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A comprehensive yet accessible handbook for writing and conducting
meaningful, effective performance reviews, geared toward managers of all
levels, from the author of How to Write It.

Performance reviews are one of the best tools managers have to shape company
talent and culture, develop strong channels of communication with employees,
and create systemic change. In this pithy, user-friendly handbook, author and
writing teacher Sandra E. Lamb lays out the best methods and proven tactics to
administer productive evaluations that benefit both parties— and the company.
Lamb teaches managers how to design scoring systems for employees, prepare
for and conduct in-person and written reviews, and use the right key words.
Covering both hard and soft skills, this indispensible reference includes lists of
powerful words and phrases that clearly describe positive and negative
performance. Featuring sections targeted to specific industries and jobs, this
guide empowers managers at all levelsto master the art of performance reviews
that achieve results.
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strong channels of communication with employees, and create systemic change. In this pithy, user-friendly
handbook, author and writing teacher Sandra E. Lamb lays out the best methods and proven tactics to
administer productive evaluations that benefit both parties— and the company. Lamb teaches managers how
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Editorial Review

Review

"Sandra Lamb has come up with a fantastic framework for organizing performance reviews and suggestions
for how to best give finely-tuned feedback with eloguent words. Thisisamarvelously clever and much-
needed book. Words don't aways come easy these days, and wordsmiths are a dying breed. Sandra is one of
the very best. | highly recommend this book to you."

-RICHARD N. BOLLES, author of What Color Is Your Parachute?

“If amanager desired a‘how-to’ book that made performance reviews quick, easy and immediately useful,
thisisthe book. | am recommending this book to every company | consult to. Why? Because it definitely is
the best performance review book ever written.”

-MICHAEL MERCER, Ph.D., author of Hire the Best & Avoid the Rest

About the Author

SANDRA E. LAMB began her career in the field of technical writing, then moved on to a progression of
organizational management and CEO positions. Along the way she developed and administered performance
review and employee bonus programs that helped both her organization and her empl oyees succeed.

Lamb has researched and written texts in business organization and management, and brings to 3000 Power
Words and Phrases for Effective Performance Reviews the kind of lightening accuracy and expert feel for the
most effective words and phrases she demonstrated in her award-winning book, How to Write It, now in its
third edition. Sheis also the author of Personal Notes and Write the Right Words.

For more information, or if you are interested in having her as a speaker, spokesperson, or consultant, visit
Sandral.amb.com.

Excerpt. © Reprinted by permission. All rights reserved.

Introduction:
The Value of Power Words

Amy (let’s call her) has an office next to the corner office, which is occupied by her boss, whom we'll call
Ted. Both Ted and Amy have been in these offices for three years. The two share acommon wall; and they
frequently overhear telephone conversations the other is having while negotiating with a client or coworker.

Ted and Amy go to all the same product release and sales meetings. They see each other in the elevator and
break room; and sometimes they casually chat about upcoming holidays, how Ted’s children are doing in
school, or the general state of the national and international economies.

Ted likes Amy and feels that she' s doing a good job as district sales manager. The strange thing here is that
Ted has, for the entire three years he' s been Amy’ s boss, communicated with her for work assignments,
updates, progress reports, general information, and even for her performance reviews, entirely by email. He
has not conducted a single face-to-face encounter to discuss how sheis performing in her role as district
sales manager. In short, Ted is clueless about his role as supervisor.



Clearly, Ted either feds entirely unqualified to conduct a face-to-face meeting, or he suffers from afear of
confrontation—or both. He seemsto fed that doing an in-person performance review, or directly discussing
other situations with Amy, offers the possibility that an unpleasant confrontation could occur. She could
disagree with his assessment. She could challenge him. So Ted avoids such encounters.

While Ted is meeting his own personal goal of avoiding a possible confrontation, he is not meeting his
responsibility as a supervisor/manager. Privately, he admits that he was unprepared for thisrole, and it’s one
he's not comfortable in. Avoiding a face-to-face meeting with Amy is hisway of trying to dodge this part of
his job.

But heis doing Amy, and their company, a severe disservice.

Theresult of Ted' sfailure to have aface-to-face review is that Amy doesn’t feel she has any real connection
to Ted, nor does she feel a sense that they are teammates working together to achieve common corporate
goals. In fact, the absence of thisvital part of the review process has meant that Amy hasn’'t gotten the
feedback she needs to perform at her full potential, nor has she gotten vital input that would help her set her
future career goals. She doesn’t know how she’s performing in her sales manager role within the
organization as awhole.

Hopefully, Ted will buy acopy of this book. And when he follows the smple stepsin these pages, he will be
able to easily overcome his fear of conducting meetings with Amy. This book will give him the tools—the
exact power words—to do his job of manager efficiently and expertly.

It will help Amy, too. Following the simple stepsin this book will mean that Ted, Amy, and their
organization will al perform at a much higher level.

Users Review
From reader reviews:
Logan Merritt:

Here thing why this 3000 Power Words and Phrases for Effective Performance Reviews. Ready-to-Use
Language for Successful Employee Evaluations are different and trusted to be yours. First of al looking at a
book is good but it really depends in the content than it which is the content is as delicious as food or not.
3000 Power Words and Phrases for Effective Performance Reviews. Ready-to-Use Language for Successful
Employee Evaluations giving you information deeper and different ways, you can find any guide out there
but there is no reserve that similar with 3000 Power Words and Phrases for Effective Performance Reviews:
Ready-to-Use Language for Successful Employee Evaluations. It gives you thrill reading journey, its open
up your own eyes about the thing that will happened in the world which is possibly can be happened around
you. You can easily bring everywhere like in park your car, café, or even in your way home by train. In case
you are having difficultiesin bringing the imprinted book maybe the form of 3000 Power Words and Phrases
for Effective Performance Reviews. Ready-to-Use Language for Successful Employee Evaluationsin e-book
can be your choice.

Kenneth Harrell:

The feeling that you get from 3000 Power Words and Phrases for Effective Performance Reviews. Ready-to-



Use Language for Successful Employee Evaluationsis a more deep you digging the information that hide
inside the words the more you get considering reading it. It does not mean that this book is hard to know but
3000 Power Words and Phrases for Effective Performance Reviews: Ready-to-Use Language for Successful
Employee Evaluations giving you buzz feeling of reading. The writer conveystheir point in certain way that
can be understood by means of anyone who read the idea because the author of this e-book is well-known
enough. This specific book also makes your own personal vocabulary increase well. Making it easy to
understand then can go together with you, both in printed or e-book style are available. We suggest you for
having this 3000 Power Words and Phrases for Effective Performance Reviews. Ready-to-Use Language for
Successful Employee Evaluations instantly.

Renee Wood:

Isit anyone who having spare time after that spend it whole day by means of watching television programs
or just resting on the bed? Do you need something new? This 3000 Power Words and Phrases for Effective
Performance Reviews. Ready-to-Use Language for Successful Employee Evaluations can be the reply, oh
how comes? It's a book you know. Y ou are therefore out of date, spending your extratime by reading in this
fresh erais common not a geek activity. So what these publications have than the others?

Barbara Watson:

Aswe know that book is very important thing to add our knowledge for everything. By a book we can know
everything we want. A book isalist of written, printed, illustrated as well as blank sheet. Every year was
exactly added. This guide 3000 Power Words and Phrases for Effective Performance Reviews. Ready-to-Use
Language for Successful Employee Evaluations was filled regarding science. Spend your extratime to add
your knowledge about your science competence. Some people has various feel when they reading any book.
If you know how big benefit from a book, you can really feel enjoy to read areserve. In the modern eralike
currently, many ways to get book that you wanted.
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