








March 24, 2000

To:

Country Team

From:
Administrative Counselor 

Subject:
Survey of Administrative Services

Attached is a brief survey covering administrative services at Post.    It is being circulated primarily to country team members, although some additional mission members will be queried.  To assist, I have included the name/s of the Americans working in the section and a brief description of the section’s responsibilities.   You are being asked to rate each section on three criteria and then provide a final rating.  The final rating does not have to be the average of the other three scores and should reflect your evaluation of the section as a whole.  If you low-rank a section in any area, I would especially appreciate comments giving me some idea of what you think the problem is.  If you are unable to fill this out, please pass to a member of your staff.    Surveys should be returned to the administrative section by COB April 3.  Anonymous responses are preferred.

Thanks to all for their cooperation.

Survey

Of Administrative Services

Please rate each office on a scale of one to five (five being the highest score).  Additional comments would be appreciated.

Office of the Administrative Counselor:

(Insert Name) – General mission management, oversight of administrative section,  ICASS operating officer,  trouble shooting/problem solving/complaint resolution

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments:

Community Liaison Office

(Insert Name) – Orientation, community resources, school liaison, bus schedules, special events.

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments:

Financial Management Center

(Insert Name) - Financial management, budget preparation, cashiering, voucher processing, bill paying

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments:

General Services Office

(Insert Name) - Motorpool, procurement, contracting, customs clearances, delivery of  shipments, automobile registration

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments:

Facilities Maintenance 

(Insert Name)  - Housing make-ready,  maintenance work-orders, building upkeep,  grounds upkeep. (Note: Facilities Maintenance is part of GSO, but a separate rating would be appreciated.)

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments:

Health Unit

(Insert Name) – Patient care, preventative medicine, public health, referrals

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments:

Information Management

(Insert Name) - All information services including classified system, OpenNet, internet LAN, mailroom, switchboard, hardware, software, help-desk.

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments 

Personnel Office

(Insert Name) - All personnel issues, salaries/benefit, check-in, employee recruitment, job classifications, evaluations, awards, language program

Customer Service Orientation

__________

Overall Score: _________

Responsiveness


__________

Quality of Work


__________

Comments:

