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The Employee Work Profile is a combined position description and performance plan. 

Specific information on how to complete the Employee Work Profile can be found at:
GMU Human Resources & Payroll: Class and Comp
	Section I.  Employee, Position and Organizational Information

	1.  Employee Name and GID:

     
	2.  (a) Position Number:   
     (b) Position Suffix:  

	3.  Role Title & Code:
     
	4.  Pay Band:

     

	5.  Working Title if Different:
       
	6.  SOC Title & Code:

     

	7.  FLSA Status:

     (  Exempt   (  Non-Exempt (OT eligible)
	8.  Position FTE and Employee Class:
     

	9.  Position Group Code:
     
	10.  Level Indicator:

       (  Employee   (  Supervisor   (  Manager

	11.  Location and Work Location Code:
       George Mason University (247)
	12.  Criminal Conviction Background Check Required:

       (  Yes   (  No

	13.  Telework Eligible:
        (  Yes   (  No
	14.  Position Requirements Worksheet Required:

       (  Yes   (  No

	15.  Department:
       
	16.  Supervisor’s Role Title:
       

	17.  Supervisor’s Position Number:
       
	18.  Supervisor’s Name:

        

	19.  Supervisor GID:

       
	Date:  
        


	Section II.  Primary Purpose of the Department

	


	Section III.  Primary Purpose of the Position

	


	Section IV.  List the Job Related Qualifications for Entry into this Position

	1:  What knowledge, skills, and abilities (KSA’s) should a new employee bring to this position?
2:  Special licenses, registration, or certification:
3:  Education or training (cite major area of study):
4:  Level and type of experience:




	Section V.  Major Job Functions/Core Responsibilities and Performance Expectations


	Percent Of Total Working Time
	Essential  Or Marginal duty

	1.  Work Tasks & Duties:

	
	

	     Performance Expectations:

	
	

	2.  Work Tasks & Duties:

	
	

	     Performance Expectations:

	
	

	3.  Work Tasks & Duties:

	
	

	     Performance Expectations:

	
	

	4. Work Tasks & Duties:

	
	

	    Performance Expectations:

	
	

	5. Work Tasks & Duties:

	
	

	    Performance Expectations:

	
	


	Universal Performance Expectations Apply to All Employees:

	Performance
	Universal Performance Expectations

	Promotes Teamwork
	Demonstrates positive working relationships with co-workers and effectively handles conflict situations. Maintains and communicates enthusiasm, commitment and energy.

	Communicates Effectively
	Creates open channels of communication; expresses ideas clearly and concisely; keeps others well informed in a timely manner; listens carefully to input and feedback. Establishes good interpersonal relationships by helping people feel valued and included in discussions.

	Customer Driven
	Provides outstanding customer service to both internal and external customers by considering how actions or plans will affect customers; follows through on responsibilities to customers.  Responds with appropriate urgency, flexibility, courtesy and good judgment to meet customer needs and resolve problems.

	Demonstrates Initiative
	Identifies and initiates actions to support the mission and objectives, and to resolve or avoid problems.  Maintains high credibility to accomplish objectives. 

	Diversity

	Demonstrates an understanding and respect for people of all backgrounds. 

	Acts with Integrity
	Demonstrates responsible and honest behavior in all roles, tasks and responsibilities.


	Safety and Computer Security
	Follows safety policies and procedures; identifies and corrects safety hazards.  Follows general university policies and procedures that are related to data stewardship and information technology security.  Safeguards sensitive and confidential data both in electronic and physical forms.


	Emergency Assistance
	May be required to perform other duties as assigned. May be required to assist the agency or state government generally in the event of an emergency declaration by the Governor.


Universal Supervisory Expectations apply only if the position has supervisory responsibilities:

	
	Universal Supervisory Expectations
	

	Provide direction and focus
	Develops, explains and discusses objectives and goals that support the department and university mission. Provides employees with clear expectations, honest performance feedback, and suggestions for training, and timely evaluations. Develops employee confidence in his/her ability to be successful and make decisions.
	.



	Build trust
	Models professional behavior in accordance with the University Universal Performance Expectations, by treating people with dignity, respect and fairness. Demonstrates commitment to University and department objectives and goals.
	

	Manage Work/Life Issues
	Has knowledge of and encourages the appropriate and equitable use of work/life programs (e.g. commuter choice, eldercare services, flexible work, reward and recognition, training and development, and tuition waiver).  Seeks creative work/life balance solutions for employees while maintaining the highest standards of customer service and business efficiency.
	

	Manage change
	 Understands changes in work tasks, situations and environment, and actively seeks information about new work situations.  Treats change and new situations as opportunities for learning; speaks positively about the change to others with a focus on the beneficial aspects.
	

	Diversity
	Maintains a work environment that is marked by respect for others; values inclusiveness; builds a diverse workforce; and fosters cooperation and teamwork.
	

	Safety and Computer Security
	Observes safety standards.  Monitor safety and/or security issues taking corrective action when needed.  Ensures employees are following general university policies and procedures related to data stewardship and information technology security.
	


	Section VI.  Accountability

	What work actions and/or decisions are made without prior approval?  To what extent is advice and guidance received from the supervisor?  State examples.



	Section VII.  Attach an Organizational Chart Showing This Employee’s Position Within Your Organizational Unit


	Section VIII.  Position Requirements Worksheet.  All requirements are subject to possible modifications.   

	( Check here if work is primarily sedentary and not substantially exposed to a variety of environmental conditions.  (Such as administrative/office positions) Proceed to Section 9.



	( Check here if work requires exposure to hazardous substances, variable environmental conditions, or frequent physical effort.  Also attach a complete Position Requirements worksheet. 




	Section IX.  Developmental Plan

	Recommended Training and Responsibilities:  List training and development activities for the performance cycle.  


	Training description
	Employee Responsibility
	Management Responsibility

	
	
	

	
	
	


	Confidentiality and Compliance Statement 

	I acknowledge and understand that I may have access to confidential information regarding employees, students, or the public, or to proprietary or other confidential business information belonging to George Mason University (Mason). In addition, I acknowledge and understand that I am required to reasonably comply with all applicable federal, state, and University policies, procedures and regulations, including those related to recording leave and use of University funds or resources. 

Therefore, except as required by law and excluding information that can be released under federal, state, or University regulations, I agree that I will not: 

 Access data that is unrelated to my job duties at Mason.
 Disclose to any other person who does not have a business “need to know,” or allow any other person access to any information related to Mason that is proprietary or confidential. 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 passwords, and/or any other transmission or sharing of data. 

Furthermore, I agree to: 

 Comply with or seek official exceptions to applicable policies and procedures. 

 I will arrange for automatic updates of my computer's anti-virus protection and operating system patches.
I understand that Mason and its employees, students, or others may suffer irreparable harm by disclosure of confidential or proprietary information and that Mason may seek legal remedies available to it should such disclosure occur. I understand that failure to comply with applicable policies, procedures, and regulations may result in a loss of resources and that Mason may seek legal remedies available to it should such losses occur. Further, I understand that violations of this agreement may result in disciplinary action appropriate to the severity of the offense. 


Sign below to indicate that the work tasks, job functions, performance plan, developmental plan and confidentiality statement have been reviewed.  Supervisor, reviewer and employee sign in the order listed and should keep a copy of this document.  
	
	
	
	

	Supervisor Name
	GID
	Signature
	Date

	
	
	
	

	Reviewer Name
	GID
	Signature
	Date

	
	
	
	

	Employee Name
	GID
	Signature
	Date

	
	
	
	


Supervisor/Reviewer Comments:
Employee Comments:
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