Instructions for Completing the

Employee Work Profile (EWP)

Introduction

What is the Employee Work Profile (EWP)?
The Employee Work Profile (EWP) is:

· a combination of position description, performance plan and evaluation form

which may be found on the HR Homepage (hr.gmu.edu) under “Forms and

Materials” and downloaded as a Word file.

Who completes and signs the EWP?

For current positions:

· Parts I & II, a joint effort of both the supervisor and employee, are written at the beginning of the evaluation cycle to determine work plans and developmental needs. The evaluation cycle starts October 25 and ends October 24 of the following year. Updates to the EWP should be completed no later than

     January 31.  

· When completed, the supervisor and employee both sign the form. It is recommended that supervisors save an electronic copy of all completed Employee Work Profiles. Files should be saved on a network or local drive.

· Part III, the Performance Appraisal, is signed by the supervisor, reviewer and employee at the end of the performance cycle. If you have questions regarding any section, you may call your department’s Human Resources Generalist for further information.

For new positions:

· Part I & II are completed by the supervisor and sent to Human Resources to be established.

· The EWP is reviewed by the supervisor and new employee within 31 days of hire.

PART I: POSITION DESCRIPTION

Section 1

· In block #1, enter the employee’s name and SSN.
· In block #2, enter the assigned position number. (When establishing a new position, this number will be assigned by the Budget Office.)
· In block #3, for current positions, enter the role title and role code. For
a new position, enter the proposed role title and role code. New positions are

assigned a role title and code by the supervisor in consultation with a Human Resources Generalist.

a) To find the role title and role code, go to Virginia’s Department of Human Resource Management (DHRM) website (http://www.dhrm.state.va.us/compensation/careergroups/families.html) and look at the Occupational Families and Career Groups to view the different Roles. This field can be left blank for Human Resources to complete.
b) If you have questions or need assistance, contact your Human Resources Generalist.

· In block #4, enter the assigned pay band. To find this information, follow the directions listed above for block #3. Type in the new role title or old class title.
· In block #5, enter the employee’s working title. This can be any title that describes the work performed. It is usually determined by the supervisor.
· The information for block #6 will be completed by Human Resources.
· The information for block #7 is determined by a Human Resources Generalist for all positions. This information designates a position as exempt or non-exempt from overtime under the Fair Labor Standards Act. Non-exempt positions must be paid time and a half for hours worked over 40 per week. Exempt positions

may or may not be compensatory time (straight time) eligible.

For current positions:

· This designation may be found on an employee’s time sheet as the FLSA code. 
E indicates an exempt position, C indicates an exempt position eligible for

compensatory time, and O indicates a non-exempt position eligible for overtime.

Supervisors may also contact a Human Resources Generalist.

· In Block #8, Enter the position’s FTE (ex: 1.0 for Full Time, 0.5 FTE for 20 hours a week) and Employee Class. If unknown, it will be completed by Human Resources. 
· In block #9, enter the assigned occupational family and career group. This 

information may be found at the top of the “Career Group Description” for a 

specific position, as in Block #3.

· In block #10, check the appropriate box. Definition: managers are accountable for staff, budget and facilities; supervisors evaluate and assign work to staff.

· In block #11, enter “247” for George Mason University.

· The information for block #12, will be completed by Human Resources

· In Block #13, check the appropriate box.

· In Block #14, check the appropriate box.

· In Block #15, enter the name of the department.

· In Block #16, enter the supervisor’s assigned role title

· In block #17, enter the supervisor’s assigned position number.

· In block #18, enter the supervisor’s name.

· In block #19, enter the supervisor’s G#.

· Enter the date on which the EWP is effective. (This is the date the position is established or when updates are made to the work assignments and performance expectations.)

Section 2

· Under “Primary Purpose of the Organization,” provide a brief statement describing the work unit or departmental objective(s), i.e. why does the

department, school, etc. exist?

Section 3

· Under “Primary Purpose of Position,” provide a brief statement that links the primary purpose of the organization found in Section 2 to this position. Capture the most important service or product expected from the employee in the position. This will give an idea of the purpose of the position without extensive detail.

Section 4

· Under “List the Job-Related Qualifications for Entry Into This Position,” 

list the entry level qualifications for this position. Detail the minimum
requirements, i.e. knowledge, skills and abilities, which a new employee must have on the first day of work. This information is useful when writing job

advertisements, screening applicants and selecting candidates.

a) Knowledge, Skills and Abilities (KSAs). Knowledge pertains to the awareness of certain measurable facts or principles, such as knowledge of 

generally-accepted accounting or budgeting principles. Skill is proficiency at a certain, observable task such as driving a semi-truck or specific computer skills. Ability is the potential to perform a certain aspect of a job, such as prioritizing multiple tasks or handling emergencies in a fast-paced environment.

b) Special licenses, registration or certification. Include only those licenses/

certifications required by law, i.e. those required for such professions as nursing, medicine or law enforcement.


c)  Education or training. Enter the educational background that would be 

required for entry into the position.

            d)  Level and type of experience. Describe the level and type of work experience   

                 needed to qualify for this position.

Section 5

“Major Job Functions/Core Responsibilities/Work Tasks and Duties.” In this section, describe the core responsibilities /work tasks and duties to be performed. It may be organized as broad sets of major duties or functions, or in order of importance, or by sequence of operations. Work tasks and duties must provide sufficient information to assign the position to the proper role, and to determine FLSA exemption status. Statements should be brief and do not have to include every detail of the position’s duties. It is not necessary to fill all the boxes provided. Most positions will have five to seven core responsibilities/work tasks and duties. Additional boxes may be added.

· Percent of Total Work Time. Allocate a percent of work time for each work task and duty. The percent of work time for all Work Tasks & Duties, including supervisory, if appropriate, will total 100%. 

· E or M.  Designate each Work Task & Duty as “E” (Essential) or “M” (Marginal). A duty is essential if its removal would substantially change the job as a whole.

Note: supervisory duties are preprinted for supervisory positions and are required for all supervisory employees. These may be amended to reflect each department’s requirements. 

· Performance Expectations/Measures for Work Tasks and Duties. Identify the qualitative and/or quantitative measures against which performance of each work task/duty will be assessed. An example of a qualitative measure of a task is

an accurate report – the assessment measures the quality of the accomplished task. A quantitative measure of a task is one that associates a number with what is being assessed. An example of this would be 15 reports entered into a database in one hour. Expectations should be specific, measurable, attainable, relevant and time-framed.

· Universal Performance Expectations. Specify a weighting for each category.

Section 6
· Accountability. give examples of decisions made by this position without the supervisor’s approval.
Section 7
· Organizational Chart. An organizational chart must be included with the 

Work Description/Performance Plan.

Section 8
· Position Requirements Worksheet. Document essential and marginal physical

requirements for use in the selection, training and determination of job accommodations. A physical requirement for a job function is essential if its removal would substantially change the job.

a) Position Requirements. Check all that apply to the position.

b) Degree of Physical Activity. Check the description that best represents the physical activity involved with the position.

c) Physical Requirements. Indicate “E” or “M.”
d) Physical /Environmental Conditions. Check the description that best describes the environmental conditions.

Section 10 Developmental Plan
· Employee Development Plan (required as part of the performance plan.) Training and development activities should relate to the work tasks and duties.

· Personal Learning Goals. List any learning goals identified by the employee and/or the supervisor. 

· Learning Steps/Resource Needs. Indicate specific steps that need to be taken and by whom to accomplish the learning goals. This may include training, coaching, or other learning methods.

Review of Work Description/Performance Plan. The supervisor and reviewer sign and date the form first and then the employee signs. Comments may be added by the supervisor, reviewer or employee.

Confidentiality and Compliance Statement The Supervisor, Reviewer and Employee (unless a vacant position) need to sign the EWP and add additional comments if needed.
