Department of Defense Education Activity Performance Appraisal Form
DoDEA Performance Appraisal Continuation Sheet


	Employee’s Name (Last, First, Middle Initial)



	Position Title, Series, Grade

Secretary (Office Automation) GS-0326-XX
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	Performance Element

(If critical, check box)
	Satisfactory Performance Standard
	Comments
	
	
	

	1.  Administrative and Clerical Duties
	 FORMCHECKBOX 

	a) Receives calls, greets visitors, and directs inquiries to the appropriate member of the school staff.

b) Ensures that telephone information is accurate and dispensed promptly to appropriate individuals.

c) Exercises discretion and knowledge of applicable school policies and regulations to respond to callers and visitors, determine the purpose of the visit, and either respond to issues to refer caller or visitor to appropriate staff member.

d) Sets up and maintains a variety of systems files and safeguards confidential information.

e) Manages files in accordance with applicable directives ensuring materials are filed accurately, and/or retrieved in a timely manner. 


	 
	  
	  
	 

	ELEMENT
	STANDARD
	COMMENTS
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	S
	E

	#1 - continued.
	
	f) Reviews incoming correspondence and routes accordingly.

g) Arranges for substitute teachers from current listing.  Determines appropriate placement, assigns substitutes, and maintains substitute usage log.

h) Reviews outgoing correspondence; provides guidance and makes minor changes or corrections as appropriate. 

i) Compiles information for administrative and technical reports

j) Serves as liaison between principal, school staff, students and families in the community by providing accurate, timely information and guidance on school procedures, reports, requirements, programs, policies and activities.

k) Maintains suspense files and ensures deadlines are met. 

l) Types from rough draft/handwritten material a variety of documents using the typewriter or word processing system.

m) Demonstrates proficiency in the use of multiple school machines and equipment.
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	#1 - continued
	
	n) Makes necessary travel arrangements for school principal and staff.  Arranges and schedules school visits.  Makes reservations, notifies organizations and officials to be visited.  Coordinates lodging requirement for visitors when requested by administration.


	
	
	
	

	2.  Processes Pay Documents and Provides Personnel Assistance.
	 FORMCHECKBOX 

	a) Accurately reports time and attendance in accordance with Defense Finance and Accounting Service (DFAS) regulations and DoDEA/DSO guidelines.  Prepares time and attendance cards accurately and timely enters data using DFAS.  Obtains all necessary signatures and prepares transmittal sheets for each pay period in an accurate and timely manner.

b) Ensures all employee leave is supported by correctly completed, signed and approved SF-71 forms.

c) Serves as liaison between DSO personnel and the school staff.  Prepares travel, housing, Worker’s Compensation, and other employee benefit/entitlement documents and timely forwards such document to the appropriate office
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	#2 - continued
	
	d) Assists in the completion, submission, tracking and resolution of pay, leave and attendance inquiries of school personnel.

e) Serves as school level payroll point of contact for the applicable servicing agencies.  Maintains liaisons with applicable finance agencies to provide information, obtain guidance, and coordinate actions in an efficient and professional manner.
f) Prepares and coordinates Requests for Personnel Action (RPA).  Maintains a record of all submitted RPAs and follows up to ensure timely processing.
g) Establishes and maintains school personnel files for teachers, substitutes, administration and staff.  Annotates files with changes in pay, position and other pertinent status documentation.  Maintains a copy of all Notifications of Personnel Action (SF-50) and provides a copy to employees in a timely manner.
h) Processes passport and Visa requests, and maintains a system to track passport requests.
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	3.  Office Automation Duties
	 FORMCHECKBOX 

	a) Responsible for timely submission of assigned reports and other suspense requirements.

b) Prepare a variety of reports, and correspondence using word processing equipment.

c) Uses various software packages.

d) Enters and retrieves data from the school level data management systems.

e) Enters and processes data for personnel using applicable computer systems. 

f) Lends professional expertise to school projects as necessary.
	
	  
	  
	

	4. Contributes to the Total School Program.
	 FORMCHECKBOX 

	a) Promotes safe and secure conditions with the physical school environment.

b) Shows a positive and cooperative attitude towards students, parents, and other staff members.

c) Demonstrates sensitivity for various ability, gender, ethnic, and cultural differences.

d) Supports the goals of Affirmative Action and EEO awareness programs. 
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	#4 - continued
	e) Supports DoD, DODDS, and DoDEA Internal Control systems toward the elimination of waste, fraud, and abuse.

f) Demonstrates ethical and professional behavior and maintains confidentiality.

g) Exhibits consistent punctuality, dependability, and reliability in all job related activities. 

h) Supervises students as directed by the administration to ensure a safe learning environment.

i) Performs duties related to the monitoring of children during lunch and recess.

j) Acts as liaison between administration and aides.  Provides aides with updated information impacting the performance of their duties.  Maintains an accurate aide schedule on each aide.

k) Coordinates the use of student aides.  Supervises student aides and provides necessary training on equipment and office procedures.

l) Coordinates requests for homework assignments and the collection of such for pick-up.
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	5.  Relationship with Students, Staff, and Parents.
	
	a) Remind students of the rules and consequences in a well-modulated speaking voice.

b) Contributes to and/or cooperates with school committees.

c) Assists parent volunteers or classroom visitors.

d) Provide constructive criticism and praise.

e) Fosters communication with students that encourages interaction and feedback.

f) Cooperates with other staff members and school administration.

g) Shows a positive attitude toward students, parents, and staff members.

h) Assists with playground/lunchroom duties as assigned or needed.

i) Helps to improve student attitude toward school work, studies, peers, and adults.
	
	
	
	


	COMMENTS



	The overall performance rating (defined in the performance appraisal regulation) is based upon the employee’s performance in meeting the requirements of the job performance standards.  Signature indicates that a particular step has been completed and understood by all parties.
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