MSAD 75

SECRETARY EVALUATION FORM
Employee: ________________________________________________________





          Please Print
Annual Evaluation: _____
Year: ______                  Probationary Evaluation: _____
RATINGS:  1: Does not meet standard                     2: Sometimes meets standard

                     3: Consistently meets standard
      4: Sometimes exceeds standard;  

                     5: Consistently exceeds standard

ESSENTIAL PERFORMANCE RESPONSIBILITIES:

RATINGS:

1. Welcomes visitors and exhibits professional telephone/receptioning skills 


N/A   1   2   3   4   5 

Comments:
2. Basic computer literacy; word processing/excel


N/A   1   2   3   4   5     

Comments:

3.  Maintains an organized filing system and schedule of appointments 
N/A   1   2   3   4   5

Comments:

4.  Place and receive telephone calls, record messages, manage the school-wide intercom system





 



N/A   1   2   3   4   5
     Comments:

5.  Order and maintain supplies for office and staff


N/A   1   2   3   4   5

Comments:

6.  Maintain student records and Infinite 
Campus system


N/A   1   2   3   4   5

Comments:

7.  Initiate parental contacts in accordance with attendance procedures
N/A   1   2   3   4   5

Comments:

8.  Administer medications and routine first aid in the absence of the School Nurse/Health Aide 

N/A 1 2   3   4   5

Comments:

9.  Maintain petty cash fund, students accounts and other financial/budget information










N/A   1   2   3   4   5

Comments:

10. Monitor students in office 





N/A   1   2   3   4   5

Comments:

11. Maintain teacher attendance records/reports and AESOP system
N/A   1   2   3   4   5
Comments:

Summary: 

Goals for next year: 

Your signature is intended only to acknowledge receipt of the evaluation; it does not imply agreement or disagreement with the evaluation itself.
__________________________________
        ________________________________
Supervisor


           Date              Employee                                     Date




