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A guide for self-evaluation

.

Evaluating Your Work as a
Church Secretary

Studies indicate that employees
want to know how they are doing.
Many companies have an annual per-
formance evaluation for some em-
ployees. While this meeting may
create tension for some people, when
it is done in a thoughtful way, it can
enhance both performance and rela-
tionships within the workplace. In
this issue, we will examine some is-
sues related to work evaluations of
church secretaries.

Four Reasons To Do
An Evaluation

Evaluations can be done for a va-
riety of reasons including the follow-
ing: (1) for improvement, (2) to
make changes; (3) to assess perform-
ance; or, (4) to solve problems.
While people are most familiar with
performance evaluations, let’s briefly
look at each reason.

1. Improvement. An evaluation
can help identify areas that need im-
provement. The focus is not solely
on individual performance, but upon
how the entire work environment
functions. For example, an evaluation
may indicate that the communication
between the pastor and secretary
needs to be improved, or that for
work to improve, new equipment is
needed.

2. To Make Changes. An evalu-
ation can be done to determine if
policies, procedures, and perform-
ance are adequate, or if changes need
to be made. For example, can the
secretary do all the assigned work in
the time available, or is additional
help needed? What changes, if any,
need to be made so that work is sat-
isfactorily completed?

3. To Assess Performance.
Often, evaluations are done six
months after an employee begins to
assess progress, clarify needs, and al-
ter procedures if necessary. Perform-
ance appraisals then reoccur on an
annual basis, where both boss and
employee give feedback .to each
other with the goal of enhancing em-
ployee effectiveness.

4. To Solve Problems. Some-
times an evaluation will be initiated
to solve a problem. The focus is to
identify the causes of and possible
solutions to the problem.

The tools in this issue can help you
begin a self-evaluation. Take time to
complete the rating scales found on the
following pages. You may want to do
them solely on your own, or with the
assistance of your boss.

Once completed reflect on your
findings in light of the four reasons
for doing an evaluation. And then,
best wishes for your personal growth
for this new year of 1998
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Practical Application

Seven skill categories for self-analysis

How to Use
the Rating
Scales

1. After you have completed the
self-appraisal scales, make a list of
those work areas that you have de-
termined need improvement,

2. Subdivide your list into the
following categories:

¢ improvements that can be
made on my own,

s improvements that will re-
quire the cooperation or assis-
tance of my boss;

o improvements that will re-
quire the cooperation of
church members;

s improvements that will re-
quire new or additional equip-
ment;

e improvements that will re-
quire a redefinition of my re-
sponsibilities or authority;

«  improvements that will re-
quire farther training or educa-
tion.

Some of the areas on your list may
fall inte mozre than one category.

3. Develop a plan for personal
growth.

(a) Start with areas that you can im-
prove on your own, Identify what
changes you can make that will lead to
personal performance iimprovement.

(b) Identify what you consider to
be three or four other work areas in
which you want to see improvement,
but which require outside assistance
{the last five bullets in the list above).
Discuss with your boss why you be-
lieve such improvements are impor-
tant, and together identify how such
improvements might occur.

4. Remember that seclf-assess-
ment should not be confused with
seif-worth. While a person who does
well at work can develop positive
feelings of personal achievement, we
must always recognize that God loves
us not on the basis of what we do, but
kac:cepts us and receives us as we arc.

Tools for Performing A
Self-Evaluation

The following scales divide the secretary’s job into seven skill categories: (1)
clercal skills; (2) communication skiils; (3) human refation skills; (4) ministry
skills; (5) organizational skills, (6) technical skills; and (7) accounting skills. The
scales are designed to be used in a personal self-evaluation with respect to each
category (consider such factors as attitude, effort, knowledge, accuracy, flexibility
and productivity). Complete the sections applicable to your woik.

1. Clerical Skills

Exceilent Satisfactory  Improvement
Needed

1. Filing 1 2 3 4 5
2. Typing 1 2 3 4 5
3. Taking dictation 1 2 3 4 5
4. Handling the telephone 1 2 3 4 5
5. Writing 1 2 3 4 5
6. Following instructions 1 2 3 4 5
7. Using office equipment 1 2 3 4 5
8. Maintaining church calendar 1 2 3 4 5
9. Overseeing petty cash 1 2 3 4 5
10. Scheduling appointments 1 2 3 4 5
11. Disbursing and keeping

track of church keys I 2 3 4 5
12, Taking minutes I 2 3 4 5
13. Typing financial reports I 2 3 4 5
14. Typing annual reports 1 2 3 4 5
15. Maintaining membership

records 1 2 3 4 5
16, Preparing church

directory 1 2 3 4 5
17. Handling mail 1 2 3 4 5
IX. Communication Skills
A. Collecting Information
1. Collecting information from church staff

{a) about my work i 2 3 4 5

(b) about their schedule 1 2 3 4 5

(¢) for bulletin/newsletier 1 2 3 4 5

(d) for church calendar 1 2 3 4 5
2. Collecting information from ministry leaders

(a) for bulletin/newsletter 1 2 3 4 5

{(b) about tasks they want

me to do 1 2 3 4 5

(¢} for church calendar 1 2 3 4 5
3. Collecting information from congregational members

(a) for directory—names,

address, phone, ¢ic. 1 2 3 4 5

(b) other—binths, deaths,

baptisms, confirmations 1 2 3 4 5

(c) for bulletin/newsletter 1 2 3 4 5
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B. Storing Information Excellent Satisfactory  Improvement Reducing anxiety
Needed
1. Filing system 1 2 3 4 5
2. Phone messages i 2 3 4 5 A N t t
3. Calendar 1 2 3 4 5 o e 0
4. Building usc I 2 3 4 5 th B
5. Things to do 1 2 3 4 5 e oss
6. Record keeping Normally, the boss is involved in
(a) hospital 1 2 3 4 5 the performance appraisal involving
(b) church keys i 2 3 4 5 his or her secretary. Below are a few
(c) borrowed property 1 2 3 4 5 basic guidelines that can help reduce
(d) church finances 1 2 3 4 5 the anxiety that a performance ap-
(e) congregational giving 1 2 3 4 5 praisal may cause.
(f) membership 1 2 3 4 5 1, Determine in advance the pur-
(g) minutes 1 2 3 4 3 pose of the appraisal. Is it to plan
C. Disseminating Information goals, to review salaries, to identify
: training needs, 1o improve perfonm-
1. Congregation ance, to evaluate procedures, a combi-
(a) church bulletin 1 2 3 4 3 nation r)01” the above, or for some other
(b) church newsletter i 2 3 4 5 feason!
(c) bulletin boards 1 2 3 4 5 2. Clarify the basis for the ap-
(d) church directory 1 2 3 4 5 praisal in advance.
2. Public Service Example: Pastor Green and Jan
g;% I;;:;gp apet i % z i g the church secretary, look over the
telovision 1 5 5 4 < enclosed rating scales together. The
© ‘ - section on public service advertising
3. Boss/staff ' catches Pastor Green's affention.
(a) staffl meetings 1 2 3 4 5 “Jan,” Pastor Green says, “Sarah
{b) memos 1 2 3 4 5 (the former secretary) always put in-
(¢) written messages 1 2 3 4 5 Jormation in the newspaper about our
4.  Ministry Leaders ‘ special services. That's really some-
{(a) generl communication 1 2 3 4 3 thing you should be doing foo.”
D. Follow-Up The point is that Jan can only be
expected to give information to the
1. 1stay up-to-date on newspaper i she is told in advance
Ch““*!‘ ai:uvmes 1 2 3 4 5 that it is part of her responsibilities.
2. Iregularly touch bases The performance appraisal may assist,
with my boss 1 2 3 4 5 however, in helping to identify needs
I11. Human Relation Skills that require future attention. As a re-
sult, the secrelary’s responsibilities
1. Greet visitors in a may undergo some redefinition.
friendly manner 1 2 3 4 5 . .
2. Maintain pleasant 3. Provide oppertunity for the
telephone voice 1 2 3 4 5 secrefary to give input and feed-
3. Maintain confidentiality 1 2 3 4 5 back. A performance appraisal should
4. Screen telephone calls 1 2 3 4 5 not be a’'one-sided event. Both pastor
5. Screen access to boss 1 2 3 4 5 and secretary need an opportunity to
6. Stay calm in an emergency 1 2 3 4 5 share their thoughts and feelings. Not
7. Work well with others 1 2 3 4 s only does this make the process more
8. Show empathy 1 2 3 4 S fair, but it strengthens the working re-
9. Control emotions 1 2 3 4 5 lationship. Open communication and
10, Ability to be assertive 1 2 3 4 5 cooperative problem solving are keys
1V. Ministry Skills to personal growth and enhanced job
performance.
1. Pray with others i 2 3 4 5 ) wical a nl
2. Res);)ond to transtents ] 2 3 4 5 4. Make the xlppf"dlbdl a planned,
3. Ability to make referrals 1 2 3 4 5 roqtnlle cvclr(lt. D.Or’ll(t coxt\lgiucll an ag-
4. Discern needs 1 2 3 praisal as a Kiec-Jelk reaction 10 prob-
5. Ability to encourage others 1 2 3 i g lerns. That ap;;rqach increases ten-
6. Knowledgeable about the sions and anxieties. Rather, conduct
church’s mission 1 2 3 4 5 continued on page 4
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V. Organizational Skills The Boss
Excellent Satisfactory  Improvement continued from page 3
Needed performance appraisals on a regular
1. Break down complex tasks basis such as once a year.
into manageable smaller ) )
tasks 1 9 3 4 5 5. Work at reducing defensive-
2. Organize work 1 9 3 4 5 ness. Ma;ly employees will naturally
3. Maintain adequate be defensive concerning any kind of
fi i 1 9 3 4 5 appraisal. They anticipate being told
O1LICE SUpphics what they do wrong, which in tum
4. Set up procedures to has a direct negative impact on their
collect, store, retricve, self-esteem. But if the appraisal time
and disscminate can have a positive focus, and is
information 1 2 3 4 5 viewed as a time for sharing ideas,
5. Ability to recruit, train reviewing goals, solving problems,
and use volunteers 1 2 3 4 3 and providing mutual feedback, the
6. Ability to organize office outcomes can be very positive
layout for efficiency Therefore, the b_oss should work at
and effectiveness 1 2 3 4 5 shaping expectations for the perform-
7. Ability to make decisions 1 2 3 4 5 ance appraisal as a time for personal
8 Ability to assess nceds, grm:;tI} ;ather than as a time for per-
identify goals, implement sonal judgment.
plans, and assess outcomes. 1 2 3 4 5
VL Technical Skills
1. Ability to use church
equipment 1 2 3 4 5
2. Ability to diagnose
problems and make routine
Tepairs on equipment i 2 3 4 S
VIL. Accounting Skills
1. Understanding of basic
accounting principles 1 2 3 4 5
2. Maintain a general ledger 1 2 3 4 5
3. Prepare financial
statements 1 2 3 4 5
4.  Maintain giving records 1 2 3 4 5
5. Prepare federal and state
tax forms 1 2 3 4 5
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