JOB PERFORMANCE EVALUATION FOR

GENERAL ADMINSTRATOR

    I.  Administrative information

Name of evaluee:





   SSN:   ___________________

DOB:  



 
Evaluation period from  __________ (dd/mm/yy) to  __________ (dd/mm/yy).

II.  Job Description

The General Administrator (GA) is the Chief Executive Officer of College Houses and as such will provide the expertise and administration required for the routine occurrence of the planning, organizing, monitoring, and communication functions within the College Houses system.  The GA is responsible for the daily operation of College Houses and will provide the expertise, monitoring, and day to day coordination needed to support the operations (maintenance, labor, kitchen, food buying) of the various houses.  The GA is the Registered Agent of College Houses and the primary advisor to the board.  (References:  Board Policy Manual, par. 2.5; Job Description in dated 00/00/00).

III.  Performance evaluation for rating period .

Ratings – U = Unacceptable, N = Needs Improvement, A = Acceptable, E = Excellent

Areas of Responsibility

Area






     


           Rating



A. Resource person
	1. Serves as the primary resource person for the Board of Directors in the management functions outlined in the opening paragraph, including:

a. Meeting with the board, staff and committees.

b. Coordinating internal work plans to support the administration of College Houses.

c. Coordinating work plans to support board goals and objectives.

d. Systematically auditing the execution of the work plans.

e. Maintaining a responsible budget process.

f. Encouraging the flow of information within College Houses.
	

	2.  Serves as primary resource person in the area of operations and facilities for the houses and joint committees and officers, including:

a. Providing regular house operations training sessions.

b. Maintaining operations and training materials and manuals.

     1) Budgeting

     2) Planning

     3) Monitoring house operations
	


B. Maintain necessary staff support.
	1. Hires and fires paid staff, contractors or volunteers in the office.
	

	2. Directs and evaluates the central staff in accordance with the job descriptions, work plans, and board directives.
	


C. Administrative support.

	1. Maintains corporate information in a current and easily accessible manner.  This includes:

a. Oversight of corporate filing system

b. Maintaining a policy notebook

c. Maintaining a corporate calendar.
	

	2. Maintains, monitors and reports on relationships with local and national organizations.
	

	3. Provides assistance to and carries out board decisions in such areas as:

a. Acting as the agent for College Houses.

b. Coordinating with attorneys and other outside professionals as well as all government agencies.

c. Acting as spokesperson for College Houses.

d. Being responsible for insurance policies.
	


D. Facilities and operations support.
	1.  Manages the Capital Improvement Program.
	

	2.  Solicits bids, oversight of contracts and obligating funds.
	

	3.  Oversees house maintenance.
	

	4.  Oversees of availability of tools and supplies.
	

	5.  Ensures College Houses has all necessary permits and licenses.
	

	6.  Monitors and reports on house maintenance and capital improvement needs of College Houses and on the operation of each house.
	

	7.  Monitors and reports on fire safety within College Houses.
	

	8.  Monitors house operations.
	


General  dimensions of performance.

	Ethical judgment and demeanor.
	

	Professionalism.
	

	Communication skills.
	

	Accessibility to members and co-workers.
	

	Technical skills and proficiency.
	


	Goals for Rating Period: 


	Notable Strengths: 


	Recommendations for Improvement: 


	Other Reviewer Comments: 


	Employee Comments: 


Reviewer Signature: _____________________________
Dated: ________________

Employee Signature: ____________________________
Dated: _________________
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