Vermilion Association for Special Education

Bookkeeper Evaluation
Name: __________________________________
School Year: 

      _______
Assignment: _____________________________

Date: 


      _______

Contributing Evaluators:
 ___________________

Number of years employed: _______
________________________________________
Formative:

      _______

________________________________________
Summative:  

      _______
I.
Information Collection

A. Feedback from district administration in schools in which the employee has contact
B. Observations of performance of duties

C. Informal contacts – staff meetings, trainings, conversations, etc.
II.
RATING SCALE
VASE evaluation procedures conform to the following rating scale of the Illinois State Board of Education: 

E.   Excellent

P.   Proficient
NI.  Needs Improvement
U.   Unsatisfactory

I/B.  Insufficient Basis to Judge (used in formative evaluation only)

III.  

PERFORMANCE  
Rapport/Interpersonal Relations

A. Develops and maintains rapport and interpersonal relations with 
administrators, VASE personnel, district personnel, and public

E  P  NI  U  I/B
B. Presents appearance and poise appropriate to public schools


E  P  NI  U  I/B
C. Works effectively as part of a team





E  P  NI  U  I/B
D. Accepts constructive criticism






E  P  NI  U  I/B
E. Respects differing opinions






E  P  NI  U  I/B
F. Maintains appropriate emotional control in professional situations

E  P  NI  U  I/B
G. Demonstrates conflict resolution skills




E  P  NI  U  I/B
OVERALL RATING







E  P  NI  U  I/B
Comments:

Recommendations for Remediation:

Communication

A. Demonstrates good listening skills





E  P  NI  U  I/B
B. Oral expression is clear and understandable




E  P  NI  U  I/B
C. Written reports are clear, concise, and in good grammatical form

E  P  NI  U  I/B

D. Uses technology (email) as a communication tool



E  P  NI  U  I/B

E. Reports questions/concerns to immediate supervisor



E  P  NI  U  I/B
OVERALL RATING







E  P  NI  U  I/B
Comments:

Recommendations for Remediation:

Organizational Skills

A.  Organizes time well







E  P  NI  U  I/B
B.  Utilizes work time for maximum efficiency




E  P  NI  U  I/B
C.  Maintains regular attendance





E  P  NI  U  I/B
D.  Is usually on time for work, meetings, and appointments


E  P  NI  U  I/B
E.  Establishes realistic priorities and goals in addressing the workload

E  P  NI  U  I/B
F.  Completes required forms and reports accurately



E  P  NI  U  I/B
G.  Is able to meet timelines for report writing, monthly reports, etc.

E  P  NI  U  I/B
H.  Takes initiative to complete other tasks for the benefit of the organization
E  P  NI  U  I/B
OVERALL RATING







E  P  NI  U  I/B
Comments:

Recommendations for Remediation:

Professional Growth

A.  Keeps abreast of new developments in the profession


E  P  NI  U  I/B
B.  Attends appropriate job related workshops and conferences, or takes 

E  P  NI  U  I/B
coursework to update credentials







C.  Is able to identify own needs for professional growth



E  P  NI  U  I/B


D.  Makes an effort to improve in areas in need of improvement


E  P  NI  U  I/B
OVERALL RATING







E  P  NI  U  I/B
Comments:

Recommendations for Remediation:

Competency 
A.  Displays knowledge of policies and procedures

   

E  P  NI  U  I/B
B.  Has repertoire of office skills


 



E  P  NI  U  I/B
C.  Follows established policies and procedures of VASE



E  P  NI  U  I/B
D.  Complies with all applicable state and federal rules and regulations. 

E  P  NI  U  I/B
E.  Demonstrates competency in assigned responsibilities listed below:
1. Assists Director in grant development




E  P  NI  U  I/B
2. Assists Director in development of Budget



E  P  NI  U  I/B
3. Prepares all financial reports for the board packet each month

E  P  NI  U  I/B
4. Processes and manages payroll





E  P  NI  U  I/B
5. Maintains payroll files for all employees




E  P  NI  U  I/B
6. Collects and manages union dues information in conjunction with 
E  P  NI  U  I/B

union representatives

7. Inputs correct percentages for deductions of employee paychecks
E  P  NI  U  I/B
8. Orientates and assists individuals in the employment process

E  P  NI  U  I/B
9. Maintains Teacher Retirement Service (TRS) records


E  P  NI  U  I/B
10. Manages Section 125 and 403B programs



E  P  NI  U  I/B
11. Completes and submits payroll taxes




E  P  NI  U  I/B
12. Completes state, federal, and unemployment tax reports


E  P  NI  U  I/B
13. Maintains records for unemployment and worker’s compensation

E  P  NI  U  I/B
14. Reconciles daily receipts and prepares deposits and posts to 




general ledger







E  P  NI  U  I/B
15. Maintains investment portfolio in conjunction with Executive Director
E  P  NI  U  I/B
16. Creates weekly, monthly, bi-monthly and quarterly billings

E  P  NI  U  I/B
17. Oversees fund accounts






E  P  NI  U  I/B
18. Maintains fiscal responsibility by keeping expenditures to reasonable 


amount








E  P  NI  U  I/B
19. Balances monthly fund accounts





E  P  NI  U  I/B
20. Balances all bank statements and reconciliations



E  P  NI  U  I/B
21. Collaborates with Treasurer





E  P  NI  U  I/B
22. Manages and oversees grant revenues and expenditures

E  P  NI  U  I/B
23. Processes and manages accounts payable



E  P  NI  U  I/B
24. Reconciles invoices and statements through requisitions


E  P  NI  U  I/B
25. Prepares purchase orders for payment




E  P  NI  U  I/B
26. Prepares accounts payable checks for mailing



E  P  NI  U  I/B
27. Prepares STEP stipend checks





E  P  NI  U  I/B
28. Prepares monthly mileage checks




E  P  NI  U  I/B
29. Keeps track of District in-service budgets



E  P  NI  U  I/B
30. Keeps track of EC classroom budgets




E  P  NI  U  I/B
31. Completes and submits contracts with districts and other companies
E  P  NI  U  I/B
32. Files Medicaid claims






E  P  NI  U  I/B
33. Provides copies of end of the month financial reports to Director

E  P  NI  U  I/B
34. Files expenditure reports online with Illinois State Board of Education
E  P  NI  U  I/B
35. Assists auditors with the End of the Year Audit



E  P  NI  U  I/B
36. Updates accounting program as needed




E  P  NI  U  I/B
37. Integrates new budgets and budget amendments into accounting system
E  P  NI  U  I/B
38. Manages fixed asset inventory, including tagging and database entry for 


all VASE programs






E  P  NI  U  I/B
39. Collects billing data from postage meter and copy machines

E  P  NI  U  I/B
40. Maintains files for workmen’s compensation and work related injuries
E  P  NI  U  I/B
41. Develops and maintains supply of business forms


E  P  NI  U  I/B
42. Fax/mail purchase orders and requisitions as approved


E  P  NI  U  I/B
43. Follow-up on orders not received in timely fashion


E  P  NI  U  I/B
OVERALL RATING







E  P  NI  U  I/B
Comments:

Recommendations for Remediation:

IV.
OVERALL RATING (determined following the Summative Evaluation)
 

___  
Excellent

___
Proficient
___
Needs Improvement
___
Unsatisfactory

SIGNATURES

___________________________________

___________________





Director







Date

A copy of this evaluation has been given to me, and I understand that a copy shall be placed in my personnel file.  I also understand that any written reply to this evaluation that I supply within thirty (30) days will be attached to this form in my personnel file and become a permanent part of the evaluation report.

____________________________________

____________________

Signature of Professional Evaluated


Date

