CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0270


Athletic Department 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




_______ Type all letters pertaining to athletes.

_______ Help coaches with handbook, typing, college requests, etc.

_______ Help set up team & individual pictures (McDonald's Studio).

_______ Type all contracts for at least 18 sports, consisting of approximately 30 teams.

_______ Type and send out all officials' contracts and athletic contracts.

_______ Check and keep on file all physical forms, Code of Conduct cards and Medical Emergency forms.

_______ Keep records of all monies going in and out of Athletics including Accounts Payable and Receivable.

_______ Supply IHSAA with certification of parents and physicians forms on file.

_______ Keep up-to-date rosters of each sport and send to other schools rosters and other information that may be requested.

_______ Entry blanks for various tournaments, entry forms to IHSAA for all state tournaments (sectional, regional, semi-state, state).

_______ Check eligibility on all athletes each six weeks and at the beginning of the sport date.

_______ Schedule buses and does paperwork for all away events.

_______ Presale of tickets for all varsity football and basketball games; selling of season tickets for football and basketball.

_______ Send ticket information and other needed game information to each school played.

_______ Handle numerous phone calls (reception area).

_______ Make programs for almost all sports but varsity football and basketball.  Help secure information that goes into football and basketball programs.

_______ Type and send out news releases (public relations).

_______ Typing of maintenance requests.

_______ When hosting events such as NLC swim meet or sectional track meet or sectional baseball with seeding, type this information and other paperwork.

_______ Type IHSAA reports.

_______ Type certificates for awards programs.  Keep file on each athlete of awards received and letters earned.

_______ Complete insurance forms for athletes.

_______ In conjunction with Athletic Director:


Officials, hiring and paying


Budget requests (every 3 months) and records


Scheduling of events and use of facilities


Secure workers for all home events and volunteers for other things hosted and paying all workers



Make sure things are set up for home events.  
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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