CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0227


Payroll 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 Corporation payroll.



Keep track of personal, conference and vacation days and be familiar with Master Contract
_____
Process receipts for funds collected.

_____
Prepare files and invoicing for transfer tuition students
_____
Enter bank reconciliation for Treasurer and run check list

_____
Process claims for insurance and annuities
_____
Act as Notary Public for the corporation
_____
Prepare and maintain teacher’s aide Excel file for corporation
_____
Prepare labels for outgoing employee distributions as needed
_____
Act as back-up to Treasurer on construction project
_____
Act as 1st back-up for processing back-up tapes in the p.m.
_____
Act as 1st back-up for front desk help along with Accounts Payable Assistant.

_____
Act as 1st back-up for answering phones in the a.m. along with Accounts Payable Assistant.

_____
Act as 2nd back-up for processing incoming mail.

_____
Act as 2nd back-up for processing inter-office mail.

_____
Act as 2nd back-up for processing outgoing mail.

_____
Act as 3rd back-up for processing Superintendent’s and Assistant Superintendent’s outgoing mail.

_____
Prepare quarterly and year-end payroll reports

_____
Prepare Reasonable Assurance Letters and send to staff members before the end of each school year
_____
Act as 1st back-up for verification of employment requests

_____
Maintain a positive relationship with other staff, parents, and students
_____
Back up computer system on a daily basis
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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