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EMPLOYEE WORK PROFILE

WORK DESCRIPTION/PERFORMANCE PLAN
	PART I – Position Identification Information

	1.
Employee Name and Position Number:


	2.
Agency Name & Code; Division/Department:  

Germanna Community College 297

	3.
Work Location Code:


	4. Occupational Family & Career Group:



	5.
Role Title & Code:


	6.
Pay Band:   

	7.
Work Title:


	8.
SOC Title & Code:  

	9.
Level Indicator:


 FORMCHECKBOX 
 Employee     FORMCHECKBOX 
 Supervisor     FORMCHECKBOX 
 Manager


Employees Supervised:

  Does employee supervise 2 or more employees        (FTEs)?            FORMCHECKBOX 
 Yes                  FORMCHECKBOX 
 No

	10.
FLSA Status:


 FORMCHECKBOX 
 Exempt     FORMCHECKBOX 
 Non-Exempt


Exemption/Partial Exemption Test (if applicable):



	11.
Supervisor’s Position Number:


	12.
Supervisor’s Role Title & Code:  

	13.
EEO Code:


	14.
Effective Date:   


	PART II – Work Description & Performance Plan

	15.
Organizational Objective:



	16.
Purpose of Position:



	17.
KSA’s and or Competencies required to successfully perform the work:


	18.
Education, Experience, Licensure, Certification required for entry into position:





	19. Core Responsibilities

	20. Measures for Core Responsibilities
	

	
	
	

	
	   
	

	
	
	

	
	
	

	
	
	.

	
	
	

	
	 FORMCHECKBOX 
Credit Card Holders (SPCC)

Follows SWAM and Purchasing office procedures when making credit card, or purchases under $5,000.
	Solicitations Up to $5,000:  Obtains a minimum of one quote from a minority-owned or women-owned business (Sole source or emergency purchases are exempt from this requirement).  Documents reasons why minority-owned or women-owned business quotes could or could not be obtained in the procurement file.




____

100%

	21. Special Assignments
	22. Measures for Special Assignments

	A. 
	

	B. 
	


	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 People Soft 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 



	The requirements listed below are mandated by the Commonwealth of Virginia Information Technology Resource Management (COV-ITRM) Security Standard SEC 501-01 and must be on every Employee Work Profile.  (Check all that apply)

	 FORMCHECKBOX 
Network Security IT System Users

(All employees) All users of COV IT systems including employees and contractors are responsible for the following:
	1. Read and comply with VCCS contingency planning and business recovery program requirements as well as VCCS and college IT policies, standards, and guidelines.
2. Report breaches of IT security, actual or suspected, to their college management and /or the Information Security Officer (ISO)
3. Take reasonable and prudent steps to protect the security of IT systems and data to which they have access.

	 FORMCHECKBOX 
 Data Owner (Department Supervisors)  The data owner is the manager responsible for the policy and practice decisions regarding data, and is responsible for the following:
	1. Evaluate and classify sensitivity of the data
2. Define protection requirements for the data based on the sensitivity of the data, any legal or regulatory requirements, and business needs.

3. Communicate data protection requirements to the System Owner.

4. Define requirements for access to the data.

	 FORMCHECKBOX 
 Data Custodian (All employees having access to sensitive or critical data) Data Custodians are individuals or organizations in physical or logical possession of data for Data Owners. Data Custodians are responsible for the following:
	1. Protect the data in their possession from unauthorized access, alternation, destruction, or usage.
2. Establish, monitoring, and operating IT systems in a manner consistent with VCCS and COV IT security policies and standards.

3. Provide Data Owners with reports, when necessary and applicable. 


This page is printed separate from the remainder of the Work Description/Performance Plan because it contains confidential employee information.

	PART III – Employee Development Plan

	25. Personal Learning Goals



	26. Learning Steps/Resource Needs



	Confidentiality Statement: 

I acknowledge and understand that I may have access to confidential information regarding [employees, students, patients, inmates, the public]. In addition, I acknowledge and understand that I may have access to proprietary or other confidential information business information belonging to Germanna Community College. Therefore, except as required by law, I agree that I will not: 

• Access data that is unrelated to my job duties at Germanna Community College.
• Disclose to any other person, or allow any other person access to, any information related to Germanna that is proprietary or confidential and/or pertains to [employees, students, patients, inmates, the public]. Disclosure of information includes, but is not limited to, verbal discussions, FAX transmissions, electronic mail messages, voice mail communication, written documentation, “loaning” computer access codes, and/or another transmission or sharing of data. 

I understand that Germanna and its [employees, students, patients, inmates, public], staff or others may suffer irreparable harm by disclosure of proprietary or confidential information and that  Germanna may seek legal remedies available to it should such disclosure occur. Further, I understand that violations of this agreement may result in disciplinary action, up to and including, my termination of employment. 




	Part IV - Review of Work Description/Performance Plan

	27. Employee’s Comments:


	Signature:

Print Name:


	Date:



	28. Supervisor’s Comments:


	Signature:

Print Name:
	Date:



	29. Reviewer’s Comments:


	Signature:

Print Name:
	Date:




EMPLOYEE WORK PROFILE 

PERFORMANCE EVALUATION

The following pages are printed separate from the remainder of the EWP because they contain confidential employee information.

	PART V – Employee/Position Identification Information

	30. Position Number:


	31. Agency Name & Code; Division/Department:

	32. Employee Name:


	33. Employee ID Number:


	PART VI – Performance Evaluation

	34. Core Responsibilities - Rating Earned
	35. Core Responsibilities - Comments on Results Achieved

	A.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	

	B.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	

	C.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	

	D.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	

	E.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	

	F.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	

	36. Special Assignments - Rating Earned
	37. Special Assignments - Comments on Results Achieved

	G.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	

	H.
 FORMCHECKBOX 
 Extraordinary


     Contributor

 FORMCHECKBOX 
 Contributor


 FORMCHECKBOX 
 Below Contributor
	


	Comments on Departmental/Agency Objectives (Optional)

	

	

	

	

	40. Other significant results for the performance cycle:



	Part VII - Employee Development Results

	41. Year-end Learning Accomplishments:




	Part VIII - Overall Results Assessment and Rating Earned

	An employee receiving an overall rating of "Below Contributor" must have received at least one Notice of Improvement Needed/Substandard Performance form during the performance cycle.

An employee who earns an overall rating of “Below Contributor” must be reviewed again within three months.

An employee receiving an overall rating of "Extraordinary Contributor" must have received at least one Acknowledgment of Extraordinary Contribution form during the performance cycle.  However, the receipt of an Acknowledgment of Extraordinary Contribution form does not guarantee an overall performance rating of “Extraordinary Contributor” for that performance cycle.

	
	
	

	
	
	

	
	42. Overall Rating Earned

 FORMCHECKBOX 
 Extraordinary Contributor
 FORMCHECKBOX 
 Contributor
 FORMCHECKBOX 
 Below Contributor

	


	Part IX - Review of Performance Evaluation

	43. Supervisor’s Comments:


	Signature:

Print Name:
	Date:



	44. Reviewer’s Comments:


	Signature:

Print Name:
	Date:



	45. Employee’s Comments:


	Signature:

Print Name:
	Date:




HRPM001

12/09
Parts I, II, III, and IV are written or reviewed by the supervisor and discussed with the employee at the beginning of the evaluation cycle.





Parts V, VI, VII, VIII, and IX are written or reviewed by the supervisor and discussed with the employee at the end of the evaluation cycle.
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