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                               EMPLOYEE WORK PROFILE

                                          WORK DESCRIPTION/PERFORMANCE PLAN
	PART I – Position Identification Information

	1.   Position Number: 
	293xxxx

	Essential Position:  
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
  No

	Statement of Economic Interest Required?
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
  No

	Eligible for Telework
Special Note: Decisions regarding the feasibility of a position being telework-eligible will be based on the duties, operational needs, and will be the final decision of the supervisor. The Standard Telework Agreement form must be filled out and submitted to Human Resources.
	  FORMCHECKBOX 
 Yes       FORMCHECKBOX 
  No



	2.
Agency Name & Code; Division/Department:
	Virginia Peninsula Community College– 293

	3.
Work Location Code *primary campus*:  
	293 Hampton and Historical Triangle Campuses

	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

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

	Employees Supervised:
	     

	10.
FLSA Status:
	 FORMCHECKBOX 
 Exempt          FORMCHECKBOX 
  Non-Exempt 

	Exemption/Partial Exemption Test (if applicable):
	 FORMCHECKBOX 
 Yes                 FORMCHECKBOX 
 No

	11.
Supervisor’s Position Number: 
	

	12.
Supervisor’s Role Title & Code: 
	

	13.
EEO Code: 
	

	14.
Effective Date:
	July 1, 2023

	PART II – Work Description & Performance Plan

	15.
Organizational Objective: 
	Virginia Peninsula Community College changes lives, empowers students to succeed, and enhances the social and economic vitality of the region through high-quality education and workforce training, excellent service, and innovative partnerships.

	Job Description: Please provide a description of the duties and purpose of the position. 

	A brief description of the reason the position exists.

·     This statement should link to the organizational objective and capture the most important service or product expected from the employee in the position.

· This statement provides a good idea of the purpose of the position without going into detail.


	17.  Minimum Qualifications -Required
Knowledge, Skills & Abilities (KSAs); competencies required to successfully perform the work. 
*Please provide minimum requirements of the position; these are the must haves the subjects, topics, and items of information that an employee should know at the time of hire or moved into the job.
Knowledge - factual or procedural understanding

· Working knowledge: sufficient familiarity with the subject to know basic principles and terminology and to understand and solve simple problems.

· General knowledge: sufficient knowledge of a field to perform most work in normal situations. The work calls for comprehension of standard situations and includes knowledge of most of the significant aspects of the subject.

· Thorough knowledge: advanced knowledge of the subject matter. The work calls for sufficient comprehension of the subject area to solve unusual as well as common work problems, to be able to advise on technical matters and to serve as a resource on the subject for others in the organization.

· Comprehensive knowledge: requires complete mastery and understanding of the subject. This term should be used sparingly and only for unusually exacting or responsible positions required to originate hypotheses, concepts, or approaches.

Skills are the practical application of manual, verbal, and mental skills.

Abilities are the innate traits or talents that a person brings to a task or situation.
	Knowledge (examples)
· Specialized knowledge of grant management and terminology
· Comprehensive knowledge of human resources laws, regulations, and best practices

· Familiar with OSHA laws and policies. 
· Comprehensive knowledge of general accounting principles 
Skills (examples)
· Proficient with Microsoft Office Suite or similar software
· Effective oral and written communication skills.
· Strong communication and interpersonal skills with the ability to interact and work with individuals at all levels. 
· Attention to detail with a focus on thoroughness and quality.
· Strong analytical and problem-solving skills
Abilities (examples)
· Must have the ability to work independently or in a team environment. 
· Ability to work at all campus locations. 


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

*Please only list educational qualifications, occupational certification or licensing required by law, regulation, or accrediting body for entry into the position. You cannot specify a certain number of years of experience e.g., 5 years’ experience. *
	Required: (examples)
*Current DHRM hiring policy does not allow classified positions to list a degree, certification, or licensing requirement unless it’s required by law, regulation, or accrediting body for entry into the position (source documentation required if listed) *
· Specialized experience directly related to the position such as experience working in a professional office setting.
· Demonstrated work related or on the job experience. 

· Considerable/Significant/Demonstrated related experience. 
· Relevant multi-year work experience 
Additional Considerations (preferred-nice to have, but not essential to carrying out the day-to-day functions of the job)– Example: 
· Experience in a community college setting
· Experience operating a science lab. 
· Work experience advising students in an academic setting.


	%

Time
	19. Core Responsibilities

*Core responsibilities are defined as primary and essential to the work performed and are written as broad sets of major duties or functions. 
*

DHRM recommends:

- Not to list more than 5 core responsibilities listed in order of importance.
- Core Responsibilities should be brief (does not include every detail of the position’s activities).

- Core Responsibilities include enough information that someone, who does not know anything about the job, could use the information to classify the position.

- Core Responsibilities should fit in with the path your department is taking

	20. Measures for Core Responsibilities

*Identify the qualitative and/or quantitative measures against which each assignment will be assessed*



	%

	A. Performance Management
* This is reserved for those that supervise. If the position does not supervise anyone simply write “This position does not supervise.”

	Standards to include, you can add to list below:

· Expectations are clear, well communicated, and relate to the goals and objectives of the department or unit.
· Ensure staff receive frequent, constructive feedback, including interim evaluations as appropriate.

· Ensure staff have the necessary knowledge, skills, and abilities to accomplish goals.

· Ensure 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.
Example: Supervision
· Provides instruction and guidance to ensure that office goals and position responsibilities are met. 

· May supervise a part-time employee, student, or volunteer.

	%


	B. Reception
	Examples: 

· Serve as the Office receptionist – greeting visitors, answering at both Campuses, screening calls, and aiding in a courteous and helpful manner.

· In collaboration with Plant Services, ensure the Executive’s Office is maintained in a manner that is safe and welcoming to all visitors.

	
	C. 
	· 

	
	D. 
	· 

	
	E. 
	· 


	21. Special Assignments

*Special Assignments are considered brief in nature and should be reviewed and evaluated during performance period. Usually, a special assignment is beyond the typical daily work but is something unique that supports the division or unit goals and is not a part of the ongoing functions of the role. *
	22. Measures for Special Assignments

	F. 
	

	G. 
	

	H. 
	


Optional

	23. Agency/Departmental Objectives

*Objectives are defined as strategic business goals set by the agency or division/department. *
	24. Measures for Agency/Departmental Objectives

	I.      
	     


	J. 
	

	K. 
	

	L. 
	


ADDENDUM – ORGANIZATIONAL CHART

*Human Resources will affix new organization chart (s) once the process is completed/approved. To assist in identifying the correct structure, please list any changes or updates to the reporting mechanism in this unit. *
EMPLOYEE WORK PROFILE 

AGENCY OPTIONAL SECTIONS
	Confidentiality Statement:

I acknowledge and understand that I may have access to confidential information regarding [employees, students, patients, inmates, and the public]. In addition, I acknowledge and understand that I may have access to proprietary or other confidential information business information belonging to [Agency]. Therefore, except as required by law, 

I agree that I will not:

•
Access data that is unrelated to my job duties at [Agency].

•
Disclose to any other person, or allow any other person access to, any information related to [Agency] 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 [Agency] and its [employees, students, patients, inmates, public], staff or others may suffer irreparable harm by disclosure of proprietary or confidential information and that [Agency] 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.




	     
	     
	

	Date:
	Print Name:
	Signature:


	Annual Requirements: 

	Activity
	Current? If so, date completed?

	Required In-Service or other training
	 FORMCHECKBOX 
  Yes         Date            FORMCHECKBOX 
  No        FORMCHECKBOX 
  N/A

	Valid Licensure/Certification/Registration
	 FORMCHECKBOX 
  Yes         Date            FORMCHECKBOX 
  No        FORMCHECKBOX 
  N/A

	Employee Health Update
	 FORMCHECKBOX 
  Yes         Date            FORMCHECKBOX 
  No        FORMCHECKBOX 
  N/A


	 Essential Job Requirements (Indicate by each E = Essential, M = Marginal, or N/A)

	Physical Demands and Activities:
	Emotional Demands:
	Mental/Sensory Demands:

	E
	M
	N/A
	
	E
	M
	N/A
	
	E
	M
	N/A
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Light lifting <20 lbs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Fast pace
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Memory

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Moderate lifting 20-50 lbs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Multiple priorities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Reading

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Heavy lifting >50 lbs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Intense customer interaction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Reasoning

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Pushing/pulling
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Multiple stimuli
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Analyzing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Standing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Frequent change
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Hearing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Lifting
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Logic

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Reaching
	
	
	
	
	Communication

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Sitting
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Written 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Walking
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Verbal

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Bending
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Climbing
	
	
	
	
	
	
	
	

	Other 
	     
	Other
	     
	Other
	     


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
	     


	Part IV - Review of Work Description/Performance Plan

	27. Employee’s Comments:


	     


	     
	     
	

	Date:
	Print Name:
	Signature:

	28. Supervisor’s Comments:


	     

	     
	     
	

	Date:
	Print Name:
	Signature:

	29. Reviewer’s Comments:


	     

	     
	     
	

	Date:
	Print Name:
	Signature:


Approved by HR on ____





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.
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