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Memorandum

To:		George Lopez, Media Specialist

From:		Kirstie Alley, Chief, Office of Audio Visual Productions

Subject:	Memorandum of Expectations

This memorandum is to officially explain my expectations regarding your professional interaction with co-workers, officers in the field, Regional Chiefs, other agency representatives, interns and all other personnel that you engage in as part of your duties as a Media Specialist at the Office of Audio Visual Productions.  This memorandum will serve to document my expectations, your responsibilities, and what is considered appropriate.

Being Respectful and Professional in Communication

I expect you to communicate in a non confrontational manner on any matter that is non confrontational in nature.

I expect you to communicate with all persons you encounter in your professional capacity in a manner that does not make the person feel disrespected, mistreated or undervalued as person.

I expect you to make requests, give direction and communicate demands in such a manner that does not imply a position of superiority over a person when the situation does not require it.

I expect you to treat all persons with dignity and respect regardless of their position or role with the Agency, the Government or in society.

Customer Service Expectations

You are expected to treat people courteously at all times.

You are expected to demonstrate appreciation for work conducted on your behalf or at your request.

You are expected to respond to direction, particularly from those in a senior or supervisory role, in a manner that does not create the impression of insubordination or confrontation.

You are encouraged to disagree and offer comments but are expected to do so in a respectful manner.

Work Performance

You are expected to seek out training, seminars, mentorship, etc to professionally develop yourself, to attend training as directed and to identify your needs to help with these expectations.  

You are expected to report the status of projects, assignments, etc.  
You are to maintain appropriate care of the equipment and supplies entrusted to you, and return all borrowed equipment and supplies




If you believe that personal, medical, or other problems are reasons for the problems addressed in this memo, you may provide documentation of a medical condition or discuss these problems with me.  You may contact the Employee Assistance Program at EAP at 1-800-869-0276 or www.eapconsultants.com.  

[bookmark: _GoBack]If you would like to discuss this further, please see me.


image1.tiff




image2.gif




