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Acknowledgment

By signing this plan, you acknowledge that you have received a copy of this Performance 
Plan and are committed to working diligently towards the areas outlined above. The 
company will also work closely with you to ensure that you have the necessary support to 
succeed.
 

Employee’s signature: Date:
 

Managers’s signature: Date:
 

HR Representative’s signature: Date:
 


	Employee name: Josephine Witts
	Date: July 1, 2023
	Performance expectationsRow1: Objective: Achieve a 15% increase in monthly sales revenue compared to the previous quarter.• Key Performance Indicators (KPIs): Monthly revenue reports, customer feedback.• Target Completion Date: October 31, 2023Objective: Maintain a customer satisfaction rating of at least 90% based on post-purchase surveys.• Key Performance Indicators (KPIs): Customer survey results, positive reviews.• Target Completion Date: Ongoing improvement starting immediately.
	Core competenciesRow1: 1. Competency 1: Communication• Description: Effectively communicate with customers to understand their needs and address inquiries promptly.• Expected Level: Meets Expectations2. Competency 2: Sales Techniques• Description: Demonstrate a thorough understanding of product features and benefits to promote successful sales.• Expected Level: Improvement Needed
	Performance improvement objectivesRow1: 1. Objective 1: Sales Training• Action Plan: Attend a comprehensive sales training workshop to enhance product knowledge and sales techniques.• Timeline: August 10 - August 15, 20232. Objective 2: Mentorship Program• Action Plan: Engage in a mentorship program with a top-performing sales representative to learn best practices.• Timeline: August 1 - September 30, 2023
	Training and developmentRow1: 1. Area of Development 1: Sales Techniques• Objective: Strengthen persuasion and negotiation skills to close more deals successfully.• Planned Actions: Enroll in an advanced sales techniques course.• Timeline: September 1 - September 30, 20232. Area of Development 2: Customer Service• Objective: Enhance customer service skills to handle challenging situations effectively.• Planned Actions: Participate in customer service workshops and role-playing exercises.• Timeline: September 15 - September 30, 2023
	Support and resourcesRow1: 1. Resource 1: Sales Manager - Mr. Michael Johnson• Description: Mr. Johnson will provide one-on-one coaching and guidance during the mentorship program.• Point of Contact: Michael.Johnson@sales.com2. Resource 2: Sales Training Workshop• Description: A reputable external training company that specializes in sales techniques.• Point of Contact: ariana.mendez@digitalsalesgroup.com
	Performance reviewRow1: 1. Performance Review Meetings:• Frequency: Monthly• Meeting Dates: Last Friday of every month (starting August 25, 2023)• Agenda: Review progress on goals, discuss any challenges, and plan for the next month.2. Performance Assessment:• Evaluation Criteria: Monthly revenue reports, customer satisfaction surveys, sales performance metrics.• Assessment Date: End of each quarter (September 30, 2023, and December 31, 2023).
	Additional notesRow1: 
	Acknowledgment: 
	Employees signature: Josephine Witts
	Date_2: July 1, 2023
	Managerss signature:  Michael Johnson
	Date_3: July 1, 2023
	HR Representatives signature: Claire Jacinto
	Date_4: July 1, 2023


