新到職同仁滿六個月後考核表格
SIX MONTHS PERFORMANCE REVIEW FOR NEW RECRUIT

	Staff Name:
	
	
	Company:
	
	
	Dept:
	

	新到職同仁姓名：
	
	
	所屬公司：
	
	
	部門：
	


	Position:
	
	
	Commencing Date:
	
	
	Send Out Review Date:
	

	職位：
	
	
	到職日期：
	
	
	表格發出日期：
	


The new staff named above is requested to have performance reviewed by his/her supervisor after being 6-month in his/her position.  Kindly use the following table to review the new staff's performance and mark "X" at appropriate boxes.

上述同仁自到職後服務將滿六個月，需經所屬廠主管評核工作表現，以下為考評標準，請在適當格內填上[ ( ] 號 。

	甲部  由所屬部門主管填寫    Section A : To be completed by the Department Supervisor

	
	
	
	
	
	
	
	
	

	
	
	
	

	1.


	Job Skills & Knowledge

工作技術及知識
	
	- 
Job related skills & experience?

有否足夠工作知識及經驗 ?
	
	
	
	
	
	

	2.


	Work Efficiency

工作效率
	
	- 
Complete assigned task within schedule?

能否在正常時間內完成所需工作?
	
	
	
	
	
	

	3.


	Decision Making
決斷能力
	
	-
Make sound decision in critical moment?


必要時，能否作果斷決定 ?
	
	
	
	
	
	

	4.


	Work Attitude

工作態度
	
	-
Has passion, hard working, loyalty for the job?


是否勤奮，熱誠，忠心及盡力工作 ?
	
	
	
	
	
	

	5.


	Leadership

領導才能
	
	-
Give precise direction to subordinates?


能否給予下屬清楚指引?
	
	
	
	
	
	

	6.


	Follow Direction

服從上司指示
	
	-
Follow and respect Supervisor instruction?


有否尊重及服從上司?
	
	
	
	
	
	

	7.


	Discipline

遵守公司守則及紀律
	
	-
Follow company's rules & regulations?


有否遵守公司規則?
	
	
	
	
	
	

	8.


	Contribution

對公司貢獻
	
	-
Make positive suggestions & productive contribution?

對公司有否作建設性之貢獻, 善意提出改進?
	
	
	
	
	
	

	9.


	Social Skills

社交技巧
	
	-
Work amicably with others?


能否與他人融洽相處?
	
	
	
	
	
	

	10.


	Punctual

準時
	
	-
Report duty on time?


能否準時上班 ?
	
	
	
	
	
	

	
	
	
	

	Overall Comment / 總體評語 : 

	

	Please list out his/her daily responsible tasks / 請列出同仁已獲委派的日常工作範圍 :

	

	Base on the staff's performance & personality, kindly choose an item below and mark "(" in the box.

	請根據同仁的工作及個人表現 , 在適當格內填上 [ ( ] 號

	1.


	His/Her personal performance is good, we will continue his/her employment contract                                                                                 工作及個人表現良好，可繼續聘用。

	2.


	His/Her personal performance is good, we will continue his/her employment contract and suggest to raise his/her monthly wage in
工作及個人表現良好，可繼續聘用，並建議在滿6個月後把每月美元薪金增加  __________% 

	3.


	We cannot accept his/her personal performance and would like to terminate the employment contract immediately                                  工作及個人表現不可接受，立即解僱.

	4.


	His/Her personal performance is poor, we would like to give him/her 3-month notice to end the employment contract
工作及個人表現差，給予三個月通知期解僱.


	Department Head Signature 主管簽名 :

Date 日期 :
	General Manager Signature 總經理簽名 :
Date 日期 :
	Director Signature 董事總經理簽名:

Date 日期 :


	乙部  由所屬部門主管填寫    Section A : To be completed by the Department Supervisor

	Date of receiving this review  表格收回日期:

	Additional Opinion / Follow-up work    附加意見 / 跟進工作 :

	Signature   簽名:
	Date  日期 :
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