1/16

The weekly schedule Virginia needs to keep for the conference room was wrong again. Two groups had been booked into the room for meetings and had to be delayed while another room was found. Virginia was rude and uncooperative in helping the people.  
1/17 and 1/18

Virginia early
1/23

Received compliment from other manager that Virginia had pitched in to help a new secretary get information prepared for a sales meeting. Apparently Virginia found her struggling in the copy room and helped her out so everything would be ready for the meeting. Both the new secretary and the sales staff said that they couldn’t have done it without Virginia’s help. 

2/7

Just got back from a meeting with my boss. Apparently the files I asked Virginia to send up to her office never arrived last week. Virginia received written instructions from me on what and how to do it, but never performed. I talked with her, and she didn’t remember the memo. Turns out it was lying on her desk.

2/24

I had to develop a new procedure and check-out form for the office to use for the laptop computer and projector. Virginia started crying when I asked her to do it and didn’t know what to do. I decided to assign it to someone else.
3/18

Steve Holden, Manager of Office Support, reported that Virginia has been wonderful about covering other department’s work when other secretaries are gone on vacation.  
4/2

The morale has been low lately as everything is busy with taxes and working long hours. Without being asked, Virginia came in early to decorate the break room with a tropical theme and brought in treats for everyone. It was a nice touch to boost spirits. 

4/20

Virginia was early to work and stayed late to finish a report for me without being specifically asked to do so. She did a really great job.

5/4

Observed Virginia ignoring two customers trying to find someone in the office. They were wandering around, obviously lost, for almost five minutes while Virginia ignored them. I reminded her that every employee needs to be friendly and helpful to customers. She said she was busy on a required report for me and didn’t realize they needed help.

5/30

The company picnic was today during the lunch hour. Virginia developed a signup sheet for our department for attendance, and organized a softball team. This is a task she has done every year, and she does a great job each time. 
6/7

Suggested that Virginia take a class being offered through our Chamber of Commerce on secretarial skills in the new millennium. She said that she couldn’t take night classes. 
7/7

Received phone call from customer who had been helped greatly by Virginia.

7/24

Ended up staying late last night to type up minutes from a meeting. Virginia did not want to do this, and I felt that it was easier to just do it myself than argue with her.  
8/14

Received compliment from customer on how nice Virginia was on the telephone. Apparently she gave out perfect information and was very friendly.
9/29

Bought a new color printer for everyone’s use in the office almost a month ago. Had expected Virginia to take ownership of the machine and check paper supply, toner cartridge, etc, as this is a job duty in her job description. Asked Virginia today if she has ever looked at or used the machine. She said no. I suggested that she take ownership of the machine, and she asked if that was direct order. I said yes.
10/13

Virginia completed a major project for us today with good accuracy. She put together a listing for each customer and what he/she had ordered over the past twelve months. This will help us to forecast sales for the next year.

10/29


Irate customer called and complained that Virginia refused to help him on the phone. She answered the call, but did not know where it should be routed. Refused to do anything for the called and disconnected. I talked with Virginia about helping customers. 

11/12

Virginia has been friendly and helpful since the first part of the month. 

12/3

Follow up on new color printer. The machine ran out of ink today, and
 Virginia said that she had nothing to do with it. I had to remind her 
that she is responsible for the machine and asked her to order a new 
ink cartridge. 
12/18

Virginia organized the office Christmas party without being asked and did a great job.  She handled invitations, food, entertainment, and presents very well. I received lots of compliments from employees. 
3/7


Virginia late








3/19, 4/23, and 5/29


Virginia late





10/10, 11/1





Virginia late








