CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0220


Receptionist / Assistant at the Administration Building
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




_____
Maintain employment application files

_____
Process criminal background checks, driving history, and Indiana Work Permits via the Internet

_____
Maintain substitute teacher and substitute teacher aide applications, process as required by the corporation and distribute lists to schools and sub calling aide
_____
Open and distribute incoming mail.  Process outgoing mail and take to the post office each work day

_____
Process student expulsion forms
_____
Act as Notary Public for school corporation
_____
Prepare Textbook Reimbursement Report and file via the Internet

_____
Process overdue textbook rental accounts, do collection letters and report to attorney if uncollectible
_____
Maintain files for Student Teachers

_____
Record Conference Requests and Student Activity Requests for board agenda
_____
Process and maintain a record of the Use of Facilities request forms for each building.  This includes tracking insurance certificates and keeping a payment record
_____
Assist in preparing and boxing ISTEP materials

_____
Maintain Administrative Guidelines, Bylaws and Policies books 
_____
Process Michiana Behavioral Health Care information, ACP Group Home information, and Foster Care information for computerized billing
_____
Distribute Classified and Certified leave requests
_____
Back-up computer system in the p.m. on a daily basis
_____
Act as 1st back-up for distributing Superintendent’s and Assistant Superintendent’s outgoing mail.

_____
Act as 2nd back-up for completing the back-up on the computer system in the a.m.
_____
Maintain Workman’s Compensation paperwork which includes taking initial injury report, reporting to insurance agency, and complete OSHA’s Form 300
_____
Process Student Accident Reports

_____
Prepare packets for new employees

_____
Process minutes for weekly office meetings

_____
Open and distribute interoffice mail
_____
Prepare coffee daily, monitor/fill supplies in refrigerator as needed

_____
Maintain school closing information for administrators

_____
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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