File: GDO-E2

SECRETARIAL EVALUATION

Name of Employee  ______________________________

Position ___________________________Date of Report___________________ 

Rating Scale: 4 = Excellent; 3 = Satisfactory; 2 = Needs Improvement; 1 = Unsatisfactory; NA = Not Applicable. 

Quality of work Circle the selected rating: 

1. Follows direction well. 4 3 2 1 NA   Comments:
2. Performs work well. 4 3 2 1 NA    Comments:
3. Has necessary technical skills for tasks. 4 3 2 1 NA   Comments:
4. Completes tasks on time. 4 3 2 1 NA   Comments:
5. Utilizes time effectively. 4 3 2 1 NA    Comments:
6. Work area is kept orderly. 4 3 2 1 NA    Comments:
7. Works without close supervision. 4 3 2 1 NA    Comments:
8. Sees and does things without being told. 4 3 2 1 NA    Comments:
9. Plans and organized work load. 4 3 2 1 NA    Comments:
10. Contributes suggestions which increase job efficiency. 4 3 2 1 NA    Comments:
11. Makes effort to increase knowledge. 4 3 2 1 NA    Comments:
12. Demonstrates self-confidence. 4 3 2 1 NA    Comments:
13. Ability to work under pressure 4 3 2 1 NA    Comments:
14. Ability to perform in emergencies. 4 3 2 1 NA    Comments:
15. Ability to make decisions when needed but seeks advice when needed. 4 3 2 1 NA    Comments:
16. Respects confidential information. 4 3 2 1 NA    Comments:
17. Prompt in reporting for and starting work. 4 3 2 1 NA    Comments:
18. Regular in attendance. 4 3 2 1 NA   Comments:
19. Doesn't abuse break and lunch privileges. 4 3 2 1 NA    Comments: 
20. Enthusiastic and willing to do tasks as assigned. 4 3 2 1 NA    Comments:
21. Maintains good working relationships with others. 4 3 2 1 NA   Comments:
22. Responds to suggestions for improvement. 4 3 2 1 NA    Comments:
Based on overall rating, do you recommend this employee for continued employment? Comments: 

Signature of evaluator _____________________________________________

Signature of Employee _____________________________________________

This signature does not signify agreement, only that the employee has read and discussed this evaluation with the evaluator. 

Adoption Date:  September 26, 2006
