PERFORMANCE EVALUATION

ARROWHEAD LIBRARY SYSTEM

Administrative Assistant

June 1, 2005

The following is a list of performance areas that reflect the function responsibilities of the Administrative.  The list is adapted from the Job Description of Administrative Assistant.  Under each heading are specific examples for each functional responsibility as listed under each of the performance areas.

Following is the scale to rate each performance area:


1 – below requirements


2 – meets requirements


3 – exceeds requirements


4 – outstanding

Responsibilities – daily (not inclusive):

1. Prepare materials for delivery on the ALS van, sorting all delivery materials coming in from other libraries.

2. Answer phone; screen incoming calls serves as receptionist.

3. File documents & correspondence.

4. Sort and distribute mail

5. Photocopy

6. Update & maintain databases.

7. Enter & format on computer: letters, minutes, agendas, etc.

8. Maintain personnel records.

9. Prepare voucher & invoices

10. Petty cash.

11. Receive any incoming packages.

12. Maintain supplies.

13. Monitor expenditures in office-related categories of the budget.

14. Answer questions from member library staff.

15. Route journals & periodicals to ALS member libraries.

16. Contact periodical suppliers regarding missing issues.

17. Handle arrangements for meetings.

18. Keep records of photocopying for grants.

19. Support activities associated with grants.

20. Maintain photocopy record of money paid to the ALS libraries.

21. Stay current on any benefit changes.

22. Other duties as assigned.

Evaluation of the Daily Responsibilities of the Administrative Assistant:   

Responsibilities – Special or Occasional (not inclusive):

1. Reconcile petty cash – monthly

2. Mail accounts payable checks – monthly.

3. Submit monthly grant reports.

4. Record vacation & sick time earnings for staff – biweekly

5. Quarterly unemployment compensation report

6. Calculate wellness time earned for staff – once per year.

7. Prepare paperwork & record checks sent to the county.

8. Cash petty cash check once a month at County Treasurer’s office.

9. Affiliate libraries – related job functions – contracts, invoices.

10. Prepare biweekly payroll information.

11. Submit mileage vouchers for staff & board members.

12. Prepare mailing for monthly ALS board meeting & Librarians meeting.

13. Organize updating & printing of ALS Directory of Libraries.

14. Track schools opening & closing dates for delivery purposes.

15. Arrange maintenance of office equipment.

16. Maintain database for ALS Board History.

17. Maintain & update labels for ALS libraries & ALS Board.

18. Track copies on photocopier for monthly billing.

19. Set up van delivery dates, make new schedules for libraries & nursing homes.

20. Order, distribute & invoice Summer Library Program materials.

21. Maintain key inventory for office.

22. Update retention policy.

23. Update Personnel Policy manual as needed.

24. Submit annual cost of living pay increases to County using their PD3 form when instructed by Director.

25. Prepare resource library payment & send.

26. Prepare Brodhead library payment & send.

27. Prepare Whitewater library payment & send.

28. Distribute magazine routing to ALS libraries to confirm who reads.

29. Send letters of exemption to municipalities.

30. Type information into timesheets for upcoming year, entire staff.

31. Substitute for van driver when necessary (substitute not available).

32. Do delivery survey 3 times per year.

33. Schedule maintenance on van (tires, brakes).

34. Coordinate special ALS functions (Legislative day, ALS bus trip, etc.).

Evaluation of Special or Occasional Duties:  

Responsibilities – Special or Occasional continued:

35. Participate in S.O.M.B.A.W. – two meetings per year.

36. Coordinate with Rock County Sheriff’s Department for delivery of reading materials.

37. Distribute All-Library mailings.

38. Work with insurance carrier when necessary.

39. Maintain equipment and office inventory.

40. Organize files in storage area in basement.

Other duties as assigned

Evaluation of Special or Occasional Responsibilities: 


