CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0315


Career Specialist Aide
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




_______ Provide one-on-one guidance for students with the Discover Career Exploration Computer System at both the middle school and high school level.  NCAVC will provide extensive training on Discover.

_______ Assist counselors in class presentations regarding careers and Discover orientation and implementation.

_______ Assist counselors in creating Educational Employment Plans (EEP) for all eighth grade students.

_______ Input information for NCAVC's vocational database when system is functional.

_______ Provide clerical support for above outlined duties.

_______ Provide frequent accountability for special population students as determined by mutual agreement of counselors and Special Populations Coordinator.  Each NCAVC member school's current programming for special populations will be examined individually, including Chapter One, JESSE, and At-Risk services.  From this evaluation, a plan will be derived using this position to support special populations in the most beneficial manner.

_______ Divide time between the middle school and high school in approximately a 1:3 ratio with each NCAVC member school determining their own division based on approval of Special Populations Coordinator.

_______ Perform other duties as requested by NCAVC member school and approved by Special Populations Coordinator.

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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