PASADENA ISD









            revised 5/07
Secretaries, Clerks and Clerical Aides Evaluation Form 

	      -       School Year
	Location      

	
Employee #      
	Name      


Comments are not mandatory, however; the Comments Section is provided if further elaboration is needed for any area.

I. PERSONAL QUALITIES

  A. ADAPTABILITY
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Able to adjust without difficulty to new, unfamiliar or unexpected conditions)

  B. APPROPRIATE GROOMING
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement   FORMCHECKBOX 
 Unsatisfactory

         (Presents an attractive, neat and appropriate appearance in attire and grooming)

  C. ATTITUDE
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Exemplifies positive thinking in approach to daily tasks)

  D. COOPERATION 
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Works harmoniously with others to achieve common goals)

  E. DEPENDABILITY 
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Reliable, dependable in accurate completion of assigned tasks)

  F. ENTHUSIASM 
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Displays a keen and active interest in job responsibilities)

  G. HEALTH AND STAMINA
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Maintains regular attendance and effectively performs daily job obligations)

  H. LOYALTY 
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Trustworthy; devoted to assigned tasks; protects best interests of supervisor and School District)

  I. PUNCTUALITY 
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Is prompt in reporting for duties)

Comments:

	     


II. PROFESSIONAL QUALITIES

  A. EXHIBITS JOB KNOWLEDGE
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Demonstrates scholarship abilities that are required within job description)

  B. SUPPORTS DISTRICT POLICIES AND PROCEDURES
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Is knowledgeable of and supportive of district policies/procedures on the job and in the community)

  C. RESPECTS CONFIDENTIAL INFORMATION
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Is sensitive to the effect on students, parents, other employees or the district through the release of confidential information)

  D. PERFORMS ASSIGNED DUTIES 
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Continues to satisfactorily perform in the absence of close supervision by following written and oral instructions)

  E. DOES NEAT AND ACCURATE WORK
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Demonstrates genuine interest in work, strives for perfection)

  F. COMPLETES TASKS ON SCHEDULE
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Uses time effectively)

  G. DEMONSTRATES STANDARD ENGLISH USAGE
 FORMCHECKBOX 
Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Utilizes appropriate grammatical, spelling, and punctuation skills in accordance with job assignment)

  H. ACCEPTS CONSTRUCTIVE CRITICISM 
 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Needs Improvement  FORMCHECKBOX 
 Unsatisfactory

         (Acknowledges areas where improvement will be beneficial and demonstrates genuine interest in self-improvement)

Comments:

	       


       ___________________________       ____________          ____________________________________      ____________

*Employee Signature

     Date

        Administrative/Supervisor Signature
              Date

*Note: Your signature does not necessarily mean that you agree with the evaluation, but signifies that you have read it and received a copy.

Distribution: Copy- Human Resources, Copy-Employee, Copy-Administrator
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