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JOB OBSERVATION SHEET

Job: _____________________________________________

Competency Required What would someone say or do to
demonstrate this competency?

Example: Accurate spelling and grammar on reports.
Writing Skills Reports are clear and understandable.
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WHAT SHOULD I SAY?

Describe a situation with an employee that needs positive or negative feedback. Provide as much
information as needed to give useful feedback: related information about the employee and the
specific behaviors you have observed.

Situation:

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Give this situation worksheet to your partner. Ask your partner to provide you with a suggested
response for your employee.

Suggested Response:

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Notes and Feedback Response:

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________


