CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0324
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




_______
Maintain and support the student management system (SASI/xp), which also includes add-on products from MEG such as MSE Fees, MSE Student Alert, MSE Hot Lunch, ISR and letter generation applications.

_______
Work with teachers and staff to maintain and support the InteGrade Professional Grade Book Application.

_______
Coordinate and assist school personnel with data collection for all required Indiana Department of Education reports submitted via the STN Application Center.

_______
Export data from SASI/xp to applications such as Cafeteria Management Systems, managed student applications (i.e. Cornerstone) and other applications as necessary.

_______
Import school pictures into applications such as SASI/xp, Cafeteria Management Systems and Library Management systems.

_______
Provide user level support for corporate standard applications such as Microsoft Office Professional Suite, Palm Personal Management software and the GroupWise system

_______
Responsible for maintaining user accounts and setting security levels for access to Novell network, GroupWise and SASI/xp.

_______
Conduct training sessions for such applications as GroupWise, InteGrade and Microsoft Office Products.

_______
Backup Technology Department Secretary when needed.

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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