
How to Prepare for Your 
Performance Review Discussion
The performance review is one of the key parts of the performance management process. It gives your employer a 
chance to evaluate your performance, but more importantly, it is a prime opportunity for you to assess your own 
performance, respond to any criticisms, identify your own strengths and areas for improvement and think about your 
future career.

Don’t just leave your performance review to chance; to make the most of it and ensure its success, you should actively 
prepare for it, just like you would with any other meeting. Most organizations now offer a self assessment step in the 
performance review process, meaning you are invited to discuss your own performance, but even if self-evaluation is not 
built into the process you can still make an effective representation of yourself during the performance review meeting. 

If you prepare properly for your performance review, you can ensure that your manager has a more representative picture 
of your performance and career aspirations which can help you to take control of your career. Below, you will find some 
tips and advice on how to prepare for your performance review.
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1. Understand Your Company's Performance Review Process
The first step in preparing for your performance review should be to find out exactly how your performance review 
process works. These are the key pieces of information that you need to find out.

• When are your team's appraisals scheduled, (and when is yours scheduled)?
• Will you be invited to conduct a self assessment?
• Who will conduct your review, (is it your supervisor or maybe your department head)?
• What will the setting be for the review discussion: formal, semi-formal, informal? 
• How long is the meeting expected to last?
• When can you start completing the forms?
• Will you have an opportunity to discuss your career goals
• What is the performance review period?
• Is any pay or bonus linked to the outcome of the review?

With this information in hand you can now plan your approach to your review.

2. Understand what was expected of you during the review period
You should collect and review the following four documents as they will tell you what was expected of you during the 
review period.

• Job Description
• Goals Document
• Last Year’s Appraisals (which includes areas for improvement)
• Career Development Plan (if you have one).
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3. Gathering Your Performance Data
Next, you need to locate documentary evidence that shows that you have performed well during the review period. This 
could include things such as:

• Letters/e-mails of praise from clients
• Email including positive feedback from colleagues or your manager
• Awards, such as employee of the month
• Certificates of recognition
• Training and development activity
• Notes on the major projects you worked on during the period

Make sure that you consider the entire review period and be sure not to accidentally include things from before the start 
of the review period. This will allow you to communicate your successes to your manager (who may not know about 
them) in a concise and precise way during the performance review meeting. Don't be shy, -  this is your opportunity to 
sing your own praises, so don't waste it.

If you have been provided with performance goals and/or sales targets then it will ultimately be up to your manager to 
compile and present your performance data at the meeting. However, you should be aware of how well you have 
performed against your goals and you should therefore prepare your own personal performance report. If your manager 
has missed something and therefore under represented your performance, you will be able to put them right during the 
meeting.
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4. Doing Your Self-Assessment – What to Expect
As we said earlier, most organizations expect employees to do a self-assessment as part of the performance review 
process. Even if your business doesn't do formal self-evaluations, we still suggest that you do one as it will help you to 
understand your own strengths and weaknesses which will support your own personal and career development 
planning. It will also mean you are better prepared for the review meeting as you will have some foresight into what your 
manager is likely to say.

The Self- Assessment Form
The self assessment form will ask you to detail your goals (which you will usually prepare at the start of the year) to ensure that 
both employee and manager have the same expectations of performance. You will then be given the opportunity to assess your 
performance against these goals and it is recommended that your provide supporting evidence when doing this.
Next, will follow a series of questions that will ask you to describe how well you have performed against 10 or so performance 
dimensions, usually derived from the core competency framework. Your performance in this area is usually used to drive your 
training needs as determined by the 'areas for development' section next.

When documenting and describing your performance within each dimension, 
include real examples of how you performed -  this will carry more weight. For 
example, to show you have excellent product knowledge you may provide 
training to other managers or new starters on a specific product. Also, where 
possible use statistics to back up what you say, for example you may have hit 
95% of your deadlines during the review period. Using examples and stats will 
make your self-evaluation more substantial, credible and persuasive.
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Typical performance dimensions might be:

• Meeting deadlines/targets/goals/
• Team working
• Commercial Judgment
• Personal Effectiveness
• Communication Skills
• Time Management
• Delegation Skills
• Product Knowledge
• Problem Solving and Decision Making
• Leadership and Integrity
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5. Areas for Development 
No one is perfect and organizations are generally impressed by employees who are committed to lifelong learning and 
continuous professional development. In fact, the best organizations will actively engage in this part of the process, and 
will use the data relating to your areas for development to help design a targeted training program to help you reach your 
career aims. This process is known as career development planning.

So, do not be afraid of describing your weaknesses/areas for development, and actively engage with the process. 
However, we do recommend you follow this format when describing your areas for improvement. 

• List your key development areas
• Detail where you would like to expand your skills/expertise/experience
• Explain how you think developing these skills will help improve your performance
• Explain what you have been doing to develop these skills
• Suggest what help the organization could give to help you develop these skills, e.g. training, job rotation, stretch 

assignments.
• Describe your career goals and aims
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6. Mitigating Circumstances
There may be reasons for any potential under-performance that were not entirely under your control. For example, a 
product release may have been late which gave you less time to sell the product, meaning you could not reach your 
target. 

It is worth mentioning mitigating circumstances, but they should be used sparingly, as you can come across as negative 
and it can appear as if you are not able to adapt effectively to the unexpected. If you do include mitigating circumstances, 
always try and describe what steps you took to overcome the problem, as this will show that you are adaptable and will 
be perceived positively.

7. Prepare New Goals for the Coming Period
Look at your current goals, developmental needs, career aspirations, department or company goals and propose your 
own goals for the coming review period. This will reflect extremely well on you during the meeting as it will show you are 
proactive. Be prepared for a two way discussion with your manager about these goals and be prepared for them to be 
altered or refined.

8. Provide your manager with your preparations prior to the meeting
This should be an automatic process in most companies, e.g, you will be expected to submit all your self assessment 
data to your manager by a certain date. It will help to highlight differences in perception of performance prior to the 
meeting, and help to remove surprises.
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Final Words:
The performance appraisals process is a crucial personal and career development tool that can help you to reach your 
career goals, if used effectively. Preparing well for your performance review can enable you to make the most of this vital 
personal and career development tool.
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