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Administrative Associate

Monthly Coaching and Review
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Actual
Goal
Var +/-
ASSOCIATE | SUPERVISOR

CATEGORIES SCORING SCORING COMMENTS
Organization

Time Management

Accuracy

Thoroughness

Decision Making

Problem Solving

Communication

Teamwork

7 Performance Factors

1. Skill/Knowledge 2. Capacity 3. Resources 4. Feedback 5. Internal Motivation 6. Consequences 7. Clear Expectations

Optimum Retail Solutions (385) 229-4439




ACTION PLAN

This Month’s Goals
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