CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0215


Business Manager / Board Treasurer
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




_______ Serve as Financial Secretary and Corporation Treasurer (bonded for receiving funds regarding Central extra-curricular accounts and corporation budget accounts.)

_______ Invest funds according to statutes and what is in the best interest of the School Corporation

_______ Manage all receipts and expenditures as prescribed by law and Indiana State Board of Accounts
_______ Become acquainted with computer enhancements and implement them in accounting system.  Work with technology coordinator to develop specifications for computer hardware and software
_______ File all financial reports in a timely and efficient manner
_______ Assist Superintendent in preparing the annual corporation budget.  Assist Superintendent in teacher negotiations and classified salary schedules
_______ Provide fiscal reports to the Board and Superintendent as requested
_______ Research financial data as requested by Superintendent
_______ Serve as representative to the Corporation Insurance Committee
_______ Maintain financial files on building programs
_______ Make deposits on a daily basis and reconcile bank statement for each month
_______ Interview and test new central office employees and help with selection of new secretaries in other buildings.  Periodically meet with all corporation secretarial staff to keep them updated on financial matters.  Visit school secretaries occasionally to answer questions.

_______ Meet with all new employees regarding their benefits
_______ Process school billings

_______ Back-up computer system on a daily basis when payroll secretary is absent
_______ Maintain a current calendar of report and office procedure deadlines
       _______
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.

Business Manager / Board Treasurer
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(Bonded Position – Confidential Employee)

