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Performance Evaluation

This document shall be used to facilitate and record outcome of evaluation meeting.
Job Title:  Administrative Assistant



Employee:  
Date of Review:                                         


Immediate Supervisor:                                      
Position Summary:
This position provides clerical and miscellaneous office duties for Medi-Sota administration.  

Evaluation Criteria:
1. Needs improvement, performs standards occasionally or inconsistently, needs frequent reminding, defensive with suggestions for improvement.
2. Performs standards regularly with only occasional reminder, uses suggestions given.

3. Exceeds, consistently meets standard; role models for others, initiates and participates in continuous quality improvement initiatives (CQI).
Performance Reviews:
1-Needs improvement
2-Performs Standards regularly
3-Exceeds
	1. General Duties
	
	
	

	
	1*
	2
	3

	a) Provides secretarial support to Executive Director, including typing, composing    

     and proofreading correspondence, indexing and filing documents.
	
	
	

	b) Answers inquiries and refers callers/visitors to appropriate individuals.  
	 
	
	

	c) Gathers information and develops summaries as requested.
	
	
	

	d) Develops and implements office procedures related to coordination of    

     interoffice communication, records, systems
	     
	
	

	e) Ensures adequacy of office and conference room(s) supplies and equipment.
	
	
	

	f)  Schedules/coordinates meetings, appointments.  Ensures meeting room and  

    food arrangements are met, including audio/visual needs.  May make travel 
    arrangements.
	
	
	

	g) Attends meetings as assigned and prepares meeting minutes.
	
	
	

	h) Prepares all mail correspondence daily, delivers mail to Post Office and other  

    special deliveries 
	
	
	

	i)  Maintain and troubleshoot office equipment in administration area.  Call for 
    repairs and maintenance as needed. 
	
	
	

	j)  Performs related office/clerical work as required.
	
	
	

	k) Other duties as assigned.
	
	
	


* An action plan is required for each item that is rated as 1
Performance Reviews:
1-Needs improvement
2-Performs Standards regularly
3-Exceeds

	3. Performance Requirements
	
	
	

	
	1*
	2
	3

	a) Knowledge of organization policies, procedures, systems.  
	
	 
	

	b) Knowledge of office management practices.
	
	 
	

	c) Knowledge of administrative and clerical procedures and systems such as word  
    processing, managing files and records, designing forms and other office   

    procedures and terminology.
	
	
	

	d) Review and edit reports and correspondence in a timely and accurate manner.
	
	
	

	e) Skill in computer applications including Word, Excel, PowerPoint, Internet and  

    email applications and graphics software. 
	
	
	

	f)  Skill in verbal and written communication; gathering and reporting  

    information.  Able to present information in a manner that others will understand.
	
	
	

	g) Ability to handle and prioritize multiple projects and meet deadlines.
	
	
	

	h) Ability to work effectively with members and vendors.
	
	
	

	i)  Knowledge of media production, communication, and dissemination techniques  

    and methods. This includes alternative ways to inform via written, oral, and    

    visual media.
	
	
	

	j)  Ability to problem solve and determine when something is wrong or about to go 
    wrong. Recognize when action is required.
	  
	
	

	k) Maintain and update website as needed.
	
	
	


* An action plan is required for each item that is rated as 1
	Goals- Upcoming Year
	
	

	Goals
	Action Steps
	Target Date

	Continue to build on website resources – Review all documents for required updates on a regular basis.  Good job on keeping the education site up to date!
	Calendar reminders.  Add requested links. – I appreciate steps recently taken to  address this goal!
	Initial update complete by end of 2009-Then ongoing.

	 
	
	

	
	
	

	
	
	


Action Plan:
Please indicate which section and goal is requiring an action plan
Action plans have been discussed and are in progress.  _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employee Comments:

Reviewer’s Comments:

_____________________________________________________________________________
Overall Performance Status

  ​​___Needs improvement
  ___Performs Standards regularly and Exceeds in many cases
__________________________
_______



____________________________
Employee Signature/Date





Supervisor Signature/Date

