CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0230


Junior High Principal’s Secretary
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




_______ Must type letters, requisitions, weekly and special bulletins, programs, work orders, rental forms, etc.

_______ Process all accident and insurance forms.

_______ Receive and transfer all telephone calls.

_______ Process all incoming and outgoing mail.

_______ Act as the office receptionist.

_______ Complete schedule for students as to rooms, teachers, and book rental, etc.

_______ Help collect all book rentals, break down accounts, and transfer monies to the school treasurer.

_______ Assign lockers.

_______ Prepare certified and non-certified payrolls.

_______ Sell varsity football/basketball season tickets and weekly home game tickets.

_______ Type confidential ratings or evaluations of a personal nature affecting certified and non-certified personnel.

_______ Type documents for the principal pertaining to certified and non-certified negotiations.  This includes access to all budgets and job-related salaries of personnel of Lincoln Junior High School.

_______ Maintain student folders and control them under the Privacy Act Regulation.

_______ Process incoming and outgoing confidential mail to students and teachers in an orderly and controlled manner.

_______ Prepare awards at end of year.

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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