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While English speaking is becoming mandatory in your everyday life, it becomes all the more important 
when working in an office. Your every interaction with your colleagues, such as, writing emails, official 
paperwork, etc., all has to be done in English.

There are numerous situations in your work life that may require you to use yourspoken English for 
interaction. The way you speak with your friends and your English speaking in an office set up is different. 
With friends, the mood of your talks is more informal and friendly, while when in an office, you need to be 
careful of the words you use and how you frame your sentences. When speaking English with your 
colleagues, you have to watch your manners and make sure that you keep it strictly professional.

In our recent blogs, we had given you an example of how you can discuss your performance appraisal with 
your manager. Let’s do a role reversal in this blog. You are the manager and are giving a performance 
appraisal to one of your team members.

Giving A Performance Appraisal Feedback

You have called a member of your team, Sonia, to give her a performance appraisal feedback. Here is how 
the conversation can go:
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Sonia: May I come in, sir?

You: Yes, of course, Sonia. Take a seat.

Sonia: Thank you. Why did you want to see me?

You: I wish to discuss your performance appraisal with you. I have your performance appraisal form. Let’s 
see. I must say, your form is interesting. Undoubtedly, you have worked well in the past year and your 
achievements have not gone unnoticed by the company. 

Sonia: Thank you, sir. It is my constant effort to give my best to my work.

You: In your form, under past achievements, you have mentioned bagging the order from Yuvi dairy Don’t 
you feel the order from Keshav Textiles was a bigger achievement for you?

Sonia: Indeed, in terms of profit returns, the order from Keshav textiles is more important. However, Yuvi 
dairy has branches all over the country, and if we are able to satisfy them with this one, even if a small order, 
I am sure we will receive all their future orders. In the long run, Yuvi dairy will give us more profit than 
Keshav textiles.

You: Impressive. I like your keen business acumen and vision. No wonder, you are my star employee. I will 
go through the rest of your form and take an appropriate decision. Thanks for your time.

Sonia: Thank you, sir.

What did you learn from the above conversation? Pay attention to the kind of words used and how the 
sentences are framed. Good spoken English is all about how you conduct yourself in any given situation.
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eAgeTutor.com is the premier online tutoring provider. eAge's world-class faculty and ace communication 
experts from around the globe help you to improve English in an all-round manner. Assignments and tasks 
based on a well-researched content developed by subject matter and industry experts can certainly fetch the 
most desired results for improving spoken English skills. Overcoming limitations is just a click of mouse 
away in this age of effective and advance communication technology. For further information on online 
English speaking course or to experience the wonders of virtual classroom fix a demonstration session with 
our tutor. Please visit www.eagetutor.com.

http://www.eagetutor.com/
http://www.eagetutor.com/online-spoken-english.htm
http://www.eagetutor.com/how-to-improve-english.htm
http://www.eagetutor.com/
http://www.eagetutor.com/


- By Chander Madan

Related topics:

1. How to create a promotion letter in a professional format setting?
2. How to write a relieving letter?
3. How to Write a Formal Email Regarding a Leave/ Off?
4. How to follow up after interview candidates?
5.How to solve an employee query in HR department?

Category:Spoken English /Business English
Joomla SEF URLs by Artio

english/1-spoken-english/750-how-to-create-a-promotion-letter-in-a-professional-format-setting.html
spoken-english/how-to-write-a-relieving-letter
english/1-spoken-english/613-how-to-write-a-formal-email-regarding-a-leave-off.html
spoken-english/how-to-follow-up-after-interview-candidates
spoken-english/how-to-solve-an-employee-query-in-hr-department
https://english.eagetutor.com/spoken-spoken-english
https://english.eagetutor.com/business-english
http://www.artio.net

