.	As	much	as	possible,	managers	need	to	tie	what	employees	did	to	its	outcome	on	the	business.	Linking	the	two	clarifies	to	employees	how
their	actions	are	helping	advance	the	organization’s	goals	and	agenda.“I	like	to	use	phrases	that	home	in	on	key	positive	traits	of	the	employee	that	are	benefitting	our	business,	then	back	them	up	with	specific	examples,”	said	Ravi	Parikh,	CEO	of	RoverPass,	a	SaaS	company	that	helps	individuals	book	campsites.	“If	I	can	tie	it	to	a	clear	outcome,	I
do.”	Parikh	offered	this	phrasing	as	an	example:	“Your	implementation	of	chatbots	on	our	websites	contributed	to	a	21%	rise	in	online	sales	this	past	year.”Examples	of	Positive	Phrases	for	Goal	Achievement	Meeting	and	Exceeding	Goals"Consistently	meets	or	exceeds	set	performance	targets.""Takes	initiative	to	set	ambitious	yet	achievable	goals
aligned	with	company	objectives.""Demonstrates	a	results-driven	approach,	ensuring	that	objectives	are	met	on	time."Strategic	Thinking	and	Execution"Breaks	down	large	objectives	into	actionable	steps,	ensuring	steady	progress.""Aligns	personal	goals	with	team	and	company	priorities	to	drive	measurable	impact.""Identifies	potential	roadblocks	in
goal	achievement	and	proactively	finds	solutions."Adapting	to	Challenges"Maintains	a	focused	and	adaptable	approach	when	faced	with	obstacles.""Learns	from	past	performance	to	continuously	improve	goal-setting	strategies.""Demonstrates	resilience	in	overcoming	challenges	that	arise	during	projects."Examples	of	Constructive	Feedback	Phrases
for	Goal	Achievement	฀	Meeting	and	Exceeding	Goals"Needs	to	set	clearer,	more	measurable	goals	to	ensure	progress	can	be	tracked.""Can	improve	follow-through	on	longer-term	goals	by	maintaining	momentum	over	time.""Should	work	on	aligning	individual	goals	more	closely	with	broader	business	objectives."Strategic	Thinking	and
Execution"Needs	to	ensure	that	goal-setting	includes	realistic	timeframes	and	execution	plans.""Can	work	on	prioritizing	tasks	more	effectively	to	avoid	last-minute	rushes.""Should	focus	on	breaking	large	projects	into	smaller	milestones	to	improve	accountability."Adapting	to	Challenges"Needs	to	proactively	address	challenges	instead	of	waiting	for
external	intervention.""Should	work	on	developing	contingency	plans	to	better	manage	unexpected	setbacks.""Can	improve	resilience	when	goals	are	not	met	by	focusing	on	lessons	learned."Sample	AI	Prompts	for	Goal	Achievement	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance	review	phrases	about	goal	achievement.	These	can
be	personalized	as	needed	to	help	create	more	specific	responses."Generate	performance	review	phrases	that	highlight	an	employee’s	ability	to	set,	pursue,	and	achieve	their	goals	effectively,	including	measurable	outcomes.""Provide	feedback	phrases	describing	how	an	employee	stays	motivated,	overcomes	obstacles,	and	maintains	focus	on
achieving	individual	and	team	objectives.""Create	performance	review	comments	reflecting	an	employee’s	ability	to	exceed	expectations,	track	progress	toward	goals,	and	take	initiative	in	setting	higher	performance	benchmarks."Creativity,	Problem-Solving,	and	Critical	ThinkingEvaluating	your	employees’	creativity	and	problem-solving	skills	during
the	performance	appraisal	process	means	considering	how	they	generate	ideas,	approach	new	challenges,	and	use	their	problem-solving	ability	to	complete	tasks.	“[It’s	important	to]	acknowledge	an	individual	who	develops	creative	strategies	and	seeks	creative	solutions	to	challenging	obstacles,”	said	Lori	Rassas,	SPHR-certified	employment	attorney
and	author	of	It’s	About	You,	Too:	How	to	Manage	Employee	Resistance	to	Your	Diversity	Initiatives	and	Improve	Workplace	Culture	and	Profitability.	“You	want	to	be	sure	to	acknowledge	those	who	carefully	evaluated	the	pros	and	cons	of	challenging	decisions	and	excelled	in	seeking	solutions.”Examples	of	Positive	Phrases	for	Creativity	and
Problem-Solving	Generating	Innovative	Ideas"Consistently	identifies	new	approaches	to	solving	complex	problems.""Develops	creative	strategies	to	improve	efficiency	and	effectiveness.""Encourages	experimentation	and	brings	fresh	ideas	to	brainstorming	sessions."Analyzing	and	Overcoming	Challenges"Evaluates	risks	and	opportunities	before
making	data-driven	decisions.""Proactively	addresses	roadblocks,	ensuring	projects	stay	on	track.""Thinks	critically	and	logically	to	assess	challenges	from	multiple	perspectives."Improving	Processes	and	Strategy"Finds	innovative	solutions	to	persistent	team	or	business	challenges.""Analyzes	existing	workflows	and	suggests	improvements	that
enhance	productivity.""Bridges	gaps	between	teams	by	proposing	strategies	that	improve	collaboration."Examples	of	Constructive	Feedback	Phrases	for	Creativity	and	Problem-Solving	฀	Generating	Innovative	Ideas"Needs	to	be	more	proactive	in	sharing	creative	ideas	during	meetings.""Can	work	on	considering	unconventional	solutions	when
addressing	challenges.""Should	take	more	initiative	in	leading	brainstorming	sessions."Analyzing	and	Overcoming	Challenges"Needs	to	develop	stronger	analytical	skills	when	assessing	potential	solutions.""Should	focus	on	thinking	through	solutions	more	thoroughly	before	presenting	them.""Can	work	on	adapting	to	unexpected	problems	with	a
more	solutions-oriented	mindset."Improving	Processes	and	Strategy"Could	take	a	more	proactive	role	in	identifying	process	inefficiencies.""Needs	to	consider	how	their	solutions	align	with	broader	company	goals.""Should	seek	feedback	from	peers	to	refine	problem-solving	approaches."Sample	AI	Prompts	for	Creativity,	Problem-Solving,	and	Critical
Thinking	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance	review	phrases	about	creativity,	problem-solving,	and	critical	thinking.	These	can	be	personalized	as	needed	to	help	create	more	specific	responses."Provide	specific	coaching	tips	for	an	employee	working	on	enhancing	problem-solving	skills."“Generate	performance	review
phrases	highlighting	an	employee’s	ability	to	identify	creative	solutions	to	complex	problems	and	their	impact	on	the	team	or	company.""Provide	feedback	phrases	describing	how	an	employee	approaches	problem-solving	and	decision-making	under	pressure,	including	strengths	and	areas	for	improvement.""Create	performance	review	comments	that
reflect	an	employee’s	critical	thinking	skills,	including	their	ability	to	analyze	challenges,	anticipate	risks,	and	improve	processes."{{rich-highlight-2}}Flexibility	and	AdaptabilityDuring	times	of	change	—	like	a	merger	or	acquisition,	layoff,	or	economic	instability	—	adaptability	is	vital	for	keeping	your	employees	motivated,	engaged,	and	performing
at	their	best.	It’s	what	helps	your	people	adjust	quickly	to	a	new	work	environment,	maintain	their	work	ethic	during	trying	times,	or	proactively	learn	new	skills	to	help	them	overcome	new	challenges.	Examples	of	Positive	Phrases	for	Flexibility	and	Adaptability	Adjusting	to	Change"Maintains	a	positive	attitude	when	priorities	shift
unexpectedly.""Quickly	adapts	to	new	processes	and	policies	with	minimal	disruption.""Embraces	challenges	and	seeks	opportunities	for	growth	in	changing	environments."Handling	Uncertainty	and	Problem-Solving"Adjusts	work	strategies	as	needed	to	meet	evolving	team	and	company	needs.""Responds	effectively	to	high-pressure	situations	without
losing	focus.""Maintains	composure	and	confidence	when	managing	unforeseen	circumstances."Learning	New	Skills	and	Adapting	Workflows"Proactively	develops	new	skills	to	stay	relevant	and	support	business	objectives.""Seeks	out	learning	opportunities	when	faced	with	new	technologies	or	processes.""Demonstrates	a	willingness	to	take	on	new
responsibilities	outside	of	their	original	scope."Examples	of	Constructive	Feedback	Phrases	for	Flexibility	and	Adaptability	฀	Adjusting	to	Change"Needs	to	improve	their	ability	to	shift	focus	when	priorities	change.""Can	work	on	embracing	new	initiatives	with	a	more	open	mindset.""Should	proactively	seek	out	ways	to	contribute	during	periods	of
change."Handling	Uncertainty	and	Problem-Solving"Needs	to	develop	stronger	coping	strategies	for	handling	unexpected	challenges.""Can	work	on	making	adjustments	to	work	processes	more	smoothly.""Should	focus	on	remaining	adaptable	and	maintaining	productivity	when	facing	obstacles."Learning	New	Skills	and	Adapting	Workflows"Could
take	more	initiative	in	learning	new	technologies	or	workflows.""Needs	to	be	more	open	to	adjusting	working	methods	when	feedback	is	provided.""Can	work	on	developing	a	stronger	growth	mindset	when	tackling	new	challenges."Sample	AI	Prompts	for	Flexibility	and	Adaptability	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance
review	phrases	about	flexibility	and	adaptability.	These	can	be	personalized	as	needed	to	help	create	more	specific	responses."Generate	performance	review	phrases	highlighting	an	employee’s	ability	to	adapt	to	change,	shift	priorities,	and	remain	productive	in	dynamic	work	environments.""Provide	feedback	phrases	describing	how	an	employee
responds	to	unexpected	challenges	or	changes	in	direction,	including	their	resilience	and	problem-solving	approach.""Create	performance	review	comments	that	reflect	an	employee’s	willingness	to	take	on	new	responsibilities,	learn	new	skills,	and	adjust	to	evolving	team	or	company	needs."Time	Management	and	DependabilityTime	management
skills	and	dependability	are	a	key	component	of	a	well-oiled,	productive	team.	When	evaluating	this	skill	in	performance	reviews,	it’s	important	to	consider	how	well	your	employees	manage	their	time	in	their	individual	tasks,	as	well	as	how	this	impacts	the	wider	team’s	goal	accomplishment	and	employee	engagement.	Examples	of	Positive	Phrases
for	Time	Management	and	Dependability	Meeting	Deadlines	and	Deliverables"Consistently	meets	or	exceeds	deadlines	without	sacrificing	quality.""Manages	time	effectively,	ensuring	all	tasks	are	completed	on	schedule.""Demonstrates	strong	task	prioritization	skills,	balancing	multiple	projects	efficiently."Reliability	and	Accountability"Takes	full
ownership	of	responsibilities	and	follows	through	on	commitments.""Can	always	be	counted	on	to	deliver	high-quality	work	with	minimal	supervision.""Maintains	a	strong	sense	of	accountability,	ensuring	projects	stay	on	track."Efficiency	and	Productivity"Continuously	looks	for	ways	to	optimize	workflows	and	improve	efficiency.""Prioritizes	and
completes	tasks	effectively,	ensuring	the	most	critical	work	is	completed	first.""Manages	workload	efficiently,	preventing	bottlenecks	and	unnecessary	delays."Examples	of	Constructive	Feedback	Phrases	for	Time	Management	and	Dependability	฀	Meeting	Deadlines	and	Deliverables"Needs	to	improve	consistency	in	meeting	deadlines	for	high-priority
projects.""Should	develop	better	time	management	strategies	to	avoid	last-minute	work.""Can	work	on	estimating	project	timelines	more	accurately	to	set	realistic	expectations."Reliability	and	Accountability"Needs	to	take	more	ownership	of	tasks	to	ensure	they	are	completed	on	time.""Should	focus	on	improving	follow-through	with	assigned
responsibilities.""Can	work	on	becoming	more	proactive	in	managing	workload	without	constant	oversight."Efficiency	and	Productivity"Needs	to	improve	prioritization	skills	to	avoid	spending	excessive	time	on	low-impact	tasks.""Can	work	on	reducing	distractions	and	maintaining	focus	during	the	workday.""Should	develop	a	system	for	managing
workload	to	prevent	burnout."Sample	AI	Prompts	for	Time	Management	and	Dependability	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance	review	phrases	about	time	management	and	dependability.	These	can	be	personalized	as	needed	to	help	create	more	specific	responses."Generate	performance	review	phrases	that	highlight	an
employee’s	ability	to	manage	their	time	effectively,	meet	deadlines,	and	prioritize	tasks	efficiently.""Provide	feedback	phrases	describing	how	an	employee	demonstrates	reliability,	consistency,	and	accountability	in	meeting	commitments	and	delivering	high-quality	work.""Create	performance	review	comments	reflecting	an	employee’s	ability	to	stay
organized,	manage	workload	effectively,	and	contribute	to	team	efficiency	through	dependable	performance."Leadership	and	ManagementLeadership	and	management	isn’t	just	about	evaluating	how	well	your	leaders	lead.	Instead,	it’s	just	as	much	a	chance	to	see	how	readily	your	individual	contributors	will	support	and	mentor	their	colleagues,
show	initiative	with	decision-making,	and	take	the	wheel	on	team	projects	or	company-wide	initiatives.	Examples	of	Positive	Phrases	for	Leadership	and	Management	Decision-Making	and	Strategy"Makes	informed,	strategic	decisions	that	benefit	both	the	team	and	the	company.""Effectively	balances	long-term	vision	with	short-term	execution.""Leads
with	confidence	and	remains	decisive	under	pressure."Coaching	and	Mentorship"Provides	meaningful	guidance	and	mentorship	to	team	members.""Creates	opportunities	for	employee	growth	and	career	advancement.""Supports	the	development	of	others	by	offering	constructive,	actionable	feedback."Fostering	a	Positive	Team	Culture"Builds	and
maintains	a	culture	of	trust,	collaboration,	and	accountability.""Encourages	open	communication	and	ensures	all	voices	are	heard.""Recognizes	and	celebrates	team	achievements	to	foster	motivation."Examples	of	Constructive	Feedback	Phrases	for	Leadership	and	Management	฀	Decision-Making	and	Strategy"Needs	to	be	more	decisive	when	making
important	leadership	decisions.""Should	work	on	evaluating	risks	more	effectively	before	finalizing	strategies.""Can	improve	how	they	delegate	tasks	to	ensure	work	is	evenly	distributed."Coaching	and	Mentorship"Could	provide	more	consistent	feedback	and	guidance	to	team	members.""Needs	to	take	a	more	active	role	in	coaching	and	supporting
employees.""Should	work	on	fostering	a	stronger	culture	of	learning	within	the	team."Fostering	a	Positive	Team	Culture"Can	improve	their	approach	to	constructively	handling	team	conflicts.""Should	work	on	ensuring	all	team	members	feel	equally	valued	and	heard.""Needs	to	focus	on	balancing	high	expectations	with	encouragement	and
support."Sample	AI	Prompts	for	Leadership	and	Management	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance	review	phrases	about	leadership	and	management.	These	can	be	personalized	as	needed	to	help	create	more	specific	responses."Generate	performance	review	phrases	that	highlight	an	employee’s	ability	to	lead	and	inspire
their	team,	foster	a	positive	work	environment,	and	drive	team	success.""Provide	feedback	phrases	describing	how	an	employee	demonstrates	strong	decision-making,	delegation,	and	strategic	thinking	in	their	leadership	role.""Create	performance	review	comments	reflecting	an	employee’s	ability	to	mentor	and	develop	team	members,	provide
constructive	feedback,	and	guide	their	team	toward	achieving	goals."Attention	to	Detail	and	AccuracyEmployees	who	demonstrate	strong	attention	to	detail	ensure	that	their	work	is	precise,	thorough,	and	free	of	errors.	This	skill	is	essential	for	roles	that	require	data	accuracy,	compliance	with	processes,	or	high	levels	of	quality	control.Examples	of
Positive	Phrases	for	Attention	to	Detail	and	Accuracy	Quality	and	Precision"Consistently	produces	high-quality	work	with	minimal	errors.""Reviews	work	carefully	to	ensure	accuracy	before	submission.""Demonstrates	a	strong	eye	for	detail,	catching	inconsistencies	others	may	overlook."Consistency	and	Reliability"Follows	established	processes	and
standards	to	maintain	consistency	across	tasks.""Ensures	all	project	details	are	well-documented	and	communicated	clearly.""Thoroughly	checks	work	for	accuracy,	preventing	potential	issues	down	the	line."Problem	Prevention	and	Risk	Management"Identifies	small	issues	before	they	escalate	into	larger	problems.""Takes	proactive	steps	to	ensure
compliance	with	company	policies	and	industry	regulations.""Double-checks	critical	work	to	ensure	completeness	and	correctness."Examples	of	Constructive	Feedback	Phrases	for	Attention	to	Detail	and	Accuracy	฀	Quality	and	Precision"Needs	to	improve	consistency	in	reviewing	work	for	errors	before	submission.""Can	benefit	from	slowing	down	on
complex	tasks	to	ensure	accuracy.""Should	work	on	ensuring	documentation	is	complete	and	free	of	omissions."Consistency	and	Reliability"Needs	to	follow	structured	processes	more	closely	to	maintain	uniformity	in	output.""Can	improve	attention	to	formatting	and	detail	when	preparing	reports.""Should	focus	on	ensuring	that	key	project
components	are	not	overlooked."Problem	Prevention	and	Risk	Management"Can	work	on	proactively	identifying	potential	mistakes	before	they	occur.""Needs	to	improve	focus	when	working	on	high-stakes	or	detail-oriented	projects.""Should	take	additional	time	to	verify	numbers,	data,	or	written	content	before	finalizing	work."Sample	AI	Prompts	for
Attention	to	Detail	and	Accuracy	Here	are	AI	prompts	that	managers	can	use	to	elicit	performance	review	phrases	about	attention	to	detail	and	accuracy.	These	can	be	personalized	as	needed	to	help	create	more	specific	responses."Generate	performance	review	phrases	that	highlight	an	employee’s	ability	to	produce	high-quality,	precise	work	with
strong	attention	to	detail.""Provide	feedback	phrases	describing	how	an	employee	ensures	accuracy	in	their	tasks,	double-checks	work,	and	minimizes	errors	in	their	deliverables.""Create	performance	review	comments	reflecting	an	employee’s	ability	to	maintain	thoroughness	and	consistency	in	their	work,	particularly	in	high-stakes	or	data-sensitive
tasks."Things	to	Avoid	When	Writing	Performance	ReviewsGetting	the	words	right	in	a	performance	review	means	your	employees	have	clear,	specific	information	on	what	they’ve	done	well,	what	they	need	to	improve,	and	critically,	how	they	can	get	there.	But	beyond	saying	the	right	things,	there	are	a	few	key	rules	of	thumb	when	it	comes	to	what
to	avoid	saying	in	a	performance	review.1.	Don’t	be	vague.You’d	be	surprised	how	often	ambiguous	wording	slips	into	our	written	and	verbal	communication.	This	is	even	more	true	in	business	settings	—	we’re	at	greater	risk	of	speaking	or	writing	in	vague	terms	because	using	jargon	or	clichés	is	so	common.Dholakia	said	this	is	why	he	avoids	the
term	‘team	player,’	for	instance:	“It’s	a	meaningless	term	that	doesn’t	say	anything	concrete	or	specific	about	how	the	employee	collaborates	with	others.”For	greater	clarity	and	specificity	during	performance	reviews,	avoid	business	jargon,	acronyms,	or	team-specific	cultural	references	that	might	confuse	a	team	member.	Instead,	opt	for	simple
sentences	and	specific	details	that	clearly	point	to	next	steps.	In	Lattice,	managers	can	see	AI-generated	insights	based	on	the	feedback	their	report	has	received	during	the	review	period.	This	helps	them	highlight	strengths	and	areas	of	improvement.2.	Avoid	absolutes.Use	words	like	‘always’	and	‘never’	sparingly,	if	at	all.	It’s	rarely	accurate	that	an
employee	always	or	never	does	something.	If	an	employee	is	often	late	to	work,	avoid	saying,“You’re	always	late”	or,	“You’re	never	punctual.”	Rebecca	Southern	Mills,	HR	consultant	and	founder	of	Simplecated,	said	managers	should	provide	more	accurate	and	specific	feedback,	like,	“You’ve	been	late	to	work	at	least	twice	a	week	for	the	last	six
months.”3.	Skip	surprises.Because	managers	and	their	direct	reports	should	have	open	communication	and	exchange	regular	feedback,	“nothing	in	a	performance	review	should	ever	come	as	a	surprise	to	a	team	member,”	said	Arron	Grow,	PhD,	CEO	at	management	consulting	firm	AP	Grow	and	author	of	How	to	Not	Suck	As	a	Manager.Great
managers	ensure	employees	know	how	they	are	performing,	and	whether	they	are	exceeding	expectations	or	not.	“If	something	needs	to	be	said	to	help	a	team	member	improve,	have	that	conversation	(or	two)	long	before	the	performance	review,”	Grow	advised.	“Surprises	are	great	for	holidays	and	birthdays,	but	not	for	performance	reviews.”Best
Practices	When	Using	AI	for	Performance	ReviewsAI	can	enhance	performance	reviews	by	improving	efficiency,	consistency,	and	personalization.	However,	it	should	be	used	as	a	tool	to	assist	managers,	not	replace	them.	Here’s	how	AI	can	support	the	process:Generate	structured	performance	review	phrasesAI	can	suggest	specific,	well-phrased
feedback	based	on	employee	performance	data.Helps	managers	articulate	strengths	and	areas	for	improvement	with	clarity.Analyze	performance	trends	and	reduce	biasAI	can	identify	patterns	in	employee	performance	over	time,	ensuring	feedback	is	based	on	objective	data.Helps	managers	avoid	recency	bias	and	provides	a	comprehensive	view	of
achievements	and	challenges.Streamline	review	preparation	and	goal-settingSummarizes	past	performance,	peer	feedback,	and	goals,	making	it	easier	for	managers	to	complete	reviews.Suggests	relevant	development	goals	based	on	past	performance	and	skill	gaps.Enhance	the	feedback	process	with	real-time	insightsSupports	continuous	feedback
throughout	the	year	instead	of	only	during	formal	reviews.Provides	alternative	wording	for	performance	review	phrases	to	maintain	engagement	and	fairness.AI	should	be	used	as	a	starting	point,	with	managers	reviewing	and	refining	outputs	to	ensure	feedback	is	accurate,	meaningful,	and	personalized	to	each	employee.Performance	Reviews	Are
Just	One	Piece	of	Performance	ManagementWords	matter	—	and	finding	the	words	and	phrases	to	accurately	describe	employee	performance	can	be	tough.	But	remember,	even	if	you	provide	the	most	incisive,	accurate,	and	motivational	performance	review,	doing	so	in	a	vacuum	absent	of	other	feedback	won’t	get	you	far.	To	be	effective,
performance	reviews	must	exist	within	the	ecosystem	of	greater	performance	management,	which	includes	mid-year	and	annual	reviews,	but	also	regular	check-ins,	like	one-on-ones;	affirmations,	like	sharing	everyday	praise;	and	a	consistent	culture	of	feedback.​Balancing	all	of	these	essential	feedback	processes	requires	you	to	match	the	specificity
and	clarity	of	your	feedback	with	compassion,	sensitivity,	and	empathy	so	that	your	employees	feel	recognized	for	their	successes,	understand	their	opportunities	for	growth	and	development,	and	understand	what	to	do	next	to	perform	at	their	best.While	this	might	seem	like	a	tall	order,	Lattice	is	here	to	help.	If	you’re	a	manager,	download	our	free
workbook,	Preparing	for	Performance	Reviews	as	a	First-Time	Manager.	And	if	you’re	an	HR	leader	looking	to	enable	your	managers,	request	a	demo	to	see	our	continuous	feedback	features	in	action.{{rich-highlight-3}}{{rich-highlight-4}}	How	can	financial	brands	set	themselves	apart	through	visual	storytelling?	Our	experts	explain	how.Learn
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