CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0210


Administrative Assistant
NAME  



BUILDING  

ANNIVERSARY DATE  

TYPE OF EVALUATION


                     PROBATIONAL      FORMCHECKBOX 
               ADDITIONAL      FORMCHECKBOX 
               ANNUAL      FORMCHECKBOX 

PERFORMANCE LEVEL INDICATION KEY





SCALE
THE EMPLOYEE’S PERFORMANCE HAS: 


+
Exceeded or met the expectations for this position.


O
Employee’s performance does not meet expectations for this position.

For those areas rated “0”, the employee shall develop a plan to bring performance to an acceptable level.  The supervisor is available for assistance in the development of the plan.

ESSENTIAL SKILLS




_______
Act as Office Manager in charge of office operations

Monitor work load of other office personnel and approve work schedules

_______
Compose Board Agenda and Board Notes.  Attend Board Meetings, write and prepare minutes
_______
Coordinate the purchase of copiers and other office equipment that involves numerous schools
_______
Maintain complete and accurate records, other than financial, for the corporation
_______
Act as Notary Public for the School Corporation
_______
File all reports, other than financial, in a timely and efficient manner
_______
Be responsible for maintaining complete and accurate records on all school personnel


(i.e.  proper certification, up-to-date transcripts, etc.)

_______
Compute and process all contracts, revisions of contracts, and addendum
_______
Interview and test new central office employees.  Periodically meet with all corporation secretarial staff to keep them updated.  Visit school secretaries occasionally to make sure the offices are running properly and answer questions
_______
Serve as Chairperson of A.D.A. Committee for the corporation
_______
Supervise Fixed Assets Records

_______
Serve as 1st back-up for processing outgoing mail
_______
Serve as 2nd back-up for processing incoming mail
_______
Prepare payroll for Administration office, Adult Education and Maintenance
_______
Act as back-up in maintaining Administrative Guidelines, Bylaws and Policy books
_______
Act as 3rd back-up for answering phone
_______
Prepare and score benchmark tests, create reports, distribute to schools/teachers

_______
Maintain Corporation Handbook and distribute electronically

_______
Maintain Staff Directory and distribute electronically

_______
Maintain Curriculum for schools/teachers as requested by Assistant Superintendent
_______
Maintain Job Description/Evaluation Form Book, Corporation Form Book, and Spanish Form Book 

_______
Prepare classified salary schedule and master contract

_______
Maintain continuing education files and records

_______
Maintain a positive relationship with other staff, parents, and students
SUMMARY RATINGS






Accuracy and neatness of work



Amount and performances of work



Attendance and punctuality



Initiative, responsibility



Use of time



Cooperation



Personal relationship



Acceptance of criticism

SUMMARY COMMENTS



Employee Signature

Evaluator Signature

_______________

Date

The signature of the employee does not mean the employee agrees with the evaluation; rather the employee has read the evaluation.
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