Optional

	23. Agency/Departmental Objectives
	24. Measures for Agency/Departmental Objectives

	A. Planning/Analytical Skills/Decision Making Factors


	Independently manages time wisely, adhering to college deadlines and ensuring timely delivery of services during peak periods 

Establishes daily priorities and makes adjustments to accommodate PSoft project and management requests, communicates problems and conflicts to supervisor 

Maintains highly organized work station/office; and properly record/document work actions, special requests, and problems for improved handling in the future or to aid in research 

Utilizes sound judgment based on thorough knowledge of policy, procedures, and course offering to respond to information requests and policy interpretation 

	B. Communication/Interpersonal Skills


	Demonstrates a high level of customer service skills at all times, provides assistance as needed to meet the customers level of understanding and needs; refers customers to supervisor for additional assistance based on assessment of needs; follows up on special requests to ensure customer satisfaction. 

Provides a high level of cooperation and assistance, as requested, in order to assist other members in the work unit. 

Resolves internal and external customer questions and requests in a timely, accurate and courteous manner 

Establishes a positive and professional working relationship with all college personnel 

Effectively expresses ideas orally and in writing as required to perform assigned job. 

Participates in unit’s staff meetings or conducts unit staff meetings in order to foster open communication of information among staff 

	C. College Goals and Objectives


	Learns and understands college’s mission, vision and values 

Learns and understands the college’s strategic priorities and objectives 

Exemplifies the college’s leadership expectations and demonstrates leadership skills in daily work activities 

Increases knowledge of academic and service offerings of the college 

	D. Attendance and Punctuality


	Reports to work as scheduled 

Submits requests for leave in advance, seeks supervisor approval before taking leave 

If unable to report to work, contacts his/her supervisor prior to the start of the employee’s work schedule


	E. Safety


	Follows established safety practices at all times. 

Corrects unsafe work practices immediately; cleans up minor safety problems or blocks off area until help arrives 

Contacts housekeeping, maintenance, and/or security staff to report unsafe environmental issues immediately 

Reports all employee accidents to supervisor and the College’s Human Resource Office 

Makes suggestions to improve employee work areas to supervisor 



	F. Diversity

Germanna embraces diversity as encouraging and promoting positive interactions that value the similarities and differences of all people in achieving our common goals


	Promotes and practices workplace behaviors in support of college diversity activities 

Participates in college diversity activities 



	G. Civility and Citizenship-

Civility is treating others the way we would like to be treated through behavior that conveys mutual respect, sensitivity and tolerance of our differences, resulting in a productive learning and working environment


	Promotes and practices workplace behaviors and actions which support the definition of civility among all college groups, including; colleagues, supervisors and managers, students, contractors and the general public 




