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PERFORMANCE REVIEW 

PURPOSE & AIMS 
Performance reviews are a crucial component in driving greater organisational 

efficiency. While some businesses have moved away from them to experiment 

with more novel forms of appraisal, the performance review remains an industry 

standard. According to a recent SHRM study as many as 72 percent of 

companies still conduct an annual employee performance review. 

 

Done right, these meetings are highly effective tools for giving and receiving 

feedback. However, performance reviews are not without their challenges. The 

process can be intimidating, to both employees and managers. You might not 

know what to discuss, or you might be overwhelmed with too many topics to 

discuss.

 

Whether you’re new to performance reviews or an old pro who’s looking to 

revitalise your meeting content, this ebook will give you the information you need 

to keep performance reviews productive and effective. 

 

Keep reading for 200 performance review questions categorised into the 

most common workplace topics.
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MEETING TIPS 
Make your performance reviews as productive as possible.

Keep it lightweight. 

There are lots of great questions in the book. But don’t go overboard. We 

recommend selecting 10-15 most relevant questions for a given employee.

Be specific. 

Know exactly what feedback you want to share and be prepared to root 

your feedback in examples. It can be difficult to accept and action 

feedback without a shared understanding.

Prepare. 

Set time aside to think through your selected questions before the meeting. 

Provide some key talking points before the meeting and request that your 

employee does the same. Review your notes and action items from past 

performance reviews and carry forward any open questions, ideas, or actions.

Gather additional feedback. 

Ask peers and coworkers for feedback on your employee’s performance.

Be honest. 

It’s best to “say what you mean and mean what you say.” These conversations 

are meant to help your employees grow and overcome challenges. Adopt a 

growth mindset - everyone can get better; nobody’s potential is fixed.

Be kind. 

Feedback should come from a place of caring. Be considerate with your 

delivery in these conversations. Performance reviews should not morph into 

confrontational interactions.

Be present. 

Both employees and managers are responsible for performance improvement. 

Take an active role in these conversations. Listen actively. Probe deeper with 

your questions. Turn your phone off.
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PROGRESS CHECK
Stay up-to-date with progress on current 

responsibilities and projects.

How are your projects or tasks going?

How do the projects or tasks you are working on align with your goals? 

Do you have clarity regarding your responsibilities? 

How are you prioritising your projects or tasks? 

How will you, the team, and the company benefit from this project or task? 

How will you evaluate the success of this project or your work? 

What do you want to learn from this project? What have you learned so far? 

What is keeping you from accomplishing your work? What are the roadblocks or bottlenecks? 

What could keep you from completing your projects or tasks on time? 

How will you ensure your projects and tasks are completed on time?  

What would help you complete your projects or tasks? (resources, coaching, assistance, etc.)

Was the project a success? 

Did you complete your work successfully? 

What went well? What could have gone better?  

What could we change in the future to improve these types of projects or tasks? 

What other projects or tasks would you like to work on? 

How can you contribute to other projects or tasks for which our team is responsible? 

How do you think you've done on the three key areas we discussed in your last progress check? 

What do you think will be the keys to your success over the next four months? 

What worries or concerns do you have about your ability to be successful in the coming months?
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TOOLS, RESOURCES & 

ENVIORNMENT 
Make sure all the logistics are covered so 

your employees can be productive, stay 

motivated, and produce high-quality work.

Do you have the resources and tools you need to perform your job? 

What resources and tools help you the most? 

Which resources and tools do you use most often? 

Are there tools your colleagues use that you don’t know how to use or have access to? 

What resources and tools could help you perform your job better? 

Are there any resources or tools that you find useless? 

Do you have all the information needed to do your job effectively? 

What technology could improve your workspace? 

Is your workspace comfortable and supportive of your health? 

What is your preferred work environment? (i.e. open common areas, enclosed office, etc.) 

Do you prefer different work environments for different types of work? Explain. 

What could be improved in the environment to help produce high-quality work more 

efficiently?
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PROCESS & WORKFLOW 
Determine if work is happening as efficiently 

as possible and what can be done to help.

How are you accomplishing this project or task? (i.e. timing, tools, process etc.) 

Do you have the information you need to complete your tasks? 

What activities take up the most time of your day or week? 

What distractions or interruptions keep you from getting your work done?  

What mental thoughts or roadblocks get in the way of your success? 

What part of your working routine keeps you the most productive? Least? 

What part of the day/week do you have the most energy and focus? 

What aspects of your work environment help you focus? 

What type of work takes the most focus and energy? 

What are the biggest time wasters for you each week?

What causes you to lose focus or energy? 

What do you do when you feel unfocused or unmotivated? 

In an ideal, productive day at work for you, what tasks could you accomplish? 

Which coworkers do you admire for their productivity and efficiency? 

What behaviors do you notice in their work styles? 

What changes can you make to become more productive at work? 

What tools could help your productivity? 

How can your schedule be changed to help your productivity? 

How can your work environment be changed to help your productivity? 

How can I help you become more efficient? 

How can I help you become more effective in your role?
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WORKLOAD
Walk the fine line between being ready for new 

responsibilities and drowning in stress.

How are you doing? Are you feeling stressed? 

Do you feel the time you are allotted per task is too little, too much, or just right? 

Is the work you’re doing interesting? 

Do you feel challenged by your responsibilities? 

What work is too demanding or causing burn out? 

Do you feel balance in the types of tasks you are doing? 

Do you feel over-worked, under-worked, or just right? 

Are you ready to take on new responsibilities? 

How can I help alleviate your workload? 

What work could be shifted off your plate? 

What work could we delegate to someone else, so you can take on new responsibilities?
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BEHAVIOURAL 

IMPROVEMENT
Discover what’s hindering top performance. Dive 

into what behaviours are enhancing and detracting 

from performance.

How did you perform on your goals? 

How do you think you could improve as an employee? 

How can I help keep you accountable for achieving goals and results? 

How will you keep yourself accountable for meeting goals, deadlines, and results? 

How are you being efficient/ inefficient with your time? 

What actions can be taken to help improve your performance in the future? 

What steps have you taken to improve your performance?  

How have you seen your performance improve? 

What areas of performance are in need of improvement? 

Discuss current satisfaction in your current performance. 

Which areas would you like to improve? 

What specific training do you feel would enhance your job performance?

What is a recent situation you wish you had handled differently?

What behaviours do you bring to your work and to the team that have a positive impact? 

What are other situations you can use these strengths? 

What behaviours do you need to improve or continue to grow? 

How will you practice improving these behaviours? 

How would you advise someone else who is working on these behaviours?
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CAREER GROWTH 
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ALIGNMENT
Check in on the alignment among employee strengths, 

skills, goals, and job role. Greater alignment leads to 

better performance and higher engagement.

What are your favorite and least favorite parts of this job? 

What do you wish you could do less often?  

What do you wish you could do more often? 

What is going well in your role? 

What is not going well in your role? 

What are the necessary skills needed in your role? 

How are you performing on and growing these skills? 

Which of your strengths are under-utilized in your current role? 

When was the last time you felt “flow” or “in the zone” and losing yourself in your work? 

What excites you the most about your  day-to-day responsibilities? 

What are your current career priorities and goals that most excite you? 

Are the responsibilities of your role what you expected? Why/why not? 

How do you think this job aligns with your personal values? 

What makes you proud of the work you do? 

How does this job align with your future career goals? 

What ideas do you have about how we can match your talent to responsibilities? 

What other areas of the team or the company could benefit from your strengths? How?
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PROFESSIONAL 

DEVELOPMENT
Focus on opportunities for developing skills and 

increasing expertise.

Which of your skills would you like to develop further with coaching or training? 

What do you want to learn about or experience but haven’t yet had the opportunity to do so? 

What new skills would you like to develop? 

What obstacles are standing in the way of your development? 

What types of professional development opportunities do you find most valuable?

What are you doing to improve your skills and expertise? 

What are your education goals? What programs could help you further your education? 

What training do we offer internally that could help you in your development? 

After doing some research, what educational opportunities that interest you?  

What local groups interest you for networking or skill development? 

What qualities do you look for in a mentor? 

Is there anyone in our organisation you’d like as a mentor? 

How would you want to benefit from a mentor? 

What are you learning from your mentor?  

What professional development goals can we set for you? 

How have you improved on your development goals since our last meeting? 

How have you been encouraged in the past to pursue your professional development? 

What can you start/stop/keep doing to help you reach your development goals? 

What was your last professional development experience? What did you learn? 

What could you teach others from your last professional development experience? 

How will you use what you learned moving forward in your job?
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CAREER 

ADVANCEMENT
Dig into career path and advancement 

opportunities for the present and future.

Where do you see yourself in two years? Five years? Ten years? 

Look across the organisation. What role do you want in two years? Five years? Ten years? 

In the past six months, what have you done to move toward your ideal role/career? 

In the next six months, what could you do to move toward your ideal role/career? 

What role/career would let you use your strengths every day? 

What are your biggest dreams? 

What do you want your next position in this company to be? 

What opportunities for advancement are you interested in?

What additional responsibilities would you like? 

Are you interested in leading others? 

What more are you wanting in your career right now? 

What other areas of the company do you want to learn about? 

Are there other roles in the company that you want to learn about? 

How do your long-term goals align with your career advancement goals? 

What skills are you developing to meet your career advancement goals? 

What are you doing to achieve your career advancement goals? 

What obstacles are preventing you from achieving your advancement goals? 

How can we help develop your career further?
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RETENTION
Discover what elements will lead to high 

engagement and long-term retention.

What makes you happy with your job? 

What makes you happy with this organisation? 

What attracted you to this job? 

What attracted you to this organisation? 

What makes you stay in this job? 

What makes you stay at this organisation?  

What would make you stay in this job over the next two years? Five years? Ten years?

What things about this company would lead you to see yourself somewhere else? 

When you see people leave our organisation, why do you think they leave?
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FEELING VALUED
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RECOGNITION
Recognition goes a long way. Discover 

preferences and perspectives so your recognition 

makes employees feel valued.

What makes you feel valued at work? Undervalued? 

Overall, do you feel recognised for your contributions? 

How are you being praised in the workplace? What praise have you received recently? 

How do you like to be recognised? 

Which is more important to you as a form of recognition: time off, cash, or job title? 

Do you prefer public or private recognition? 

What type of work or accomplishments do you most want to be recognised? 

Which recognition or rewards are most exciting or impactful to you?  

Whose recognition means the most to you? 

What have you not received recognition for that you thought you should have? 

Who have you recognised recently? For what? 

How do you make your coworkers feel appreciated? 

What can be done to improve recognition in our workplace?
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BENEFITS & 

COMPENSATION
Better understand the opportunities and goals 

for benefits and compensation.

How do you feel about your current compensation? (salaries/benefits/bonuses/etc.) 

What compensation goals do you have for yourself in the next five years? Ten years? 

Do you understand your opportunity for bonuses? 

What questions do you have about the bonuses available? 

What questions do you have about how compensation is addressed in our organisation?   

Do you understand the benefits we have available? 

What questions do you have about the benefits you are currently receiving? 

How could the organisation help you better utilise our benefits? 

What other benefits would you be interested in us adding to our benefits package?
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GOALS & 

ALIGNMENT
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SHORT-TERM GOALS
Explore past goal progress and the goals to 

attain in the next quarter.

What were the highlights of your past month/quarter? 

What did not go well last month/quarter? 

What accomplishment are you most proud of so far this year/quarter? 

What are your goals for the upcoming month/quarter? 

How are you tracking your progress on your goals? 

What kind of support do you need to achieve your goals? 

Are there any goals that will be challenging for you to accomplish this month/quarter? 

What obstacles are in the way of you achieving your goals this month/quarter? 

What work on your plate is most in line with your short-term goals? 

What work distracts you from your short-term goals? 

What can you start/stop/keep doing to reach your goals? 

What circumstances helped or hindered you in meeting your goals this month/quarter?
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LONG-TERM GOALS
Look past this month or quarter to long-term goals.

What are your goals for the next year? 

What do you see yourself doing in two years? Five years? Ten years? 

How often do you think about your long-term goals? 

What inspired these goals?

Do you feel your long-term goals are attainable and realistic? 

How will you measure or track your progress on these goals? 

What steps will you take to attain these goals? 

What work is most in line with your long-term goals? 

What professional development opportunities are most in line with your long-term goals? 

What goals will be challenging for you to accomplish?
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ALIGNMENT WITH 

MISSION & VALUES 
Determine if there’s alignment among employees 

work and goals, mission, and values.

Do you understand how your personal goals align with team goals? 

How do you see your goals and our team goals aligning with the organisation’s mission? 

What do you think our organisation’s most important goals are? 

Are you able to state what our organisation’s mission and values are? 

What questions do you have about the company’s mission or values? 

How does your job benefit or connect to our overall company mission? 

How do you demonstrate organisational values at work on a daily basis? 

How do your personal values align with our company values? 

Are there company values that resonate better or worse with you?
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TRY A SMARTER WAY 

TO HIRE TECH TALENT
With Venturi, you get access to experienced local and 

international tech talent with unique in-demand skills. 

Whether your goal is to upgrade your legacy software 

system, create an application, or build a team for 

your next project, we will quickly connect you with the 

best in the business. This allows you to focus on what 

you best, while we deal with the rest.

Talk to one of our hiring experts today 

for a free consultation on our range 

of technical recruitment services.  

Learn More Schedule a Meeting

https://www.venturi-group.com/stay-control-vacancies/
https://meetings.hubspot.com/anna-flynn

