YAMATAKE EUROPE N.V.

HOW TO WRITE 

OBJECTIVE　FORM

1)  Year

· The current fiscal year

2)  Main objectives / duties

· Please write your expected goals during the fiscal year.

· It is recommended that descriptions should include the final goals in quantitative manner, if possible, so that you can evaluate yourself at the end of the fiscal year.
· For sales departments, targets will be easier to write because you have quantitative objectives of sales and billing. In addition to sales figures, it is recommended that you write how to improve your sales activities including sales calls, response times to your customers’ questions or requests, etc.
· For staff departments, it might be a bit difficult to write your objectives in quantitative manner, but each job responsibility must have targets to be finished in a new fiscal year.  It is recommended that you write your objectives again in quantitative manner considering the final and ideal position of your department at the end of the fiscal year.
· Writing your objectives sometimes requires recognition of issues involved in the total flow or process of your job handling method. Reviewing your job effectiveness will be required throughout your daily operation.
3)  Difficulty

· Each objective should be marked either one of ◎、○ or △ considering your current capabilities and position. Difficult objectives for lower position will be easier for higher position.

4)  Percentage (%)

· This is the expected time allocation to each objective.

5) Achievement

· At the end of the fiscal year, you should evaluate yourself how much you have achieved your goals which were written by you six month ago and please check if those objectives are going on time or not. If not, please consider the reason and take necessary actions to avoid further delays (in the mid term check)

· Please make a copy of your objective sheet and write your own evaluation in this column and meet with your superior for the job evaluation interview.

· You are also required to put a circle on one of five figures. 
· 5 means perfectly finished more than expected without any delay and any mishandling, 4 means finished as expected, 3 means almost finished, 2 means partly finished and 1 means not achieved. (For details, please refer to YEU HR-005, “Manual for Performance Appraisal”
5)  Cause analysis

· This column will be used for your cause analysis. You should write here why you could achieve your objectives, or why they cannot be achieved as expected.

· You can also write here your willingness and ideas to improve your objectives in the future.
6)  Goals for developing abilities

· The company expects each employee grow in his/her job performance capabilities and hope employees learn necessary knowledge or capabilities that will be required to perform their jobs.

· Please describe what kind of areas you would like to expand or enhance to improve your quality of work, and please write how such abilities can be improved in the “Content, Procedure/Process, Objective” column.
7)  Self-assessment 

· After the end of the fiscal year, you are required to evaluate yourself how you have achieved your goals of improving your capabilities.
· Please mark one of +, 0 or – for each item.
8)  Training required

· Please describe what kind of training you would like to have from the company.

9)  Requests and comments to supervisors

· Please use this column if you have any requests or comments in your current job responsibilities, job areas or any other things related to your jobs.

· If you are a manager, group leader or team leader, the word “Requests/comments to supervisor” should read “ to your manager/managing director”

