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Diane Arthur : The First-Time Manager's Guide to Performance Appraisals before purchasing it in order to gage
whether or not it would be worth my time, and all praised The First-Time Manager's Guide to Performance Appraisals:

0 of 1 people found the following review helpful. good enough..but had to buy for school By Ryanfelt had good
information and easy to undersstand..| had to buy this for school. happy with content. good enough. Ryan0 of 1 people
found the following review helpful. Two StarsBy steve-oRequired for school3 of 3 people found the following review
helpful. Excellent advice for the newbie managerBy Craig MattesonFirst time managers usually have alot of new
thingsto try and learn very quickly. One of the most dreaded for most new managers is the performance appraisal.
Thisis especially true if some of those you are evaluating were your peers before your promotion. Diane Arthur has


http://f3db.com/pub/links.php?id=B0017I1OZ4

long experiencein HR and provides solid advice to the new manager. She divides the 16 short chaptersinto six
"parts'.Y ou get advice that the real value in a performance review is not to pass judgment on last year's work, but to
use that to manage the employee to grow and become more valuable in the coming year. She provides the 3 golden
rules for performance reviews (I will let you read them in the book, but they make sense), and how you prepare for the
next appraisal by coaching and counseling your employees throughout the year. Arthur then takes you through the
preparatory process and how to get started on writing the review a month ahead of time so you have time to draft it,
think about it, and rewrite it. That you have to gather documentary information from multiple sources to see things
clearly and how to do it and why you should focus on objective measures rather than reacting subjectively to personal
issues.Y ou are then guided through how to write the review, the tone you should use, and the dos and don'ts of
performance review language. She gives you a seven step format for writing them up including letting the employee
have enough room to respond to your evaluation. The face-to-face meeting takes up four chapters because it is where
the rubber meets the road. The key isto start right and create a supportive and comfortable atmosphere. The author
takes you through what you should discuss to create a positive and constructive experience. Y ou are also advised to
speak no more than 25% of the time and to use active-listening (which she describes) the other 75% of the time.Arthur
covers how to handle unexpected responses and difficult employees. | also enjoyed her chapter on the typical
performance appraisal pitfalls. The last section covers performance appraisals for employees of differing performance
levels and how to manage those with different work arrangements such as telecommuters.Thisis a useful, clearly
written, and concise guide to thisimportant topic.Reviewed by Craig Matteson, Ann Arbor, Ml

Conducting performance appraisals can be a daunting prospect, especially for new managers. With the same brand of
accessible and sage advice readers have come to rely on from "The First-Time Manager", this helpful guide provides
straightforward, useful information that will enable anyone to take on this important task with confidence and
skill.Filled with ready-to-use tools including sample dialogues, phrases, and documents, as well as plenty of useful
tips, "The First-Time Manager's Guide to Performance Appraisals' shows readers how to: review an employee's past
performance; prepare for the face-to-face meeting; assess how successful the employee has been at meeting goals; set
new objectives; help develop career plans; evaluate performers at every level; understand the importance of coaching
and counseling throughout the year; write up the appraisal and use ratings; and, follow up effectively. Thisbook isan
essential resource for managers who want to get the most from the performance appraisal process ...and from their
people.

About the Author Diane Arthur (Northport, NY) is President of Arthur Associates Management Consultants, Ltd., a
human resources devel opment firm. She has more than 30 years of experience as a consultant, workshop leader, and
lecturer. She is the author of numerous books, including Recruiting, Interviewing, Selecting Orienting New Employees
(978-0-8144-0861-2). Excerpt. copy; Reprinted by permission. All rights reserved. CHAPTER 1 Performance
Appraisals: An Overview The subject of performance appraisals, also referred to as "performance reviews' and
"assessments,” initialy strikes many first-time managers as being complex and difficult. There are images of intricate
forms, close scrutiny by Human Resources (HR), legal pitfalls, awkward face-to-face meetings, less-than-favorable
reactions by marginal performers, and disputes over recommended salary increases. In truth, the performance-
appraisal process need not be overwhelming or problematic. In fact, it's quite straightforward. The process begins by
identifying objectives, recognizing the benefits for al concerned, and identifying key criteria. Objectives Think back
to the last time your work was formally reviewed. Did your manager make clear the overall purpose of the
performance evaluation? Did you appreciate how the process benefited you, your manager, and the organization as a
whole? Did you fully understand the key aspects of an effective performance appraisal system? Don't worry if you
answered "no" to one or more of these questions. All three are rarely answered affirmatively due, in part, to the fact
that many managers fail to have a clear understanding of what performance reviews are intended to accomplish.
Primary Objective of a Performance Appraisal The primary objective of a performance appraisal isto ensure the
maximum utilization of every employee's skills, knowledge, and interests. At first glance, this deceptively simple
statement appears to be completely employee-directed. In truth, organizations that focus on the full use of each
individual's abilities and areas of interest have a more motivated workforce; this, in turn, positively affects
productivity, thereby increasing the company's competitive edge. In the end, everyone benefits. Let's examine this
assertion more closely by way of two scenarios. Scenario Number One: Lorie Meet Lorie, hired two years ago to work
as acomputer analyst for alarge bank. Employed right out of college, she was selected for the high grades she had
achieved in computer science classes, as well as her experience working part-time performing data entry at the local
branch of abank near her school. During her employment interview, Lorie was asked about her knowledge of, and
skills working with, computers. She elaborated on the fact that she had always being adept at working with computers.
At no time did the interviewer ask Lorie whether she actually enjoyed computer work; nor did he ask her whether her
short- and long-term goals involved computers. Lorie was pleased to receive a job offer so close to graduation, and she
gladly accepted. After several months, however, she began to reflect on the advertising classes she'd taken in college,



and how much she'd enjoyed them. She wondered whether she'd made a mistake accepting a job working with
computers simply because she was good at it. During her first formal performance assessment, which resulted in a
very high rating, she mentioned her interest in advertising. Her boss was chagrined, commenting that she should stick
to what she knows and is good at, adding that she could look forward to a bright future with the bank. Following that
meeting, Lorie found herself focusing increasingly on her interest in advertising. Concurrently, her motivation to
perform her job duties decreased, as did her performance level. She began to make mistakesmdash;costly mistakes for
the bank. Lorie was coached and counseled, but at no time was she asked what she thought was wrong. Finally, just
before her next official performance review, Lorie tendered her resignation. During the exit interview with HR she
explained that she had accepted an entry-level job at an advertising agency, where she would be able to work at what
shereally enjoyed. Scenario Number Two: Vincent When Vincent began searching for ajob in HR, hewasin the
midst of awell-thought-out career change. He'd been teaching middle-school math for four years but always had an
avid interest in the field of human resources. As aresult, he returned to school, where he earned a degree in HR. He
also interned in the HR department of aresort for two summers. He presented himself to prospective employers as
having limited skills and knowledge, but a keen interest in HR. During an interview for an HR assistant's position at a
retail company, Vincent was asked many questions about hisinterest in HR, as well as the knowledge he'd acquired in
school and the experience he'd obtained through hisinternship. It was evident that Vincent's interest in HR
overshadowed his skills and knowledge, but the interviewer felt that the former would make Vincent an asset to the
organization. The interviewer's assessment proved to be accurate: Vincent thrived in his position and was ultimately
promoted to HR director. His colleagues and employees were motivated by his enthusiasm and energy and felt
compelled to work harder. Three years after Vincent was hired, the company was showcased in a trade publication as
having an "ideal HR department.” TIP #1 The primary objective of a performance appraisal is to ensure the maximum
utilization of every employee's skills, knowledge, and interests. Secondary Performance-Appraisal Objectives
Performance-appraisal objectives extend beyond the primary focus cited above. They also serve to enhance employer-
employee relations. Thisis accomplished by strengthening the overall working relationship between managers and
employees; developing a mutual understanding between managers and employees about performance expectations,
goals, and measured criteria; encouraging employees to express themselves openly concerning performance-related
issues; encouraging managers to examine their own strengths and areas requiring improvement; and helping managers
to coach and counsel their employees as needed. Performance appraisals a'so permit HR to perform key tasks more
effectively by providing supportive datafor decisions concerning salary increases, promotions, and disciplinary action;
allowing for more productive uses of an organization's human resources; and yielding information about existing skill
levels to support ways to expand beyond the existing talent pool. In addition, by providing feedback on past
performance, evaluating an employee's potential, and supporting developmental opportunities, managers can motivate
employees to establish and achieve personal goals that are compatible with organizational goals. TIP #2 Secondary
performance-appraisal objectives include enhancing employer-employee relations; permitting HR to perform key tasks
more effectively; and motivating employees to pursue goals that are compatible with organizational goals. Benefits
and Uses It's not uncommon for both managers and employees to believe that performance assessments should be used
tojustify salary increases. Actually, many HR experts urge separating the timing of appraisals from when salary
reviews are conducted by as much as three months. Thisway, employees won't think in terms of how their rating
trandates into dollars; they'll be able, instead, to focus on the specific observations of their appraiser. So, if
performance appraisals shouldn't be used in conjunction with raises, how should they be used? Benefits and Uses for
Managers Let's start with how performance appraisals benefit you, the manager. First, you will be able to make the
best use of your employees abilities by becoming more aware of each person's strengths and areas requiring
improvement. Second, you can isolate atypical employee behavior and performance; that is, you can identify
outstanding performers and provide them with additional incentives and more challenging work assignments. Y ou can
also spot margina performers and give them greater guidance and direction. Third, performance appraisals help you
become introspective and determine whether you are doing your job as a manager: Ask yourself: Am | available for
questions? Am | clear in my expectations? The answers to these and other questions will improve overall employer-
employee relations. Finally, once employee skill levels are properly identified and you've determined whether you're
functioning effectively as a manager, you can focus more fully on developing your own career goals.



