FINANCIAL SECRETARYS REVIEW

Year





Name








Briefly describe your contact with this employee:





































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

QUALITY OF RECORDS (accurate and professional records)
1

2

3

4

5

Comments



























CLARITY OF STATEMENTS (staff and session have understandable statements)
1

2

3

4

5

Comments



























PAYROLL AND TAXES (accurate records, timely reports)
1

2

3

4

5

Comments



























BEQUETHS AND GIFTS (confidential, accurate, “thank yous” sent)
1

2

3

4

5

Comments



























WORSHIP BULLETINS (professional)
1

2

3

4

5

Comments



























ATTITUDE (performs all duties in positive manner, supports staff)
1

2

3

4

5

Comments



























CONFIDENTIALITY (keeps financial info completely confidential)
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

