
Denville Township SchoolsPRIVATE 


Performance Evaluation

Name:  





Position: Administrative Secretary–12 Mo.

Location:  Child Study Team


School Year:  

	PRIVATE 

General Expectations
	
Outstanding
	
Satisfactory
	
Needs Improvement
	Unsatisfactory

	1.
Attendance/Punctuality
	

	
	
	

	2.
Positive Attitude/Cooperative Spirit
	

	
	
	

	3.
Initiative/Pride In Work
	

	
	
	

	4.
Personal Appearance
	

	
	
	

	5.
Interpersonal Relationships
	

	
	
	

	6.
Communication Skills
	

	
	
	

	7.
Follows District Procedures and Rules



	

	
	
	

	8.
Responds to Administrative Directions
	

	
	
	


	PRIVATE 

Specific Job Expectations
	
Outstanding
	
Satisfactory
	
Needs Improvement
	Unsatisfactory

	1.
Typing/Computer Skills
	

	
	
	

	2.
Accurate, Timely Development of Reports
	

	
	
	

	3.
Organization/Management of Office Activities
	

	
	
	

	4.
Budget Control/Record Keeping
	

	
	
	

	5.
Maintains Confidentiality
	

	
	
	

	6.
Assists With School Activities
	

	
	
	

	7.
Interactions With Public/Staff
	

	
	
	

	8.
Support of Administration
	

	
	
	

	9.
Completes Duties and Responsibilities
	

	
	
	


Commendations/Recommendations: (Use Additional Page If Necessary)  

Do you recommend this employee receive a contract of employment for the upcoming year? 
Yes ____
No _____

Do you recommend this employee receive an increment?




Yes ____
No _____

Employee Signature:  _________________________
________
Date:  ____________

(My signature does not necessarily indicate that I agree with the contents of this evaluation, but does indicate that I have seen, 

discussed, and received a copy of this evaluation)

Evaluator’s Name/Title:  _______________________________
Signature:  __________________
Date:  ____________
