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Information Technology 

Position Description And Performance Work Plan

Revised August 2009

The Information Technology (IT) Work Plan is a combined position description, performance plan and performance appraisal instrument.  Information on completing the Work Plan is found in the Information Technology Program Manual.
Part I:  Position Description (Sections 1 - 9)

Section 1.  Employee, Position and Organizational Information 

	1.  Employee Name and GID:

	2.  Position Number:


	3.  Class Title:

	4.  Date:


	5.  Working Title if Different:

	6. Agency Code:


	7.  Supervisor Name and GID:

	8. Organizational Unit:



Section 2.  Primary Purpose of Position

Briefly summarize why the position exists:

Section 3.  Work Area and Information Technology Environment

Briefly state the mission or purpose of the organizational unit:

Briefly describe the IT environment including main systems, hardware, software, and/or applications used in this job:

Section 4.  Major Job Functions

This section is completed or updated when IT pilot positions are established and when there are substantial and permanent changes in job function.  Job functions are based on the typical duties found in the IT class specifications.

Technical And/Or Supervisory Functions

List each major technical and/or supervisory function of the position.  For each function provide:

 A percent of total working time spent on the function, 

 An Americans with Disabilities Act (ADA) designation of essential (E) or marginal (M) (Also attach a completed copy of the ADA Position Requirements Worksheet), and

 A competency level designation (CL1, CL2, CL3).

	Job Functions
	Percent Of Total Working Time
	ADA

(E Or M)
	Comp Level Of Function 

(Cl1, 2, 3)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	.
	
	
	

	100%


Section 5.  Minimum Qualifications a New Employee Should Possess.

This section is completed using class specific Minimum Qualifications Guidelines as a guide.  Identify each qualification as either preferred (P) or required (R).

A.  Knowledge, skill and abilities:

B.  Education/training:
C.  Work experience:
D.  Licensure, registration or certifications:
Section 6.  Overall Position Competency Level

Based on position majority function and employee competency level, check the overall competency level of the position .  Advance consultation with Human Resources is required for permanent changes in overall position competency level.

 FORMCHECKBOX 
   CL1 

 FORMCHECKBOX 
   CL2

 FORMCHECKBOX 
   CL3

Section 7.  Attach an Organizational Chart Showing This Employee’s Position Within Your Organizational Unit

Section  8    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 9.  Position Description Review

Reason for update (check all that apply)

 FORMCHECKBOX 
   New employee in position.

 FORMCHECKBOX 
   Significant and permanent changes in position function.

 FORMCHECKBOX 
   Convert position to Information Technology Compensation Plan.

	
	
	
	

	Employee Name
	GID
	Signature
	Date

	
	
	
	

	Supervisor Name
	GID
	Signature
	Date


Employee and supervisor signatures indicate that position responsibilities have been discussed and the information provided is reasonably accurate and complete.

Distribution of signed copies:
Employee, Supervisor, Human Resources

Part II. PERFORMANCE PLAN (Sections 10-12)

	Employee Name (Last, First, Middle)


	GID


	Position Number



	Class Title


	Agency Code/Name



	Organizational Unit


	Performance Evaluation Period




Section 10.  Performance Expectations

The performance plan communicates the technical know-how/supervisory, critical thinking and interactive competencies and the universal performance expectations on which employee performance will be evaluated.  The Competency Guidelines found in the Information Technology Program Manual are used to complete sections 9A, B, C and D below.  The Competency Guidelines state employee attributes in general terms appropriate to each competency level; the attributes should be customized to position-specific performance expectations.
Performance expectations should be as specific as possible.  Measures of quality (accuracy, neatness, thoroughness, appropriateness) , quantity and timeliness should be included where appropriate but numerical measures are not required.  The weighting factor is used by the supervisor to communicate the importance of each performance grouping relative to all other expectations in the performance plan.

A.  Technical Know-how and/or Supervisory Competencies

	Employee Attributes

	Job Specific Performance Expectations
	Weighting



	Depth of Knowledge
	

	Integration & Scope
	

	Technical Ability & Judgment
	

	Supervision (if applicable)
	


Comments:

B.  Critical Thinking Competencies

	Employee Attributes


	Job Specific Performance Expectations
	Weighting



	Problem Solving & Reasoning


	

	Ability to Organize
	

	Ability to Acquire and Apply Knowledge
	


Comments:

C.  Interactive Competencies

	Employee Attributes
	Job Specific Performance Expectations
	Weighting



	Communication Competencies
	

	Team Competencies
	

	Listening Competencies
	

	Leading and Teaching
	


Comments:

D.  Universal Performance Expectations

	Universal Factors
	Job Specific Performance Expectations
	Weighting



	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.
	

	Attendance
	
	

	Customer Service
	
	

	Contribution to Unit Mission
	
	


Comments:

Section 11.  Multisource Assessment (optional)

Use of multisource (peer or customer) assessments as part of an annual performance appraisal process is optional.  If used, briefly describe the program in this section.  Human Resources is available to consult with departments on the design and use of multisource assessment tools for performance evaluation.  The use of multisource assessments requires Human Resources approval.

Section 11. Developmental Plan

Required And RecommendedTraining and Responsibilities

Employees who work with sensitive data or information protected by privacy laws are required by the Commonwealth of Virginia to receive training in how to prevent access to such data by unauthorized persons.  Furthermore, employees who manage computer servers or systems are required by the Commonwealth of Virginia to receive training in how to secure these servers and systems from attacks and to prevent unauthorized access.

List recommended training and development activities for the performance cycle.

	Training description
	Employee Responsibility
	Management Responsibility

	
	
	

	
	
	


Comments:

	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. 
  Keep my computer’s anti-virus protection and patches current which can help protect confidential data stored on my computer from unauthorized access.
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.


Section 12.  Performance Plan Reviews

Reason for Review (check all that apply)

 FORMCHECKBOX 
   New performance plan for beginning of performance cycle

 FORMCHECKBOX 
   New employee in position

 FORMCHECKBOX 
   Change in performance plan during performance cycle

Sign below to indicate that the employee’s performance plan and developmental plan have been reviewed.

	
	
	
	

	Employee Name
	GID
	Signature
	Date

	
	
	
	

	Supervisor Name
	GID
	Signature
	Date

	
	
	
	

	Reviewer Name
	GID
	Signature
	Date


Supervisor/Reviewer Comments:
Employee Comments:
Human Resources and Payroll


4087 University Drive, MS 3C3, Fairfax, Virginia 22030


Phone: 703-993-2600; Fax: 703-993-2601











1

