Job Title:
Secretary 

Reports to:
Manager

Job Duties:

· Prepare departmental reports 

· Answer telephone for department and route calls as necessary

· Deal with customers politely and efficiently

· Set-up meetings and take notes as needed
· Maintain office area and equipment 
· Organize company meetings and social functions as directed

· Keep schedule for all office conference rooms 

Job Specifications:

· High school diploma

· Basic computer skills and familiarity with Microsoft Office products

· Ability to handle a multi-line telephone

· Good communication skills
· One year office experience 

Main Company Goals for next year:

· Be more responsive to our customers
· Increase efficiency of internal operations by 5%

· Investigate new product line for foreign markets

ACME Performance Appraisal

Employee: __________________________
Date: __________________________

	
	Needs Improvement
	Below Average
	Average
	Above average
	Superior

	Knowledge of duties


	  
	
	
	
	  

	
	Comments:



	Accuracy of work


	 
	
	
	
	 

	
	Comments



	Taking initiative


	  
	
	
	
	 

	
	Comments:



	Attention to detail


	  
	
	
	
	 

	
	Comments:

	Promptness


	
	
	
	
	 

	
	Comments:



	Willingness to take on responsibilities


	
	
	
	
	 

	
	Comments:

	Cooperation with others


	 
	
	
	
	 

	
	Comments:



	Effort
	
	
	
	
	

	
	Comments:



	Developing new skills
	
	
	
	
	

	
	Comments:



	Dependability


	
	
	
	
	

	
	Comments:

	Progress on Goals


	
	
	
	
	

	
	Comments:



	Overall Performance
	
	
	
	
	

	
	Comments:


ACME Performance Appraisal

Goals for Next Year

1. __________________________________________________________________ 

2. __________________________________________________________________

3. __________________________________________________________________

Employee Comments:
_____________________________________________________________________________________________ 

_____________________________________________________________________________________________

Employee Signature: __________________________ Supervisor:
 ____________________________
Date: _______________________________________

___________________________
