JOB DESCRIPTION
Associate

Title: __________________  
Date Associate Received: ____________


Exempt____ Non Exempt____ 
Associate Signature: ________________
Reports To: _________________ 
Administrative Approval: _____________

Cost Center: ________________
Human Resources Review: __________
Evaluation Period: ___________
Date Of Last Revision: ______________

Job Purpose:  What Each Associate Is Here To Achieve

The primary purposes of this job are to: 

1.  Serve customers of the department or profession.

2.  Achieve better results and enjoy work more by positively supporting team members.

3.  Continuously improve the work system and current ways of doing things.

4.  Consistently live out the Values of this organization out in word and behavior.


Q:   
Question the 4R’s.






Is this the Right Person?






Is this the Right Task?






Is this the Right Time?






Is this the Right Way?


U:  
Understand.  

Seek first to understand, then to be understood.


E:  
Excel!  

Go for the Gold!


S:  
Serve.   

Exceed internal & external customer’s expectations.


T:   
Teamwork.  

Trust.  Respect.  Support.  Participate.  Work together.
5.  Consistently do day to day tasks with excellence for there are no unimportant 



duties.  

6.  
Continuously learn new skills, acquire new knowledge and apply it improve personal and 


organization performance.  We are a learning organization, and continuous improvement is 

an expectation of every Associate in every job.

7.  Additional detailed job tasks are attached.
Key Contacts/Relationships:
Supervisory Relationships:


•  Supervised by:


•  Positions supervised:

Knowledge, Experience &  Professional Credentials Required:

Competencies Required:  See Attached List.

Physical Requirements
Body Equilibrium:

Manual Dexterity:

Flexibility:

Hearing/Speech:

Vision:

Static Strength:

Stamina:

Other:

Job Title: _________________________________

Current Job Tasks, Duties and Standards
What Is It I'm supposed to do?  How Will I know I've Done a Good Job?
The following are primary tasks, duties and standards for this job.  However, additional skills and/or assignments may be given to you.  All Associates are expected to be continually learning and contributing to the needs of the time.  All job competencies must be met.

Major Responsibility (A)





Assigned Weighting____
_______________________________________ 

PERFORMANCE STANDARDS





        Self
  Final











        Eval.
  Eval.

1.
_________________________________________________________



_________________________________________________________

_________________________________________________________


_________________________________________________________  0  1  2  3     ____

2.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________  0  1  2  3     ____

3.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________  0  1  2  3     ____

4.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________  0  1  2  3     ____

5.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________  0  1  2  3     ____

6.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____

7.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____
0 = DOES NOT MEET   1 = OCCASIONALLY MEETS

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
Major Responsibility (B)





Assigned Weighting____
_______________________________________ 

PERFORMANCE STANDARDS






Self
  Final











        
Eval.
  Eval.

1.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____
2.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____

3.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____

4.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____

5.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____

6.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____

7.
_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________   0  1  2  3    ____ 
0 = DOES NOT MEET   1 = OCCASIONALLY MEETS

2 = CONSISTENTLY MEETS    3 = SIGNIFICANTLY EXCEEDS
NUMBER OF STANDARDS_____
TOTAL POINTS____        RATING AVERAGE _____
Major Responsibility (C) 

Innovation and Professional Development


Assigned Weighting____
Develop the best people at HMC. This includes developing physical and mental skills as they relate to your job; supporting and encouraging, and submitting ideas for improvement; participating in positive problem-solving; and creating a positive work environment fostering team and co-worker support. 
PERFORMANCE STANDARDS





            Self
  Final











        
Eval.
  Eval.

1.
Innovation:  Participated on two or more DIGS.





_________________________________________________________   0  1  2  3    ____

2.
Innovation:  Submitted two or more acceptable DIG ideas.  



_________________________________________________________   0  1  2  3    ____
3.
Innovation:   Chaired at least one DIG.







_________________________________________________________   0  1  2  3    ____
4.
People Growth:  Attended all in-service training 


sessions required by supervisor or licensing bodies.    





_________________________________________________________   0  1  2  3    ____
5.
People Growth: Insert at least one individual development need.   


_________________________________________________________   0  1  2  3    ____
6.
Actively, positively, & frequently supported co-workers and 


others in team efforts.  









_________________________________________________________   0  1  2  3    ____
7.
Learned & applied at least two new skills useful in performing 


my job more effectively. 








_________________________________________________________

_________________________________________________________   0  1  2  3    ____
8.
_________________________________________________________

_________________________________________________________

_________________________________________________________   0  1  2  3    ___

Summary
Responsibility
Weighting
Rating Average
Total



Responsibility (A)
_________
__________________
_________
Responsibility (B)
_________
__________________
_________
Responsibility (C)
________
__________________
_________
Responsibility (D)
_________
__________________
_________
                    Total
   100%
                 Total Performance
_____

“Total” = Weighting x Rating Average

“Total Performance” = Sum of all “Totals” and represents cumulative, overall ranking of performance for this period of time for this Associate.

Supervisor’s Comments:

________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________

Action Plan for Associate development:

________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________

Employee’s Comments:

________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________

Supervisor Signature:


Date:

____________________________

_____
Associate Signature:


Date
________________________

_____

* No less than 5% weighting may be given to any one Area of Responsibility.
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