Employee:  

JOB ELEMENT RATING
                               |Check one                         |Weight (If required)

                               |                                  |

Job Element No.   1   of   4   |   X   Critical       Noncritical |   

	JOB ELEMENT:

Receptionist Duties/Switchboard Operation




	PROFICIENT PERFORMANCE STANDARD:
Operates switchboard, receiving and placing calls as required; greets visitors, and calls appropriate employee/office to announce visit.

Visitors and callers are assisted in a friendly and courteous manner, and are announced to the proper office as soon as possible.  Makes notes of visitors or callers names and double checks spellings, pronounciation, etc., of unfamiliar names.

Takes accurate messages; ensures phone numbers and names are correct; repeats message to be sure it is recorded accurately.

At the proficient level, there are no more than [XX] instances of wrong phone numbers or names within a [XX] month period, and no more than [XX] complaints of poor service.




	RATING:

   Distinguished*    Meritorious*    Proficient    Needs Improvement**    Unsatisfactory**
 *Describe below specific examples of performance above the Proficient level.

**Describe below specific examples of performance below the Proficient level.





EXPLANATION OF PERFORMANCE ABOVE OR BELOW PROFICIENT LEVEL
DOT F 3430.9A(3-93)                                                                
Employee:  

JOB ELEMENT RATING
     |                                                                     
                               |Check one                         |Weight (If required)

                               |                                  |

Job Element No.   2   of   4   |   X   Critical       Noncritical | 
	JOB ELEMENT:

Mail and Message Control




	PROFICIENT PERFORMANCE STANDARD:
Processes incoming and outgoing mail; sends and receives fax messages; arranges for special mailings such as UPS, Federal Express, etc.

Incoming mail is processed as soon as possible after receipt; outgoing mail is generally prepared to meet deadline for delivery or pickup.  Log of mailings is usually accurate and updated daily.  Outgoing fax messages are sent as soon as the fax machine is available; addressees are notified of incoming fax messages as soon as possible; fax message log is generally accurate and updated daily.  [Can add:  No more than X errors in an X month period, if these can be tracked.]




	RATING:

   Distinguished*    Meritorious*    Proficient    Needs Improvement**    Unsatisfactory**
 *Describe below specific examples of performance above the Proficient level.

**Describe below specific examples of performance below the Proficient level.





EXPLANATION OF PERFORMANCE ABOVE OR BELOW PROFICIENT LEVEL
DOT F 3430.9A(3-93)                                                                MAC/OST
Employee:  

JOB ELEMENT RATING
                               |Check one                         |Weight (If required)

                               |                                  |

Job Element No.   3   of   4   |   X   Critical       Noncritical | 20%
	JOB ELEMENT:

Records all time and attendance records for the Office.  Orders all office supplies and maintains supply room.




	PROFICIENT PERFORMANCE STANDARD:
Time and attendance records are generally kept neatly and accurately, and are submitted on time.

Office supplies are ordered on time and in sufficient quantity to ensure needed supplies are available.  Supply room is neat and organized to allow employees to find needed supplies quickly.

No more than [XX] instances of inaccurate time and attendance records, or needed supplies not being available, within an [XX] month period.




	RATING:

   Distinguished*    Meritorious*    Proficient    Needs Improvement**    Unsatisfactory**
 *Describe below specific examples of performance above the Proficient level.

**Describe below specific examples of performance below the Proficient level.





EXPLANATION OF PERFORMANCE ABOVE OR BELOW PROFICIENT LEVEL
DOT F 3430.9A(3-93)                                                                MAC/OST
Employee:  

JOB ELEMENT RATING
                               |Check one                         |Weight (If required)

                               |                                  |

Job Element No.   4   of   4   |   X   Critical       Noncritical | 
	JOB ELEMENT:

Enters, updates, and finalizes data from draft, using word processing and database software packages.  Prepares purchase requests when needed, providing Massena personnel with proper information.  Assists other offices when needed.




	PROFICIENT PERFORMANCE STANDARD:
Uses personal computer and database software to enter data into established databases; generates established reports in response to requests for information.  Databases are generally accurate and up-to-date, with revisions and new information added within two weeks of receipt.

Uses wordprocessing software to prepare a variety of documents, including purchase requests.  Documents are reviewed for proper formatting and use of software, and for correct punctuation and grammar; purchase requests are generally accurate and contain necessary information.

Requested reports or drafts of documents are completed with sufficient time for revisions or corrections without prompting from the supervisor or requestor; final versions are completed within deadlines.

Willingly assists other offices when asked.




	RATING:

   Distinguished*    Meritorious*    Proficient    Needs Improvement**    Unsatisfactory**
 *Describe below specific examples of performance above the Proficient level.

**Describe below specific examples of performance below the Proficient level.





EXPLANATION OF PERFORMANCE ABOVE OR BELOW PROFICIENT LEVEL
DOT F 3430.9A(3-93)                                                                MAC/OST
