PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0260


High School Guidance 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



****ADD “JOB GOALS” & “PREPARED BY” WHEN REVISING THIS JOB DESCRIPTION****

ESSENTIAL FUNCTIONS include the following.  Other duties may be assigned.

_______ Serve as secretary for Director of Guidance and Guidance Counselors.  This includes working as the receptionist in the Counseling Office.

_______ Key material for the counselors as needed.

_______ Request transcripts of credits and health records for all new students. 

_______ Make and mail transcripts for students and alumni.  Also when necessary collect the transcript fee.

_______ Process paperwork on all new students and withdrawals.  This includes keying into the computer all grade history.

_______ Type weekly admission and withdrawal memos and distribute them as needed.                                              

_______ Be responsible for maintenance of students' permanent records.

_______ Prepare and enter into the computer data for current students such as grade changes and corrections, grade history maintenance, enrollments, withdrawals, and changes to demographic information.

_______ Keep required guardianship papers on file.                                                                              

_______ Prepare and maintain a list of tuition students attending the high school.                       

_______ Keep updated rosters of each class and furnish information to various teachers as needed.  (prom, yearbook, student  elections)

_______ Ensure that grades are received from teachers of off campus classes i.e. alternative school, BHC, ACP Group Home, vocational classes.

_______ Assist with the preparation, and distribution of grade cards.                    

_______ Help prepare and publish Honor Roll lists at the end of each grading period and trimester.

_______ Process and mail deficiency reports.                           

_______ Process requests from official agencies seeking students’ demographic information.

_______ Process request forms from insurance companies regarding good student or driver education discounts.  

_______ Prepare the diploma lists, order diplomas, and mini diplomas, and prepare the diplomas for graduation ceremonies.                               

_______ As soon as possible after the seniors take their final exams help determine the valedictorian and salutatorian of the class and students earning Core 40 or an Academic Honors Diploma.                                                                                       

_______ Prepare forms for local scholarships and set up application display.

_______ Process the school’s part on college, vocational schools and scholarship applications and mail the application with a transcript and other necessary documentation.

_______ Prepare rosters and seating charts for the various standardized tests; also help proctor these tests.

_______ Maintain a calendar of events for the Counseling Department.         

_______ Schedule all meetings held in the Counseling Conference Room, and help see that the room is set up for these events. 

_______ Help select and supervise student assistants working in the Counseling Office.  

_______ Work with graphic art teachers on revising, copying, and printing information and forms for the Counseling Department.           

_______ Store Scantron answer sheets and distribute them as needed.  Also inform the principal as needed, to order scan sheets.  Distribute the scan sheets to the teachers as needed.

_______ Keep the library of college catalogs, pamphlets and videos neat and updated.  Maintain a check out system for loaning these materials to students.

_______ Keep the Counseling Office and Record Storage Room tidy.             

_______ Mail to the area high schools the summer school grades and credits earned by students of those schools.

_______ When homework assignments are requested for absent students, distribute homework request sheets to teachers, collect books and materials needed by the students, and prepare for the pick up of materials after school.

_______ Perform miscellaneous duties as determined by the principals and counselors.

_______
Maintain accurate enrollment records so student test numbers (STN) can be created and exported to DOE as required. Work with the technology department on this task.

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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