PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0225


Accounts Payable Assistant / Deputy 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




_____
Process the payment of all invoices in a timely manner.

_____
Prepare invoices for bus trips for Transportation Department.

_____
Oversee all shipments received in the central office.
_____
Assign Work Order numbers and distribute work orders.

_____
Prepare Maintenance and Transportation Department payroll.

_____
Order and distribute textbooks and maintain inventory.

_____
Act as 1st backup for front desk help along with Payroll Assistant. 

_____
Act as 1st phone back-up in the a.m. along with Payroll Assistant.
_____
Act as 1st back-up for processing incoming mail.

_____
Act as 1st back-up for processing outgoing mail.

_____
Act as 1st back-up for performing the tape backup in the a.m.

_____
Act as 2nd back-up for performing the tape backup in the p.m.

_____
Act as 3rd back-up for processing inter-office mail.

_____
Process copier paper orders for corporation and Administration office.  Maintain records.  Obtain quotes and order supplies needed to maintain inventory.  Order office supplies for Administration Office.

_____
Schedule conference room, prepare coffee and monitor refreshment supplies for meetings.
_____
Order soda for machines and handle funds received in the machines.

_____
Oversee snack box at Administration office, handle funds received and replace supplies as needed. 

_____
Order and distribute student health cards, cumulative folders and inserts.

_____
Must 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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