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11.5: Developing Your Personal Motivation Skills

Learning Objectives
1. Understand what you can do to give feedback through an effective performance appraisal.
2. Learn guidelines for proactively seeking feedback.

Guidelines for Giving Feedback in a Performance Appraisal

Before the meeting, ask the person to complete a self-appraisal. This is a great way of making sure that employees become active
participants in the process and are heard. Complete the performance appraisal form and document your rating using several
examples. Be sure that your review covers the entire time since the last review, not just recent events. Handle the logistics. Be sure
that you devote sufficient time to each meeting. If you schedule them tightly back to back, you may lose your energy in later
meetings. Be sure that the physical location is conducive to a private conversation.

During the meeting, be sure to recognize effective performance through specific praise. Do not start the meeting with a criticism.
Starting with positive instances of performance helps establish a better mood and shows that you recognize what the employee is
doing right. Give employees opportunities to talk. Ask them about their greatest accomplishments, as well as opportunities for
improvement. Show empathy and support. Remember: your job as a manager is to help the person solve performance problems.
Identify areas where you can help. Conclude by setting goals and creating an action plan for the future.

After the meeting, continue to give the employee periodic and frequent feedback. Follow through on the goals that were set.

Five Guidelines for Seeking Feedback
Research shows that receiving feedback is a key to performing well. If you are not receiving enough feedback on the job, it is better
to seek it instead of trying to guess how well you are doing.

1. Consider seeking regular feedback from your boss. This also has the added benefit of signaling to the manager that you care
about your performance and want to be successful.

2. Be genuine in your desire to learn. When seeking feedback, your aim should be improving yourself as opposed to creating the
impression that you are a motivated employee. If your manager thinks that you are managing impressions rather than genuinely
trying to improve your performance, feedback seeking may hurt you.

3. Develop a good relationship with your manager as well as the employees you manage. This would have the benefit of giving
you more feedback in the first place. It also has the upside of making it easier to ask direct questions about your own
performance.

4. Consider finding trustworthy peers who can share information with you regarding your performance. Your manager is not the
only helpful source of feedback.

5. Be gracious when you receive unfavorable feedback. If you go on the defensive, there may not be a next time. Remember, even
if it may not feel like it sometimes, feedback is a gift. You can improve your performance by using feedback constructively.
Consider that the negative feedback giver probably risked your goodwill by being honest. Unless there are factual mistakes in
the feedback, do not try to convince the person that the feedback is inaccurate.

Key Takeaway

Giving effective feedback is a key part of a manager’s job. To do so, plan the delivery of feedback before, during, and after the
meeting. In addition, there are a number of ways to learn about your own performance. Take the time to seek feedback and act on
it. With this information, you can do key things to maximize your success and the success of those you manage.
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