CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0245


Elementary 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




_______ SCHOOL OPENING

Handbooks for the teachers, handbooks for parents and extra curriculum guides typed and copies made.

Books and ledgers set up for the coming year.

Check in and sort supplies and textbooks.

Collect fees and register students.

Process all textbook rental and free and reduced lunch applications.

Send copies of applications to the Administration Building and other schools.

Send letters of approval and denial to all applicants of textbook assistance. 

Help prepare and type school-opening materials for principal to distribute to staff and parents.

Type lunch sheets - after assignment is made of classes.

Type attendance register and fill in dates.

Type cumulative folders as well as update cumulative folders and move forward one year.

_______ LUNCH MONEY

Assist cafeteria aide with any problems she may have.

Deposit lunch money.

Check monthly report and send (with check) to Central Office.

_______ ATTENDANCE

Attendance is recorded daily.

Reports are completed at the end of each grading period and turned into the Central Office as well as given to teachers for grade cards.

The final report is completed and filed with the Central Office at the end of the school year.

Complete special State and Federal reports.

_______ BOOKKEEPING

Maintain various school accounts.

Ledgers and bank statements are balanced monthly.

Receipts are written and money deposited daily.

_______ TRANSCRIPTS

Transcripts are mailed and sent for of all outgoing and incoming pupils.  For outgoing students, all records must be up-to-date in the cumulative folder, and this folder is then filed at the back of that grade level.  

_______ HEALTH ROOM

As nurse is available only on a part-time basis, secretary fills this position in her absence.  Accident reports are typed on all major injuries.

_______ VISITATION


Greet and assist parents.  Deliver messages to children.  Make appointments for teachers with parents as necessary.

_______ CONFIDENTIAL MATERIALS


Take care of principal's correspondence and student confidential records, etc.

_______ NEWSLETTERS

Prepare and type newsletter to parents as well as any other messages that need to be sent home.  

_______ TEXTBOOK RENTAL

Reports and money sent to the Central Office throughout the year.

Delinquent book rental and textbook assistance forms are kept up-to-date and copies made for the Central Office.

Receipts are made and letters sent as necessary.

_______ SCHOOL CLOSING

All ledger sheets are balanced and checks sent to the Administration Building.

Collect books from the classrooms; curriculum guides, record books, handbooks, etc.

Initial and Final attendance report is completed.

Inventory of supplies is taken.

Duplicate records are brought up-to-date and returned to Administration Building.

All cumulative folders of the 5th grade students are sent to the junior high school.

Order supplies for upcoming school year.

_______ ADDITIONAL DUTIES

Secretarial duties as assigned by principal.

Assist with copy machine maintenance.

Assist teachers with photocopying from time to time.

Type letter for JESSE conferences.

Order supplies (type requisitions).

Keep supply room stocked and maintained.

Fill out attendance record for staff for payroll.

Complete insurance forms when needed.

Assist with notification and distribution of student pictures.

Collect school insurance money, forward to company, assist parents in the filing of any claims.

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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