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I nominate the following candidate for this award:

* Nominee’s Name      
* Nominee’s Program      
At the end of this document you will be asked to prepare a written statement indicating why your candidate should receive this award. Please provide specific examples that support one or more of the following competencies or criteria.

Job Knowledge:

Understands present job responsibilities and related work; demonstrates skills and abilities necessary for full job performance; comprehends all phases of the job, including the use of technology, materials and tools.

Quality of Work:

Accurately, neatly and effectively completes work; produces work that is comprehensive in scope, complete in details and accurate in content.  Documentation is within the Company’s guidelines and as presented in trainings by management staff.
Productivity:

Produces the required volume of work; plans, organizes and meets deadlines. Documentation/Plan for Supports/Person Centered Reviews completed within required timeframe. 
Teamwork:

Actions make clear that we are one team.  Show flexibility by working unscheduled hours when there is a need. Serves both the Company and team by being committed to achieving all goals of the organization. Willingly cooperates with others to achieve program and Company goals.

Adaptability/Flexibility:

Adheres to work schedule. Alters activities to adapt with demands of new situations; listens attentively and openly to the ideas, problems and suggestions of others. Makes suggestions for change that enhance individual, unit and operations performance.  No absences in the quarter being reviewed that are not pre-approved as vacation time. 
Communication Skills:

Shares and provides relevant, timely, and accurate information; expresses ideas clearly in written and oral form; follows oral and written directions. Chooses the most appropriate method of communication. Directs feedback to supervisor. Understands when it’s appropriate to use email vs. phone communication.

Initiative:

Exercises judgment and independent actions within limits of authority and responsibility; seeks additional responsibilities; voluntarily starts projects; is self- starting and proactive. Identifies areas of process improvement.

Quality of Service/Service Standards:

Delivers expected service in person, on the phone and in written correspondence (including email) as measured by the Jerolin Management Services, LLC Standards.  
Leadership:

Creates an environment that fosters respect, integrity, fairness and professionalism. Demonstrates Company values and is committed to the Company mission. Is open to suggestions from employees and supervisors.

Inclusivity:

Provides an environment where all voices are heard respectfully and all individuals are able to participate in their full capability in performing work responsibilities within the Company.

* Provide specific examples that support one or more of the competencies or criteria listed above
     
Additional Thoughts 
     









                                  

* Nominator’s Name      


* Nominator’s E-mail      


* Nominator’s Phone      


THIS FORM MUST BE SUBMITTED TO HUMAN RESOURCES NO LATER THAN THE 7th DAY OF THE MONTH FOLLOWING THE QUARTER BEING REVIEWED.   THE QUARTER REVIEW PERIODS ARE: JANUARY-MARCH, APRIL-JUNE, JULY-SEPTEMBER, AND OCTOBER-DECEMBER.  THANK YOU!

Note: Winners selected for each quarter will be entered in a drawing for employee of the year. The winner will receive a bonus prize of the Company’s discretion.  The drawing will occur in December of each year.nBottom of Form
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