Administrative Services Questionnaire

American Embassy Bern

Name:  ___________________ 
Agency:  ____________________


             (optional)                                                                          (optional)


We seek your assistance in evaluating the performance of administrative services.  Confidentiality is assured for your responses, so please be candid.  Statistical summaries will be provided so that good performance can be recognized and problem areas improved.


The following scoring scale will be used.  Detailed comments are welcome


Rating Scale:  

Poor              Fair       Good      Excellent




1     2     3     4     5      6     7      8     9     10

1.  Overall management of Administrative Section    1     2     3     4     5      6     7      8     9     10


Comment:  ______________________________________________________________
______________________________________________________________________________


2.  Responsiveness of Administrative Section            1     2     3     4     5      6     7      8     9     10


Comment:  ______________________________________________________________
______________________________________________________________________________


3.  Suitability of your housing                                       1     2     3     4     5      6     7      8     9     10


Comment:  ______________________________________________________________
______________________________________________________________________________


4.  Equity and administration of post housing 

     program                                                                   1      2     3     4     5      6     7      8     9     10


Comment:  ______________________________________________________________
______________________________________________________________________________


5.  Suitability of Government-provided household 

     furnishings                                                                1     2     3     4     5      6     7      8     9     10


Comment:   ______________________________________________________________
______________________________________________________________________________


6.  Quality of maintenance and repairs on housing
   1     2     3     4     5      6     7      8     9     10 


Comment:  ______________________________________________________________
______________________________________________________________________________

7.  Efficiency of customs and shipping services            1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
______________________________________________________________________________

8.  Quality and maintenance of office furniture and

     equipment 
                                                            1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
______________________________________________________________________________

Administrative Services Qustionnaire – P. 2


Rating Scale:  

Poor              Fair       Good      Excellent




1     2     3     4     5      6     7      8     9     10

9.  Adequacy of expendable office supplies                1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
______________________________________________________________________________

10.  Dependability and usefulness of motor pool

       operations

              1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
______________________________________________________________________________

11.  Maintenance/upkeep of motor pool vehicles         1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
______________________________________________________________________________

12.  Maintenance and upkeep of Chancery


(Embassy Building)_                                         1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
______________________________________________________________________________

13.  Attention to fire and safety measures                      1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

14.  Overall management of general services functions 1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

15.  Timeliness of voucher processing                            1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

16.  Quality of B/F services (excluding cashier)             1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________ 

17.  Adequacy of cashiering services                             1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________                            

18.  Awareness of employee awards programs          1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

Administrative Services Qustionnaire – P. 3


Rating Scale:  

Poor              Fair       Good      Excellent




1     2     3     4     5      6     7      8     9     10

19.  Helpfulness of Personnel services section           1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

20.  Security awareness of American personnel         1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________ 

21.  Adequacy of overall security measures               1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________    

22.  Performance of Marine Security Guards             1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________     

23.  Efficiency of post telecommunications services  1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

24.  Internal telephone services at post                        1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

25.  Personal mail services                                           1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

26.  Adequacy of post computer services                     1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

27.  Overall management of the medical 


information/services program                           1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________                           

28.  Usefulness of orientation program                         1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

29.  Quality of schooling for dependent children         1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

Administrative Services Qustionnaire – P. 4


Rating Scale:  

Poor              Fair       Good      Excellent




1     2     3     4     5      6     7      8     9     10

30.  Helpfulness of the Community Liaison Office   1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

31.  Opportunities for dependent employment          1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

32.  Fairness of dependent hire practices                   1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

33.  EEO sensitivity (race/age/gender) at post           1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

34.  AEA activities and management                         1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

35.  Usefulness of monthly community newsletter    1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

36. Usefulness of weekly community updates            1    2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

37.  Efficiency of post language program                   1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________ 

38.  Post attentiveness to waste, fraud and 


mismanagement
             1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

39.  Your overall job satisfaction
             1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

40.  Overall morale at post                                          1     2     3     4     5      6     7      8     9     10    


Comment:  ______________________________________________________________
_____________________________________________________________________________

