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Name:  _______________________________  Manager: _________________________________ Date: _________
	Success Factor
Average

	Level 1
Minimal
	Level 2
Adequate
	Level 3
Strong
	Level 4
Excellent
	Rank

	Meets Title Search and Exam Production Goals
	Produces fewer than 50% of expected monthly title commitments. Seldom meets time commitments. Always behind in production.
	Produces 50-74% of expected monthly title commitments. Takes too long on each commitment. Sometimes misses deadlines.  
	Produces 75-100% of expected monthly title commitments with few errors and on time.
	Exceeds monthly production targets consistently, producing 100%+ with high accuracy and efficiency. Always a top producer.
	

	Uses Title Knowledge to Conduct a Complete and Accurate Exam
	Title knowledge is basic and rudimentary. Frequently misses key title defects, issues incorrect title reports, poor risk assessment. High claim risk.
	Basic knowledge is good for simple title search. Has errors in more complex searches. struggles with risk assessment. Potential claims.
	Thorough title searches, timely reporting, identifies and mitigates most risks independently. Strong understanding of title laws and compliance, handles complex cases effectively.
	Consistently flawless title examinations, proactive in risk mitigation, sets a standard for accuracy. Expert in title laws, proactively educates others, ensures company compliance excellence.
	

	Geographic Breath & Knowledge
	Limited ability to abstract meets and bounds, only comfortable with lot and block or unit searches. Knowledge is limited to records and systems of one or few counties. Mostly works from starters, base files or exacts. Comfortable producing refinance or builder developer/subdivider commitments. 
	Understand meets and bounds legal descriptions, recognizes patents when found in clerk and recorder search. Can search back to a plat and perform a complete search without a starter. Has limited ability to abstract minerals but recognizes reservations in deeds within the chain.
	Capable of examining in multiple counties. Locates patents even when not recorded in clerk and recorder records. Identifies boundary discrepancies and excepts them from legal descriptions, creates base files, can recite a legal description from a plat, but knows when to defer to a surveyor. Identifies both benefitting and burdening easements. Confidently conducts mineral research.
	Comfortable in performing searches in multiple States. Understands law that applies to title matters in various States. Comprehensive understanding of legal descriptions, minerals and water abstracting in a variety of record systems. Knowledge of vesting implications under various States’ statutes.
	

	Creates a Quality 
Commitment
	Commitments can be sloppy and missing data. Disorganized and hard to read.
	Commitments are of average quality – nothing special. The job gets done, but the customer experience is average.
	Commitments are well organized and easy to read and understand. Communicates complicated issues well. Uses a stop-light commitment to communicate issues clearly.
	Takes great pride in the quality of the commitment. Documents are pristine, accurate, and readable and important information is easy to find and understand.
	

	Risk Analysis & Decision Making
	Fails to identify critical risks and frequently escalates routine issues. or fails to escalate major risks.
	Identify risks inconsistently, requires oversight. Inconsistent in knowing when to escalate risk issues to the president or underwriter. Lacks confidence in decision making.
	Assesses and resolves risks effectively, escalates complex issues appropriately. Trusted to make sound judgment calls, escalating only when necessary. Works well with underwriters. 
	Expert risk evaluator, confidently handles most decisions, advises others on best practices. Consistently makes the right call, presents risk assessments with recommendations.
	

	Communication & Collaboration
	Fails to clearly explain title issues causing confusion for escrow officers and customers. Not trusted by the team. Decisions frequently questioned.
	Occasionally unclear or lacks confidence in explaining title issues. Not willing or able to explain issues to team or customers. Lacks credibility.
	Communicates clearly, ensuring escrow officers and customers understand title matters. Highly credible with team members – Trusted. Accessible.
	Highly respected advisors to escrow and clients, simplifies complex issues with confidence. Can communicate well with all parties.  
	

	Technically Capable - Learns Quickly


	Struggles with the TPS system and other technology required in their job. Requires support and coaching. Has a hard time retaining new information
	Learns new technology when pressured. No evidence of initiative to learn new processes or improving tech capabilities. Does not embrace new technology easily.
	Learns the TPS and other technology quickly and well. Technically capable. Curious to improve how they can do more. Embraces new technology easily. 
	Quick study. First to master new products and procedures. Leader in technical knowledge and skills. Shares tech & teaches others. Expert! Go to person for tech issues.
	

	Focus/Task 
Oriented
	Easily Distracted, does not stay on task and requires redirection.
	Able to stay focused on the task at hand, but not able to allow shifting attention to address questions from an escrow officer, team member or broker and return to their own research without losing focus on the task.

	Multi Tasks well, is able to field a question from an escrow officer, team member or broker and return to their own research without losing focus on the task.

	Excellent time management skills and able to address questions or receive feedback from underwriters on multiple files and return to the task at hand without missing a beat. Takes note of where they have left off, so they can start back up without delay or overlooking important research. Sets a great example.
	

	Problem Solving



	Struggles to solve problems related to job responsibilities.
	Understands many issues and challenges, develops okay solutions. Needs support. Acts before understanding. Needs structure and direction to succeed.
	Develops good solutions and workarounds. Logical approach. Involves others. Prioritizes well and considers all issues.
	Seeks out best solutions. Understands issues clearly, develops innovative solutions, & new insights. Sees cause & effect. 
	

	Culture &
Environment



	Causes conflict, ultra-independent, or not open to coaching or feedback. Blames others. No evidence of going the extra mile.
	Okay match on culture and environment, but not perfect fit. Needs improvement Collaborative, customer-focused, and results-driven environment is challenging.
	A positive attitude. Consistently demonstrates ownership and desire to learn. Naturally helpful and collaborative. Seeks and accepts input. Embraces challenges. 
	Perfect fit. Thrives in the customer-focused, collaborative, results-driven environment and culture. Coaches others. Sets an ideal example.
	

	
	
	
	
	
	




	Appraisal Summary and Justification (Summary of your accomplishments and contributions)

	





	Career Goals, Hopes and Aspirations Discussion:






	Development Goals/MBOs for Next Year (SMART)
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