CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0320


Computer Technical Assistant
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




_______ Service order database data entry of new and existing orders.

_______ File completed service orders and production reports.

_______ Enter production statistics into spreadsheet for monthly and annual reporting.

_______ Answer telephone/check answering machine and write up new service orders and take messages.

_______ Process request for quotations to specified vendors.

_______ Write up purchase requisitions for approval signatures.

_______ Perform shipping/receiving duties for new product and returns.

_______ Use word processor to type department procedure lists and other information.

_______ Process time cards for technicians.

_______ Other miscellaneous filing and related duties as needed.

_______ Maintain inventory control.

_______
Maintain a positive relationship with other staff, parents, and students.

_______
Check cc:Mail daily at PHS for new service requests and other correspondence.

_______
Responsible for communication of information from the Technology Department to the rest of the corporation in the form of monthly newsletters, status reports, etc.

_______
Keep track of budget accounts that are the responsibility of the Technology Department.

_______
Make sure technicians tag all new equipment with “asset label” and that appropriate forms are completed for additions, transfers and deletions.

_______
Maintain vital information handout and building password lists.

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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