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Employee:  EMPLOYEE NAME                   	           	   			        		                                             Date: October 02, 2012

Unit Description/Responsibilities: 
The Hopland Research & Extension Center (HREC) located in Mendocino County provides land, labor, and facilities for University researchers in the areas of animal science, range and wildlife management, public health, and plant sciences. The Center is one of nine within the UC Agriculture and Natural Resources. It encompasses 5,358 acres and houses 7 University staff, the Roderick Shippey Field Laboratory and Education Facility. The Center serves some 25 active research projects, and the unit has the responsibility for all maintenance and repair for the facility.  

Individual PD Summary and Responsibilities:
Under general supervision of the Center Superintendent, provide maintenance and repair services for physical plant and a range of equipment, buildings, facilities, utilities, and equipment. Maintain the Center's physical plant, equipment and vehicles, utility systems, and grounds within the headquarters area. Manage budget lines within this area of responsibility. Duties also include construction and remodeling, coordinating contractor construction and vendor services, and support services compliance.  

Continuing Expectations:
1. Communicate early and often.
2. Use this document to define roles and responsibilities or the employee, their supervisor and their relationship with subordinate employees.
3. This document is living, meaning it can be abridged and updated upon supervisor consent, and input from the employee.
4. Changes to this document should be meaningful and done with care.
5. List any trainings needed or use a separate training document; be ensure you account for time spent in trainings.
6. Both the supervisor and employee should feel free to discuss this document with their assigned HR analyst with any questions or concerns.
7. This document does not supersede the position description but only supports it.  If changes need to be made to the position description, contact your assigned HR analyst to discuss.
8. Etc.




Key:
Level One Activity – Basic activities that must be completed before all others
Level Two Activity – Intermediate activities that are imperative to the operation of the unit, but must be completed only after the level one duties.
Level Three Activity – Advanced activities that increase the operations and development of the unit, but can only be completed after the level one and two duties.

	LEVEL ONE ACTIVITIES and EXPECTATIONS
(Council and club management / Administration, Policy and Reporting)

	Activity
	Description
	Resources/Contacts
	Expected Date of Completion
	Time Spent Per Month
	Comments
	Completion
Date

	1.1: PROGRAM Communication System Exploration
	Explore and determine the various modes of communication to utilize with the PROGRAM community regarding updates, events, policy, deadlines, etc. Present ideas and get feedback from PROGRAM community regarding communication options and frequency.
	CSIT – blog details, and templates for newsletters available.  
	Present options at the October 18, 2012 PROGRAM Council meeting.

Provide a written report to Supervisor regarding options presented and selected on October 23, 2012. 
	2 – 3hrs/mo
	Continue to develop and post monthly newsletter until new system has been identified and implemented.
	

	1.2: PROGRAM Communication System Implementation
	Implement the new PROGRAM Communication System for updates, events, policy, deadlines, etc. Develop frequency system.
	CSIT – blog details, and templates for newsletters available.  
	Begin implementing the week of November 1, 2012 or sooner
	4hrs/mo.
	Ensure all families, members and YDA are linked to new system. 

	

	1.3: Monthly Progress Report
	Develop a monthly report outlining your past-months accomplishments and future month plans. 
	Contact Supervisor with any scheduling concerns. 
	Complete & Post by the last working day of each month.
	1 - 2hrs/mo.
	
	

	1.4: Communicating with the Statewide Office
	Ensure policy is adhered to, by the statewide office, and communicate any changes, any details from the Statewide office to the unit.  Using email, calls, etc keep in contact with the Statewide office to keep apprised of deadlines, policies, etc.
	Contact Supervisor with any questions or concerns.
	Various
	1 - 2hrs/mo.
	CC the unit manager on major issues.  CC others in the unit for changing policies, or developing news.
	



	
LEVEL TWO ACTIVITIES and EXPECTATIONS
(Council and club management / Administration, Policy and Reporting)

	Activity
	Description
	Resources/Contacts
	Expected Date of Completion
	Time Spent Per Month
	Comments
	Completion
Date

	2.1: Program Training and Implementation
	Develop/Coordinate and/or implement one volunteer training and one youth training during PROGRAM year on specific programs/projects in the PROGRAM. Present ideas and get feedback from   PROGRAM community regarding options and frequency.
	Utilize resources from the statewide PROGRAM office.
	Present options at the January 17, 2013 PROGRAM Council meeting.

Provide a written report to Supervisor regarding options presented and selected on January 24, 2013.  
	2hrs/mo.
	The goal for this activity is to demonstrate progress/movement in these areas and to demonstrate that COUNTY is making an effort to provide opportunities for youth and adults to further develop skills.
	

	2.2: Event Leadership
	Work with Council Officers, to identify, train and support volunteers and youth to assume responsibility for all aspects (promotion, planning, implementation, evaluation, registration, transportation) of on-going event’s 
	
	Present options at the January 17, 2013 PROGRAM Council meeting.

Provide a written report to Supervisor regarding options presented and selected on January 24, 2013.  
	6hrs/mo.

	Move Youth and Volunteers to greater levels of responsibility for the program.  Allow them to develop and redefine events guided by you, PYD and Policy.

	

	2.3: Fund management
	Review fund statements, cross review with accounts, ensure bank statements are correct.
	BOC – K
	Monthly
	5hrs/mo.
	
	

	2.4: Professional Development Training
	Sign up for these trainings:  Crucial Conversations, Conflict Management, etc. 
	UC ANR, National University, Pathways Program, COUNTY Community Foundation
	On-going
	
	Focus on skills that will allow you to be successful in your position.
	

	
	
	
	
	
	
	








	LEVEL THREE ACTIVITIES and EXPECTATIONS
(Council and club management / Administration, Policy and Reporting)

	Activity
	Description
	Resources/Contacts
	Expected Date of Completion
	Time Spent Per Month
	Comments
	Completion
Date

	3.1: Fund Development
	Develop a plan to increase the yearly operational budget of the Council by 25% through fundraising income and donations to the County PROGRAM program.
	California PROGRAM Foundation, Other County Program Representatives, Fundraising workshops.
	June 1, 2013
	2hrs/mo,
	Develop a committee to investigate various methods and options.  Develop a plan for implementation in the 2013-2014 Program Year.
	

	3.2: New Project Development
	Develop a plan to increase the variety of projects/programs/events in the county with support from items 3.2 and 3.3.  Identify priorities, time line, goals, and steps to meet these new needs.  
	State PROGRAM Office, California PROGRAM Foundation, Other County Program Representatives.
	June 1, 2013
	2hrs/mo.
	Develop a committee to investigate various ideas. .  Develop a plan for implementation in the 2013-2014 Program Year.
	





