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	Cód
	
	LA6
	
	

	
	

	FORMULARIO DE EVALUACION DEL PERSONAL ADMINISTRATIVO
ADMINISTRATIVE PERSONNEL EVALUATION FORM





	

	
	
	

	Asunto / Topic:
	Evaluación de los asistentes, contadores y abogados / Evaluation of the assistants, accountant and lawyer of Bio Latina

	

	Lugar / Place:
	Lima
	Perú
	Date:
	
	

	
	
	

	N°
	Nombre / Name
	Código / Code
	Cargo / Position

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	


	N°
	Asunto / Topic
	*Código de los participantes

Participants codes

	
	
	
	
	
	
	
	
	

	1
	Conocimiento del proceso de certificación y calidad

Knowledge about certification and quality management system
	
	
	
	
	
	
	

	2
	Conocimiento e identificación con los objetivos y políticas de Bio Latina

Knowledge and identification with Bio Latina’s objectives and policiess
	
	
	
	
	
	
	

	3
	Garantiza la confidencialidad de la documentación, información y de servicios prestados

He guarantees the confidentiality of the documentation, information and of served
	
	
	
	
	
	
	

	4
	Da a conocer los posibles conflictos de interés 

He presents the possible conflicts interest
	
	
	
	
	
	
	

	5
	**Cumplimiento de sus funciones

**Compliance with his responsibilities.
	
	
	
	
	
	
	

	6
	Cumplimiento con los procedimientos de Bio Latina de acuerdo a su cargo

Compliance with the procedures of Bio Latina related to its position
	
	
	
	
	
	
	

	7
	Uso adecuado de formularios del sistema de calidad

Correct use of forms
	
	
	
	
	
	
	

	
	Otras características / Other characteristic:
	
	
	
	
	
	
	

	8
	Se comunica con el operador en una forma sencilla y clara

He communicates with the operator in a simple and clear form
	
	
	
	
	
	
	

	9
	Es confidencial y respetuoso con sus interlocutores y no emite juicios apresurados

He is confidential and respectful with his interlocutors and He does not emit hurried judgments
	
	
	
	
	
	
	

	10
	En la comunicación utiliza todos los medios disponibles (lenguaje oral, escrito y corporal) para mantener una charla amena

In the communication he uses all means available (oral language, written and corporal) to maintain pleasant conversation
	
	
	
	
	
	
	

	11
	Tiene habilidad para recolectar la máxima información posible de los operadores

He has ability to collect the maxima possible information of the operators
	
	
	
	
	
	
	

	12
	Es honesto y veraz en su trabajo

He is honest and truthful in his work
	
	
	
	
	
	
	

	13
	Reporta todos los casos de sospecha o fraude a BIO LATINA

He reports all the cases of suspicion or fraud to BIO LATINA
	
	
	
	
	
	
	

	14
	Conoce los aspectos sociales, económicos, políticos y culturales de los operadores 

He knows social, economic, political and cultural aspects of the operators
	
	
	
	
	
	
	

	15
	Tiene una visión de políticas ambientales

He has a vision of environmental policies
	
	
	
	
	
	
	

	
	Quejas / complaints
	
	
	
	
	
	
	

	16
	Hace conocer a BIO LATINA cualquier tipo de quejas de los operadores y otros

He makes know BIO LATINA any type of complaints the operators and others
	
	
	
	
	
	
	

	17
	El operador se ha quejado sobre el desempeño o actitud del personal 

The operator has complained on the performance or attitude the personnel
	
	
	
	
	
	
	


**Responsabilidades / Responsibilities
Consultor contable / Accounting Consultant
-  To advise to the Management in the elaboration of countable and financial information.
Consultor legal / Legal Consultant
-  To advise to the Management in all legal aspects.
Asistente / Assistant
-  Supports the national representative in all his activities
-  Keeps constantly in touch with BIO LATINA´s headquarters

-  Keeps files (physical and data base) updated

-  Keeps records of incoming and outgoing documentation

-  Checks if contracts and documentation are updated

-  Organizes and provides documentation for inspections

-  Keeps record of the appeals

-  Prepares list of operators

-  Engaged in improving BIO LATINA´s quality management on a regular basis

-  Complies with BIO LATINA´s procedures
OBSERVACIONES A LOS EVALUADOS Y MEDIDAS CORRECTIVAS

OBSERVATIONS AND CORRECTIVE MEASURES

	NOMBRE DEL EVALUADO

NAME OF THE EVALUATED
	OBSERVACIONES

OBSERVATIONS
	MEDIDAS CORRECTIVAS

CORRECTIVE MEASURES

	
	
	

	
	
	


	Firma / signature:
	
	
	
	

	Nombre(s) evaluador(es)

Evaluator(s) name
	
	
	
	


*: 1 – Bueno/Good; 2 – Debe mejorar / Must be improved;  3 – No conforme /  Non-compliance; N/A –  No aplica / Non-applicable 
La evaluación fue realizada por el Gerente y los representantes / The evaluation was made by the Managing Director and Representatives 
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