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Task 
Evaluate the job performance of assigned members so each member’s performance is 
evaluated accurately and reported according to human resources policies, procedures and 
practices; create a professional development plan so that member acquires knowledge, 
skills and abilities to be eligible for promotional examinations 

Conditions and Outcome 
Given an actual or simulated personnel records and evaluation forms the candidate shall be 
able to communicate verbally and in writing and also plan and conduct evaluations. The 
candidate will complete this task with a minimum of 5 items answered correctly 

Number Task Steps First Test Retest #1 Retest #2 
Pass Fail Pass Fail Pass Fail 

1 Evaluate each members performance accurately according 
to available information 

      

2 Document the performance appraisal rating assessments in 
a clear and legible fashion reasonably free from 
grammatical/spelling errors 

      

3 Explain the performance rating assessments / expectations 
to member in a clear concise manner 

      

4 Develop a written performance improvement plan, based on 
the substantiating documents, that serves to enhance 
member performance 

      

5 Process performance reports in accordance with applicable 
human resource policies, procedures and practices. 

      

6 Develop a professional development guide for 
employee's future goals and objectives. 

      

Final Test Result for Entire Task       
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