CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0235


Junior High Attendance 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




_______ Help get ready for registration and work registration.

_______ Be responsible for daily attendance:

Print attendance scan forms.

Scan attendance sheets - twice daily.

Generate daily attendance list.

Issue admit and/or tardy slips to students.

Responsible for attendance reports each 6 week period & send to 

Central office.

Responsible for state attendance reports as required.

Contact parent(s) regarding student absence.

Mail attendance letters at 5 and 8 days.

Keep student folders with absence, parent and doctor notes.

Generate monthly A.D.A. and enrollment figures for treasurer.

Co-ordinate homework on request of parent.

Generate weekly tardy list for assistant principal and teams.

Keep inventory of necessary office forms pertaining to attendance.

Keep and maintain pre-arranged absences.

_______ Schedule student helpers for cafeteria work.

_______ Answer phone and direct calls.

_______ Operate interoffice communication as required.

_______ Meet and greet public entering building.

_______ Provide typing and filing assistance to administration and counselors as needed.

_______ Provide assistance to students in the health room in the absence of nurse.

_______ Prepare bus contracts for extr-curricular activities as directed by the athletic director.

_______ Do additional chores ie: copy work, printing, mailing labels, attendance lists as requested by teachers or principals.

_______ Prepare suspension and expulsion forms - mail/fax to proper destinations.

_______ Other responsibilities as assigned by administration.

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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