ADMINISTRATIVE ASSISTANT REVIEW
Year





Name








Briefly describe your contact with this employee:





































Please give us your candid thoughts on employee’s performance in the following areas:

MEMBER CONTACTS (handles contacts professionally and sensitively)
1

2

3

4

5

Comments



























CONFIDENTIALITY (keeps information from staff and members confidential)
1

2

3

4

5

Comments



























CHURCH NEWSLETTER (publishes top-quality, informative newsletter)
1

2

3

4

5


Comments



























CHURCH CALENDAR (information accurate, organized, available)
1

2

3

4

5

Comments



























COMMUNICATIONS (prompt, professional distribution of reports and letters)
1

2

3

4

5

Comments



























STAFF RELATIONS (supports Co-Pastors and other staff)
1

2

3

4

5


Comments



























SUPERVISION (trains, “uses” and oversees volunteers when needed)
1

2

3

4

5


Comments



























OVERALL RATING

1

2

3

4

5


Comments



























WORDS OF AFFIRMATION
SUGGESTIONS FOR IMPROVEMENT

Name








Date





                        (known only to HR Committee)

Scale

1=unacceptable

5=outstanding

