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Name: Vﬁ Membership no: ‘
1. Competency: 7 . Learning Outcome: 7.1

Evaluate your professional skills and legal knowledge

2. Evidence provided:

My Appraisal Preparation Form setting out my previous and future objectives, and also
4 Levidnece of the recent courses that | have attended.

3. Outline how the evidence demonstrates You meet the outcome
Reflect on performance:

I have enclosed 3 copy of my appraisal preparation form which |
complete prior to My appraisal meetings. The document sets oyt my
Previous objectives and if | have met these. You will see that | have
managed to achieve all of My previous objectives and | was advised
that my appraisal meeting that the company were really pleased with
my work and the contribution that | made within the legal
department and scoring a 4 out of 5 overall. The document also
includes my future objectives, which include various courses that |
wish to attend to gain further knowledge in certain fields.

Identify strengths and weaknesses:

basic principals, | was aware that I needed to obtain further expertise
in this field. | am therefore attending an Intellectual Property Course
in London in October 2013 and attach the evidence for the same,
along with various other-courses | have attended this year to expand
my knowledge.

Identify objectives:

team in the tribunal/litigation process.

Plan for improvement:

Training courses attended or booked.




4. Reflection and evaluation

portant to keep my knowledge and skills under review at all times,
to ensure that | am providing up to date advice.

s Date: |G /0A (2013

Date:  |§ 07/2-*0 (L
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Appraisee Preparation': Form

Intro ductory note

Employee Name: “ Location: Central Support

Manager Name: Date of Review: Feb 2013

Business: “Legal Depariment
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2(a) — Review of objectives
Think about the objectives set in your Jast re View:
°  How diq Yyou do?
°  What went weyo
o What woulq You have done differently?
° Are there any areas you fee/ You need help with (i.e. training elc)?

Objective
Undertake the relevant perjog

of training to become a fully
qualified Lega| Executive

Taking on more légal work Dealing with aj legal work —

from the administrative role.

moved away

Reviewing contracts Drafting and reviewing contracts — I am
getting much more confident at taking on
contract queries that come into Lega]
| have taken on various different types of
queries that are not familiar to me, and
ensure that | undertake the relevant
research to provide an answer.
| feel that | am good at prioritising my work
and work wel| under pressure,

Pick up a vari
from Legal@

ety of queries

Manage workload efficiently

Under a Presentation to the
Legal Team

Presented Employment Tribunals to the
team and this went very well ang gave me
further confidence,

| feel that I have performed very well against My previous objectives above,

lam very happy with the OPportunities that are being given to me, | am now working solely on
legal work, taking queries from the legal@ emai address and becoming much more confident
dealing with Matters outside of my comfort zone,

I would like to deal with more legal queries and ideally have Someone assist me on the tribuna|
work as lots of the preparation is admin and could be taken on by someone else so that | may
assist further with the legal@ queries, J.s very helpful with the Preparation of bundjes etc
but myself ang M are both of the opinion that a litigation assistant may also be needed
because of the WM ‘

I have found both Aq-.d T be very helpful and approachable when | have asked for
clarification on any maitters whic ave not come across before, in particular spends a

considerable amount of her t i ICS In detail an signing off some of my
work.




2(b) - Review of Training & Development

° What training anq development have yoy Undertaken since your last
review?

2 . ‘ ing
contracts now,
I have got variogs courses already booked ug for this year.

° Looking at the Competencies jn your Jop Descnpz‘ion, or Job Family (if

your role?
* Ifso, what evidence do You have for this?
If not, what training or de velopment wjyf help you?

Looking at queries
logically ang thinking of
the different solutions
to rectify the problem,

Desk tidy(clear desk
policy) and deg| with
queries in order of urgency

Prioritisation &
Organisation

| feel that | prioritise m
work and work well
under pressyre, I also
Produced a ‘clear desk’
policy for the legal
team and have been
very strict in
implementing the
terms.

Sufficient
Communication

I'have got yseq to
calling rather than
email and this has
boosted my

confidence,

Telephone/emails
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Think aboyt What objectiyes You might wish to Undertake over the coming reviey,
period, for example;

(-]

-]

° Are ther
[ ]

Take on more legal@ work

Broaden my knowledge jn the
Legal@ queries that come in

Train J&®more to assist with
the Tribunal/Litigation work,

Pick up alf types of queries
and research to get the resyt,

Take on a new challenge that |

This wil] need to pe
haven't encountered before

determinegd throughout the
ear.

Booked various courses for
the duration of this year,

Attend more courses to

become more knowledgeab!e

in fields such as intellectya|
rly.

° Thinking about the Issues youye highlighted in Previouys Sections, what
lraining or development needs wijl help you achieve higher levels of
performance or Competency ? : C

°  What will pe the best wa Y of achie ving this de velopment — course, some
coaching, using Broker Assess elc?

Traininngevelopment Delivery Method

Target Date
need
) Regular in-hous Ongoing

e training by
department .
Intellectual Property Goures _
Litigation Course External Seminar
Employment Issues Course External Seminar

Secton 3 Acitional Trougiys |







Invoice Number:

Invoice Date: 11/03/2013
Due By: 10/04/2013
£ Purchase Order Ref:
L
INVOICE
** With a SmartPlan you would have saved an additional 16% on this booking **
Item . Net Cost| VAT Rate VAT Total
Intellectual Property for Commercial Lawyers £115.00] 20.00%| £23.00 £138.00
Season 'ﬁckét Discoun 15.00
Total £138.00
We accept payments by Cheque, BACS and Credit Card Payments £138.00
Please make cheques payable to MBL Seminars Limited
Please telephone 0161-793-0984 to pay by credit card Amount Due £0.00

Our BACS details are:

Bank:
Account Number:
Sort Code:

Reference:

VAT Reg: 816 0938 26

MBL (SEMINARS) LTD
The Mill House, 6 Worsley Road, Worsley, Manchester M28 2NL (Registered Office)
T: 0161 793 0984 F: 0161 728 8139

W: www.mblseminars.co.uk E: information@mblseminars.co.uk
Company Registration,No. 4746709




