MANNER (Outward qualities) This category needs no explanation.  It is self-explanatory.

This section calls for a word picture of the rated officer.  The reporting officer should exercise particular care that his word picture, given in this brief estimate, is not inconsistent with other entries in the report.  At the same time, equal care should be exercised not to duplicate under this heading what has already been rated in other parts of the report, particularly in paragraph 15.  For instance, LEADERSHIP is rated elsewhere.  It is not necessary to mention it here, unless the quality of leadership – good or bad – is so extraordinary that it needs some explanatory remark.  The same applies to other qualities being rated.  On the whole, such explanatory remarks will be uncommon since the report in itself, when properly made out, is complete – even exhaustive.

In order to assist the rating officer to picture an officer or staff NCO exactly as he sees him in his mind, the following tabulations with lists of words are furnished.  The list is not to be regarded as mandatory, nor does it contain by any means complete lists of words that might be used.  It is only suggestive in nature.  A perusal of the lists will be helpful in selection – or suggesting – the word or words that will express the exact shade of meaning desired.  Sometimes it will be advisable to check the precise meaning of the word in a dictionary.  The rating officer should not only use the exact word, but he should know precisely what meaning it conveys to others.  There should be no question of misrepresenting or misunderstanding what is meant.

The following paragraphs represent an effort of afford help in outlining a personality by classifying certain traits under such headings as MANNER, PRESENCE, CHARACTER and the like.  It is not to be understood that this is a scientific “breakdown” of a personality into its constituent parts.  It is merely and attempt to simplify the task of the rating officer by offering him a list of descriptive words and by drawing his attention the personality qualities often overlooked, and to do all this in simple non-technical terms.

	Commanding

Engaging

Alert

Suave

Gracious

Frank

Easy

Warm

Talkative

Calm

Deliberate

Taciturn

Austere

Cold

Curt

Disdainful 
	Dynamic

Amiable

Affable

Polished

Genial

Likeable

Considerate

Boisterous

Animated

Tranquil

Unassuming

Retiring

Unresponsive

Frigid

Brusque

Inconsiderate 
	Magnetic

Well-mannered

Diplomatic

Bland

Kindly

Pleasant

Convincing

Loquacious

Sedate

Composed

Earnest

Restrained

Shy

Affected

Crude

Offensive 
	Obsequious

Courteous

Bright

Urbane

Benign

Receptive

Pleasing

Conciliatory

Verbose

Serene

Mild

Reserved

Unobtrusive

Aloof

Blunt

Obtrusive 


