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For far too many people, formal appraisal or performance review is an uncomfortable experience and they feel relieved when it is over. With a little forethought, however, you can actually capitalise on the process. You can make it work for you most easily if you consider what it is like from your manager’s viewpoint and help them to help you. Here are some ideas you might like to try:

Remember, most managers don’t have the time or information to prepare for appraisals thoroughly so do some of the preparation for them. About a month before your appraisal prepare a summary of what you achieved since your last review. In addition to any quantified achievements, make sure you include use of personal skills such as teamwork, initiative, foresight, judgement, networking etc. Be specific and give examples showing how you have used these skills. Give the summary to your manager two to three weeks before your appraisal is due.
Remember, most managers aren’t comfortable giving feedback so help them, particularly where feedback might be negative. Listen to what they say, focus on what they want you to do differently, summarise it in positive terms (eg “So if I keep you informed of how projects are going we can agree how we keep them on track.”) then thank them for the helpful feedback. This way you help them feel comfortable about giving you feedback and you help them focus on ‘positives’. What could have been criticism has now become a good point.
Remember, this is an opportunity to influence your manager so whether you are seeking promotion, more money, training or a development opportunity, now could be the right time to ask for it – but choose your words carefully. “I want...” is unlikely to be successful; you have to present your request as a benefit to them. Eg “As John is moving soon, I’m wondering if I could take on part of his role. It could be a good opportunity to restructure, I’d welcome the challenge and it would make us more cost effective as a team.”

Remember, people tend to recall what they heard first and last so make sure that you summarise at the end of the discussion. Summarise first, the praise you have received and, second, what you have agreed you will both do to develop your performance. That way your manager remembers positives and yet more positives about you.
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