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                 Employee’s Name
                                Location
                             Employee  # 
                        Date
	Directions:   Please place a check in the box which best describes the library clerical assistant’s performance on each item.
	N/A
	Doesn’t Meet

Standard
	Needs Improvement


	Meets Standard

	
	
	
	
	

	I.  Job Knowledge

A.  Demonstrates a working knowledge of the collection.

B.  Has been trained and can effectively use the automated circulation, cataloging, and public access system.

C.  Demonstrates a working knowledge of equipment that is used as a part of the library program.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	II.  Productivity

A.  Output of work is consistent with or exceeds Supervisor’s expectation.

B.  Avoids non-productive time by planning ahead.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	III.  Quality of Work

A.  Enters data accurately and timely.

B.  Keeps the work area/library neat and orderly.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	IV.  Quantity of Work

A.  Prioritizes tasks efficiently.

B.  Demonstrates organizational skills to allow tasks to be completed in a reasonable amount of time.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	V.  Attendance

A.  Is punctual and maintains acceptable attendance record.

B.  Follows procedure for reporting absences.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	VI.  Initiative

A.  Observes library activities and assumes tasks independently.

B.  Solves routine problems without assistance, improves methods, services and efficiency.

C.  Assists staff and students with needs as they arise.

D.  Promotes positive public relations with staff and students by reinforcing the “service oriented” role of the library.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	VII.  Team Player

A.  Promotes teamwork and a sense of pride in doing the best job possible.

B.  Approaches difficult situations and tasks with a positive attitude.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	VIII.  Judgment and Decisions

A.  Judgment and decisions are consistent with R-12 policies and procedures.

B.  Day to day job decisions are reasonable, prompt and correct for the task.

C.  Priorities are consistent with or exceed Supervisor’s expectations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	IX.  Human Relations

A.  Treats others with dignity and respect.

B.  Is cooperative and willing to attempt to solve the problem presented or direct the person to someone who can.

C.  Takes time to help.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
	X.  Written and Oral Communications

A.  Communicates clearly and accurately.

B.  Receives and understands oral or written directions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments:       
      ____________________________________________             



____________________________

Library Clerical Assistant

 
   


     
          Date
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  Employee #


          Date

                       (Person completing evaluation)




_______________________________________________




____________________________
         Administrator





     

          Date

The signing of this document does not necessarily indicate agreement with the ratings, only that the contents have been received.

Send Original to Human Resources

Make 2 Copies – One for employee, One for Building File
