DISMISSAL CHECKLIST FOR: _________________________________








(Employee’s Name)

 Brings personal problems to the office

 Does not care about or take pride in his or her job

 Handles the agent’s clients poorly

 Is always late and has a million excuses

 Is disorganized

 Misplaces or loses important paperwork or checks

 Displays negative attitude

 Complains about the work load

 Cannot handle pressure

 Is not capable of growing with the job

 Has poor work habits

 Is dissatisfied with pay because of work load

 Does not pay for herself/himself

 Gossips in the office about agent’s business/personal life

 Cannot perform the job after adequate training

 Is not a team player

 Does not look for ways to bring business to the agent

 Is careless with supplies and expenses

 Is not willing to take on new responsibilities

 Constantly distorts the truth

 Is a slow learner

 Never accepts responsibility for problems

 Never accepts responsibility for mistakes

 Displays improper etiquette

 Wears improper attire

 Loses his/her temper

 Lacks loyalty

 Is dishonest

 Takes all the credit for agent’s success

 Receives personal phone calls at work

This is never an easy task.  We always try to improve and instruct an assistant rather than re-hire.  Never, never be held hostage.  Remember, assistants are replaceable, but search for the one who is irreplaceable.  Set your standards high!

________________________________________

Walter S. Sanford

