Southside Virginia Community College, Agency 276
EMPLOYEE WORK PROFILE

Performance Plan Effective Date __________________ (Date should reflect new plan year beginning         

                                                                                                                                                                October 25 or date changes are made)
	Employee Name:
	Employee COV#:

	Position Information:

	Position Number:


	EEO Code:
	Work Location Code:



	Pay Band
	SOC Title & Code:


	FLSA Status:



	Role Title & Code:  


	Level Indicator:


 FORMCHECKBOX 
 Employee     FORMCHECKBOX 
 Supervisor     FORMCHECKBOX 
 Manager

Employees Supervised:  Does employee supervise 2 or more full-time employees?   FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No


	Work Title:


	

	Occupational Family & Career Group:


	

	Supervisor’s Position Number:


	Supervisor’s Role Title & Code:




	Work Description & Performance Plan

	Organizational Objective:



	Purpose of Position:



	KSA’s and or Competencies required to successfully perform the work (attach Competency Model, if applicable):



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





	Core Responsibilities

	Measures for Core Responsibilities
	

	%
	A. Performance Management (for employees who supervise others)
****Use only if employee supervises other full time classified employees
	Examples of Measures for Performance Management:

· Expectations are clear, well communicated, and relate to the goals and objectives of the department or unit;

· Staff receive frequent, constructive feedback, including interim evaluations as appropriate;

· Staff have the necessary knowledge, skills, and abilities to accomplish goals;

· The requirements of the performance planning and evaluation system are met and evaluations are completed by established deadlines with proper documentation;

· Performance issues are addressed and documented as they occur.

· Safety issues are reviewed and communicated to assure a safe and healthy workplace.

	%
	B.
	

	%
	C.
	

	%
	D.
	

	%
	E.
	

	%
	F.
	


____

100%

	Special Assignments
	 Measures for Special Assignments

	A. 
	

	B. 
	


Optional

	Agency/Departmental Objectives
	Measures for Agency/Departmental Objectives

	 A.   CUSTOMER SERVICE
	Most important element of the position.

Consistently demonstrates courteous, helpful attitude to students, staff, supervisors of the Community College, and to the public at large.  Encourages subordinate staff to act in a similar manner.  Promptly responds to customer/co-worker  needs and queries.  Fosters a positive work environment for all employees and public by displaying teamwork and cooperation for supervisors, co-workers and students.



	B.
	

	C.
	

	
	


ADDENDUM – ORGANIZATIONAL CHART

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

	Employee Development Plan

	Personal Learning Goals



	Learning Steps/Resource Needs




	Review of Work Description/Performance Plan

	 Employee’s Comments:


	Signature:

Print Name:


	Date:



	Supervisor’s Comments:


	Signature:

Print Name:
	Date:



	Reviewer’s Comments:


	Signature:

Print Name:
	Date:
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