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  Secretary’s Name
          
          Location
                         Assignment
                    Employee #









LEVELS OF PERFORMANCE
	
	N/A
	Does Not Meet

Standard
	Needs

Improvement
	Meets

Standard

	1.  Quality of Work  
	     
	     
	     
	     


Work performed accurately, thoroughly, and neatly with efficient use of equipment and supplies. 

Comments:       
	2.  Quantity of Work 
	     
	     
	     
	     


Utilization of overall work time.  Volume of work regularly accomplished during a given period of time.
Comments:       
	3.  Dependability 
	     
	     
	     
	     


Extent to which employee can be relied upon to follow and carry out job instructions.

Comments:       
	4.  Attitude 
	     
	     
	     
	     


Ability to get along with fellow workers and public; willingness to cooperate with supervisor and to conform to rules of work; interest shown in improving performance.

Comments:       
	5.  Adaptability 
	     
	     
	     
	     


Ability to adjust to the job or to changed conditions.

Comments:       
	6.  Initiative 
	     
	     
	     
	     


Ability to think along original lines, to find new ways of doing things, and to find solutions to problems. 

Comments:       
	7.  Understanding of Job

          Responsibility
	     
	     
	     
	     


Has basic knowledge of the job.
Comments:       
	8.  Professional Responsibility 
	     
	     
	     
	     


Conforms to school district policies and regulations; uses discretion in handling confidential information; and good judgment in handling difficult situations.
Comments:       
	9.  Job Skills
	     
	     
	     
	     


The ability to plan, organize, and carry out tasks effectively.
Comments:      
	10.  Attendance
	     
	     
	     
	     


Employee is punctual and maintains acceptable attendance record.
Comments        
	11.  Communication Skills
	     
	     
	     
	     


Ability to communicate clearly and effectively with students, parents, and school personnel; uses correct oral and written language and appropriate telephone etiquette.

Comments:        
EVALUATEE’S COMMENTS:       
EVALUATOR’S COMMENTS:       
__________________________________________________           ___________________________________________________

Secretary’s Signature                                                    Date                 Administrator’s Signature                                             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
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