CHANGE FOOTER TO READ JOB DESC NAME!!

PLYMOUTH COMMUNITY SCHOOL CORPORATION

EMPLOYEE EVALUATION FORM


Job Description #1400-0515


Banquet Supervisor
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




_______ Plan and publish menus for banquets and other special events and determine contracted costs.

_______ Estimate and order food supplies and equipment for event.

_______ Assist in preparation of food for the event.

_______ Assist in clean up of all areas.

_______ Inspect food and food preparation to maintain quality standards and sanitation regulations as required by USDA guidelines.  

_______ Supervise and coordinate activities of workers who prepare, cook, serve food, clean premises, and wash dishes.

_______ Investigate and resolve food quality and service complaints.  

_______ Review financial transactions and monitor budget to ensure efficient operation, and to ensure expenditures stay within budget limitations.

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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