
------------------------------------------------------------------------------------------------------------------------------ 
CHRO TRAINING ANNOUNCEMENT:  PERFECTING YOUR PERFORMANCE REVIEW   
------------------------------------------------------------------------------------------------------------------------------ 
DATE:    20 April 2021 
TIME:     09:00 – 16:00  
This training will be done virtually via Microsoft Teams  
 
COURSE DESCRIPTION: 
As a manager, the task of conducting performance reviews tends to be rather cumbersome. You are responsible for 
delivering annual evaluations for all your employees, consuming the weeks before these reviews with research & 
analysis on every individual within your organization. 
While this process is essential for determining how well an employee performed throughout the year, and an 
opportunity to provide feedback and determine future goals, this annual expectation is also one of the most dreaded & 
daunting administrative processes that HR manages. 
For most employees, this is an opportunity to prove your worth to your boss and get a leg up in your career, but with 
these reviews come the added stress of acknowledging weaknesses and setting productive goals for the upcoming year. 
 
OUTCOME: 

- Benefits of focusing on performance planning rather than the annual performance review 
- Clearly define employee job duties and your expectations 
- Benefits of focusing on performance planning rather than the annual performance review  
- Clearly define employee job duties and your expectations  
- Stress management techniques  

 
ELIGIBILITY: 
This class is open to all USMC U.S. Appropriated Fund (APF) employees and MLC/IHA employees serviced by CHRO 
Okinawa; priority for this training is as follows: 
Priority 1:  USMC APF (GS/WG/WS) Supervisors and Managers 
Priority 2:  USMC All APF employees 
Priority 3:  USMC MLC/IHA Supervisory employees (required to have LPL-3 or above) 
 
HOW TO APPLY:  
After supervisor’s approval, submit nominations to Workforce Development Unit, Civilian Human Resources Office via e-
mail to MCBBUTLERCHROTraining@usmc.mil Deadline for submission is 15 April 2021.  
 
Nomination submissions must include the following information: 
1)            Name 
2)            Grade 
3)            Position Title 
4)            Organization 
5)            Duty Phone 
6)            Supervisor's Name and supervisor’s e-mail address  
7)            Priority based on eligibility (indicate (1), (2) or (3)) 
 
Point of contact for this course is the Workforce Development Unit, CHRO - e-mail:  
MCBBUTLERCHROTraining@usmc.mil;  phone:  645-7689 
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