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How Will Performance 

Performance management is a process that 
should occur on an ongoing basis. Just as your 
supervisor utilizes performance management 
with you, your supervisor's boss is doing the 
same with him or her. 

ht tp://westliberty.edu/human -resources 

What is Performance  Management? 
Management is an ongoing process between the supervisor 

and the employee that occurs throughout the year. It involves setting clear 
expectations about your job duties, understanding how they contribute to 
the goals of the department and WLU, and establishing how your job 
performance will be measured and developed. 

One of the questions supervisors and employees ask is, "What's the 
 between performance management and the performance 

review?" Performance management is an ongoing process of planning, 
goal-setting, performance feedback, and employee development. The 
performance review occurs when you and your supervisor sit down to 
formally review your performance over the last period. Its 
value lies in the opportunity to evaluate what is and isn't working, and 
allows both you and your supervisor to better communicate with  each 
other about your job performance. 

You may be asked to work with your supervisor to establish goals for your position . Your 
supervisor may assist you in your job by providing coaching or direction during the year. 
This provides opportunities for adjustment along the way, instead of waiting until the end 
of the review period. Your supervisor will receive training in Performance Management and 
on how to conduct a Performance Review. Overall, performance management  is a system of 
providing direct, open communication and feedback in order to help you succeed 
in your j ob. 

You have input into the review process through your pre-review form, and you may 
comment in the employee comment section after the rev always, 

our  r is available to  answer any questions you may have. 

Management?

Management Affect Me?

How is My Performance 
Reviewed?

How Should I Prepare
for the Performance
Review?

How Does the
Performance Review
Process Work?

Employee Guide to

Performance Management



Measurement:  Standard Elements 
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By working together to make sure the job description represents the employee's actual duties and responsibilities, 
the supervisor and employee can establish fair and equitable standards for measuring job performance. Obtain a 
copy of your job description, and make sure it is up-to-date!
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For More Information Contact:

Brian Schamp
 Senior Generalist

304-336-8288
brian.schamp@westliberty.edu

How Should I Prepare for the 
Performance Review

As your date for review approaches, think about your 
past performance, the progress you have made, and 
your plans for the future. Take the time to work 
through the following questions:

• Have you written down your major
accomplishments the last review period?

• Consider the performance elements listed
on page 2 of this guide; can you pinpoint

• Do you have set goals? Have you
established where you are in reaching
them?

• How do your job duties relate to your
department's goals?

• Where do you want feedback, and how
might your supervisor help you to do your
job better?

• What skills or abilities have you developed?

• How could you better utilize your talents in
your present position?

• What do you consider to be the priorities of
your job, and does your supervisor agree
with them?

• What resources or training would help you
to perform your job better?

"Every job is a self-portrait of the person who did it. 
Autograph your work with excellence."

-Vince Lombardi


