CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0255


Bookkeeper
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




_______ Receive all funds for extra-curricular accounts at the high school.  This also includes receipting all P.E. uniforms purchased, banking all adult and summer classes and all shop cards which are sold.

_______ Receive all funds for textbook rental and lunch program.  This includes sending letters to the people who owe for textbooks and then reporting to the principal and Administration Office when they get ready for Small Claims Court.  Regarding the lunch program, send notices to other schools, Administration Office and the parents who qualify for free or reduced lunch and free textbook rental.

_______ Keep accurate records as prescribed by the State Board of Accounts.

_______ Prepare vouchers for payment of all accounts included in 1 and 2 above; then draft checks for the same.

_______ Keep records for lost books and unpaid items for textbook, library, extra-curricular accounts.

_______ Help students with change for pencils, paper, etc.

_______ Prepare an annual financial report as prescribed by the State Board of Accounts.

_______ Prepare a monthly financial report for the principal and give each sponsor a fund account print out.

_______ Collect fees for building facilities.

_______ Prepare and deposit receipts for the day.  This includes any other banking necessary for the high school.

_______ Prepare cash boxes for extra-curricular activities.

_______ Send cards and/or flowers to employees or families of the high school.

_______ Prepare daily lunch drawers and balance daily lunch receipts.  Prepare monthly lunch reports.

_______ Prepare the payroll sheet for school employees who help in the Athletic Department.  A check is then sent to the Administration Office every pay period.

_______ Enter to MSE fees for annual textbook rental fees set by the 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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