EXAMPLE

PERFORMANCE ELEMENT/JOB DUTIES WORKSHEET 

EMPLOYEE:



SUPERVISOR:

TITLE: Program Representative II



DATE: Today
PERFORMANCE ELEMENTS:

(Communication 



(Interpersonal Relationships
(Job Knowledge 



(Teamwork 

(Productivity




(Flexibility
(Customer Focus



(Creativity/Innovation
(Technology Skills



(Dependability
(Problem Solving
	      Job Duties (from position description)
	     Performance Elements
	  Expectations/Outcomes

	Assist in the development and implementation of core issues based on training materials for statewide coordinators, master gardener volunteers, and the general public delivered primarily via the web.
	· Communication 

· Job Knowledge 

· Productivity

· Customer Focus

· Problem Solving

· Interpersonal Relationship

· Teamwork

· Flexibility

· Creativity/Innovation
	

	Develop curricula and outreach training materials for the statewide Master Gardener Program. Outreach to Master Gardener Programs on material they develop.
	· Communication 

· Job Knowledge 

· Productivity

· Customer Focus

· Technology Skills

· Problem Solving

· Interpersonal Relationship

· Creativity/Innovation
	Design and layout three 24 x 36 full-color posters for use in local schools, community centers, and other public venues.  Posters should include explanation of importance and examples of the following core issues:

 - Composting

 - Efficient water use

 - Reduction of pesticides      for sustainable gardening 



	Responsible for development and maintenance of the web activities for the Master Gardener Program statewide (using Site Builder).
	· Job Knowledge 

· Productivity

· Technology Skills

· Problem Solving
	Establishes and maintains strong, community-oriented relationships with Master Gardener volunteers via monthly updates to UCCE Master Gardener website.  Updates include publishing monthly Master Gardener newsletter, up-to-date calendar of events, local stories of interest, as well as general program information.




