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Performance reviews are the perfect opportunity to present yourself 
as a stellar employee—and get the credit and career growth you want 
and deserve. To have a successful review, you really need to commit to 
year-long preparation and touch points. Run through this checklist to 
make sure you’re taking the right steps to be able to ace your review!

Up-to-date Job Description 
 ¡ Does it reflect what you actually do? If not, make sure 

you work with your boss and HR to get it updated at the 
beginning of your performance cycle so you know the 
formal, documented focus of your job.

Standards of Job Performance
 ¡ Talk with your boss to get an understanding of what the 

standards are for your job performance. What meets 
expectations? What exceeds them? You need to know 
this, so you know when you are performing above the 
standard.

SMART Goals
 ¡ Set three goals for the year that align with your boss’s, 

department’s or organization’s goals. Your goals should 
be Specific, Measurable, Achievable, Relevant, and 
Time-bound. 

 ¡ Be ready to revise your goals. Objectives sometimes 
change for reasons that you can’t control. Perhaps a 
business strategy has changed and your goal no longer 
applies. If that’s the case, you and your boss will want to 
create alternate goals.

Track Your Accomplishments
 ¡ Make sure you’re compiling notes on tangible, concrete 

accomplishments that support your goals, your boss, 
your department and/or your company.

Quarterly Meetings
 ¡ Initiate, schedule and hold a minimum of 1 meeting  

each quarter with your immediate supervisor/boss. 
 ¡ Aim for these to be formal conversations about your 

role, performance, and career.
 ¡ Discuss any goals you wish to adjust or add.
 ¡ If you receive corrective feedback, follow up within  

two weeks to ensure you are on the right track.
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Track Feedback
 ¡ Write down any feedback you receive about:

 £ What you are doing well 
 £ What you need to learn – 1 to 3 things
 £ How you can better support the team or  

your boss. Ask for specific examples if they’re  
not given.

The Day Prior 
 ¡ Organize your thoughts – what do you want to highlight,  

and why?
 ¡ Be prepared to discuss shortcomings and practice non-

reactive responses. If you receive constructive criticism, 
how will you respond? How do you plan to avoid 
missteps in the future?

The Day Of
 ¡ Take a deep breath, and enter with a calm mindset.
 ¡ Ask if you can start by discussing your accomplishments 

during the year. Highlight how they fit with the goals 
you’ve met.

 ¡ Keep professionalism top of mind. 
 £ Accept praise graciously – don’t minimize  

your success. 
 £ Accept responsibility for mistakes. 
 £ Don’t argue, complain or put others down.

 ¡ Present your career wish list. What new responsibilities 
would you like to take on? Share these goals with your 
boss and ask how she or he can help you achieve them.
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