ﬁﬁ CCB Communications LLC.

‘j I'he Art of Executive Cormimunication

Coach Cathy Newsletter

October 10, 2024
The Dreaded Self-Review

by Cathy C. Bonczek

It’s year-end review season, oh, joy! Time to write your self-review.

C

It is very hard to brag, especially to your manager. ‘They were THERE,” you
say to yourself. ‘They know what | did. What if | say I'm terrific and they don’t
think so? How embarrassing.’

They might have been there, but you are giving them a lot of responsibility
and/or credit if you think they remember all your best plays. If you don’t take
credit for the work you’ve done well, why would you expect someone else to
give it to you?

Here are just a few ways to make writing your self-review less painful
and your review discussions productive:

1. Keep a ME folder that you fill out every week. At the end of the week, reflect on your activities and successes, large
and small. Date them and add them to your file. In 12 months time, you will forget much of what you’ve done on a daily
basis — so why would you expect your boss to commit it all to memory? Examples: Testimonials from clients.
Feedback you enacted on. Deals you sourced. Colleagues you helped.

2. Be bold. Call it as you see it, and don’t soften the message with words like “I think...” Make your positive statements
declarative. “l played a crucial role in the success of this deal...”. If your boss disputes the level of contribution, that's

a very important discussion to be having anyway.

3. Own everything. It's important not to get defensive when discussing areas for improvement. Remember it’'s your
manager’s job to find some area to develop you in. It's your job to ask for clarity on how the development areas cited
map to your future advancement. Taking feedback is an important skill. Being perfect is an unattainable goal.

Here, it's important that you give a lot of thought to what you want to grow and augment in your abilities before you go
to your review discussion. Giving your manager some ideas could be a win-win situation — you get the support you
need and the manager gets direction in what to advise for your development opportunities.

4. Be your own best friend. If you find it hard to describe yourself in glowing terms, pretend you’re speaking about a
dear friend. It's so much easier to praise someone else. This is a reminder not to throw yourself on a sword in an
attempt to be humble — that’s not necessary, either. Just be measured: list your strengths in the same way you list
your growth opportunities.

5. Be courteous. Listen attentively to what your manager tells you. Probe for clarity. Acknowledge the positive
comments — don'’t just brush those off!l Keep your manager informed about what you may need, “May | take a pause
here to reflect on what you just said?” Thank them for their time and for the discussion.

6. Consider that it’s hard on both sides. It may help to remember that managers find writing and giving reviews hard,
too. Many people really don't like to sit in judgement of others and that’s what reviews feel like.

7. Reframe. Remember that this review is a moment in time, not a life sentence.
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