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Explanation of Employee Appraisal Criteria and Verification Principles

First: Performance
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Criterion Explanation verification
1- Understand work — Knowledge of regulations, procedures, rules | — Views on the development of work.
systems and and methods of work and the extent of | — Proposed business samples to develop
procedures and follow follow-up of its wvariations and its and facilitate business procedures.
up on new comprehension, and its work application. — To devise new ways to simplify
requirements procedures.
— New samples that improve performance.
— New samples that speed up work
completion.
— Preparation of a statement of new work
and its implementation mechanism.
2- Skill in carrying out — Proper implementation of work, as | — Quality and accuracy of work performed
tasks independently, determined by procedures within the | — Work completed as determined
ability to make allocated timeframe. — How long it took to complete
decisions related to - Validity of his or her decisions as per his
work or her duties
3- Ability to identify and — Identify work steps and timetable in a | — Samples of plans

arrange work steps,
organize its schedule,

initiative and
innovation in
performance.

manner that takes into account the priority
of implementation so that the objectives can
be achieved efficiently and effectively.

— Identify work steps and timetable in a
manner that takes into account the priority
of implementation so that the objectives can
be achieved efficiently and effectively.

— Samples of work

— Achievement reports

—  The quality of the work done

— Accuracy in achievement

— Work done as per
procedures.

predetermined
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How long it took to complete

4- Maintain working Optimal investment of working time, Commitment to attend and depart on
hours, adhere to and commitment and discipline of arriving and time.
respect the Leaving on time and to not leave work To adhere to the allotted period of
regulations, without prior permission. working hours and invest it in the
procedures and Knowledge of the regulations and completion of tasks.
policies of the procedures of the association and its general Compliance  with the regulations,
association. policy and compliance with them. procedures and policies of the

association.

Show respect for the regulations,
procedures and general policies of the
association.

Contribution to informing co-workers.
Not criticizing regulations, procedures
and policies outside the official
framework of the association.

5- Overcome work The ability of the employee to properly and Samples of problems encountered by
difficulties, withstand objectively address daily and emergency management, and the means used to
stress in various work problems. address them.
circumstances

6- Knowledge of his job His or her understanding of his job The extent of his or her commitment to

description in detail
and commitment to
their full
implementation

description, knowledge of all his practical
obligations, and his work tasks to the fullest
Finish the work assigned to him/her within
the allocated time.

Familiarity with the basic knowledge in his
field of specialization (work) and other
related disciplines whether theoretical or

carry out his or her work duties.

Achieve career goals excellently.
Knowledge of his or her functional tasks
in detail and commitment to their full
implementation

Completion of work in accordance with
the applicable rules and procedures.
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practical to enable him/her to carry out his or
her work properly.

Volume of systemic and procedural
irregularities.

Treat him positively with new ideas.

His enthusiasm for self-development,
and how much he benefited from
training programs.

Teamwork, the ability
to establish effective
work relationship with
co-workers.

To contribute positively to the discussion of
the topics or works items presented in the
deliberations of the meeting and to guide
them towards the practical goal or task

The presence of positive and effective
relationships with others and the ability to
adapt them towards work.

Flexibility in accepting and performing new
or emergency tasks, his or her ability to
accomplish them, and the possibility of
assigning work and tasks that exceed the
level of his current job in difficulty and
responsibility and require higher abilities
and skills.

Collaborate and interact positively with
others in the team.

The quality of the relationships with
others and their reflection on
performance.

Invest his or her relationships towards
work development and success.

Show flexibility and adaptation in
different working conditions.

His or her ability to complete new or
emergency tasks.

His or her competence in carrying out any
additional tasks assigned to them.
His or her achievements in
specializations.

His or her impact on the overall
achievement of the team.

His or her initiative to fill emergency
work gaps.

His or her support to their colleagues in
their tasks when needed.

their
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Knowledge of the
objectives and tasks of

To have knowledge and understanding of the
general objectives of the association, to be

To clearly understand the general
objectives of the association, and the
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the association,
loyalty to it, and
preservation of its
interests and
properties.

keen on its interests, and to preserve its
property.

consequent sub-objectives and programs
of work of those who supervise or
operate it.

Knowledge of the requirements for
achieving objectives whether they are
systemic, technical or human resource
related.

To work diligently and sincerely to
achieve the interests of the association.
Full real awareness of the preservation of
the property of the association.

9- | Take responsibility, Fully aware of his or her work Excel in taking responsibility in
evaluate ideas and responsibilities, keen to put forward different circumstances.
proposals and report ideas and proposals that serve the Opinions  offered ~ for  the
impending risks. business, and devise new ways to development of work.

simplify procedures, improve Samplesl of  suggestions  and
performance, and speed up the proposals.
. . His or her quest to make other
completion of business. .
people's ideas work.
His or her role in the development of
the ideas presented.
10 | Ability to review, Review final work to ensure that it is Error-free work.

audit, show results,
and prepare necessary
reports.

completed according to the specified
instructions and that it is free of errors.

Completion of work as per the most
up-to-date instructions.
Accomplishment within the allocated
time.

Accuracy of the work done.
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Second: Personal Qualities

1- | The ability to conduct a
dialogue and present
opinions.

Ability to present ideas and
proposals, simplify the process of
delivering them to the recipients in
an orderly and clear manner, and to
deal with the opinions of othersin a
calm and composed manner.

View ideas and proposals and link
them to supporting evidence.

Active participation in seminars,
meetings and work teams.

Choosing the right time to present
ideas.

Respect for the views of others.

Be interested in and benefitting from
the ideas put forward.

2- | Valuing responsibilities

Dealing seriously with his or her
work responsibilities and duties and
enthusiastically perform his or her
assigned tasks and feel the
importance of the work he/she
does.

Enthusiasm and seriousness in
performing the tasks assigned to
him/her and his or her sense of
importance of the work being done.
Maintain the hardware and materials
which is being handles.

Loyalty to the association and serious
striving to uphold its reputation.
Maintain the secrets of the association.

Contribute to the practical successes of
the association.

3- | Well behaved.

Deal wisely with various situations:
(emergency - critical) with
farsightedness.

Observations of conduct in different
situations with superiors, colleagues and
subordinates.

Farsightedness in dealing with various
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situations.
Important positive attitudes he/she
displays.
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Accept directives and
prepare to implement them

Taking the directives of his or her
superiors and be keen to work
according to them and deal with them
positively.

Responding to directives and initiating
implementation.

Samples of what directives were issued
to  him/her and what he/she
implemented.

His way of receiving directions and
paying attention to them.

His ability to express an opinion on
directives that require reconsideration.
The impact of the directives he receives
on his work.

Attention to public
appearance

Attention to dress in terms of form and
hygiene: (personal care) in accordance
with customs and traditions, attention
to the order and cleanliness of the
office, workplace, equipment and
appliances

Commitment to work dress code.

Care for the good appearance.

Hygiene (personal care)

Arrangement and cleanliness of the
workplace (office, warehouse,
department, car, hardware equipment
)

His/her role in highlighting the optimal
image of the workforce in the
association.
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1- | Relationship with superiors The ability to establish positive Having positive relationships that serve work. X il sl Q- | JSa B Janl) ‘:'}-33’“‘
relationships and overcome Mutual respect. :og,)uL,x:d\ Gu“g‘)l\*j‘gﬁ pie - - _Pl.a:gl _
working constraints in the Obeying superiors. Jadd) ?A;:’ ‘éﬂ‘ ‘.\:.-}-llm,\l\ ‘?lﬁ)\a.“ 'U%J - Ql&)l:: Aale) u'h"")m‘ ‘ﬁu}k’:ﬁ‘
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2- | Relationships with Ab|||t.y to este.abllsh. p05|t|.ve HaV|r.1g positive relatllonshlps that serve work. sgaall gﬁ hn sl gl s siq:,:"j
colleagues. working relationships  with Continuous cooperation and mutual respect. Algdal
colleagues, and to benefit Show respect and appreciation to colleagues. il 55l g T iBSle 91_“ ~ | e A i 5 e
from sharing experiences Contribute to solving problems that may arise dranadl g sMard) (pa g Ads ‘53@\3 ekl AB - | Jaal) dal o Llay) sl
between some of them. Al sl aa
The ability to provide advice and guidance on A e Jaladlf - 3
acceptable limits. s5aad) Ly (3a8ali - .
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3- | Relationships with Ability to establish positive Build positive relationships with customers and Coditaal) elugl cllaadla -
customers. working relationships with respect them. o) g glSd gf cBaadla -
clients. Lack of grumbling and complaints between hi and
customers and maintaining a good reputation.
Dealing positively with them.
Achieve customer satisfaction.
Speak highly of the organization with customers.
Observations of direct superiors.
Customer feedback or complaints.




