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



	Position Title, Series, Grade

Computer Assistant, GS-0335-XX
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	Performance Element

(If critical, check box)
	Satisfactory Performance Standard
	Comments
	
	
	

	1. Maintain, Monitor, and provide Computer Data services.
	 FORMCHECKBOX 

	a) Maintains communication with school computer contact coordinator, District Superintendent’s Office and Area Superintendent’s Coordinators

b) Enters student information into the database in an accurate and timely manner.  Inputs student registration, course selections, student schedules, academic progress, period attendance, and discipline data. Ensures the integrity and privacy of student information retrieved from the school’s record system. 

c) Prepares and distributes specific “grade analysis” by teacher, student and/or grade.

d) Prepares transcripts as requested during the school year and prepares transcripts for all students by COB on the last day for students. 

e) Generates mid-term progress reports and quarterly report cards.


	 
	  
	  
	 

	ELEMENT
	STANDARD
	COMMENTS
	DNS
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	E
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	f) Enters and updates student/sponsor demographic data and prepares and updates mailing lists. 

g) Issues user identification and administers level of access to all program users.  Provides initial and recurring training for software applications to office staff.

h) Creates and updates the school’s master timetable and necessary directories for teachers and students’ classroom schedules.

i) Provides required/requested reports regarding student enrollment, personnel, discipline, etc. to administrators. School staff, District, and Area Offices and outside Agencies in an accurate and timely manner.

j) Installs program upgrades and ensures system program backups are done on a daily basis and performs database reorganization when needed to ensure accuracy, security, and availability of school’s records.

k) Prepares daily attendance reports. 

l) Provides advice, technical assistance, and training in database content and utilization to principals, faculty, staff, and other users. 

	
	
	
	

	ELEMENT
	STANDARD
	COMMENTS
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	S
	E

	2. Provide Administrative Support 
	 FORMCHECKBOX 

	a) Maintains disciplinary files according to established school policies.

b) Provides support to guidance office during student registration and assists with record preparation for withdrawing students. 

c) Provides word processing support by organizing and updating parent/student and educator’s handbooks using consistent formats with accurate punctuation and spelling.  

d) Assists administration to ensure current and accurate information is presented in various handbooks.

e) Serves as liaison with the base printing management office and coordinates finished printed products.

f) Serves as the school coordinator with the administrative technologist in terms of repairs, program updating and installation of hardware.

g) Utilizes a variety of office automation software, such as word processing, database management, spreadsheets, and desktop publishing software.
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	3. Relationship with Students, Staff, and parents.
	 FORMCHECKBOX 

	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.
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	STANDARD
	COMMENTS
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	S
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	4. Effects a Smooth, efficient Office Operation
	 FORMCHECKBOX 

	a) Acts as back up to other office staff and provides administrative support as needed.

b) Assists in maintaining internal controls necessary to meet the requirements of DSR 1080.1, DoD Directive 5010.38, OMB Circular A-123, and the Federal Manager’s Financial Integrity Act of 1982.

c) Maintains office supply levels, arranges repair services or duplicating and printing services and reproduces a variety of materials.

d) Lends professional expertise to school projects as necessary. 
	
	  
	  
	

	5. Contributes to the Total School Program.
	 FORMCHECKBOX 

	a) Ensures that relationship with staff, students, and parents are cooperative and professional.

b) Lends professional expertise to school projects as necessary.

c) Supports the goals of Affirmative Action, EEO, and awareness program.

d) Establishes a positive rapport with supervisor, which emphasizes loyalty and integrity.

e) Supports the DoD, DoDDS, and internal Controls system toward elimination of waste, fraud, and abuse.
	
	  
	  
	


	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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	Annual Appraisal
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