


Employee, Advisor and Technical

All Employees’ Role:

1.

9.

Provides support to technical and non-technical staff as
requested.

Turn in all time and expenses, on time, to Project
Managers

Make appt. with Employee Adv. to review goals and set
up new goals and set education/training plan for the
year

Requests training to their advocate for any areas where
they are not feeling adequate.

Completes self assessment

Provides peer feedback in a timely manner

Proactively participates in Employee Recognition
program.

Takes employment questlons, concems, etc. to
Employee Adv. First. If not answered, goes to Employee
Resource Coord. Who contacts Employee Adv. A conflict
resolution meeting is then scheduled for all to meet, An
action plan Is developed and agreed to by all at the
meeting. T = e

Submits time-off requests to Employee Adv.

10. Gets comp time approvals from each project’s manager.

CLR Advisors’ Role:

1.

10.

Meets new employees and arranges welcome lunch with
peers. Reviews Clark Land’s mission, ethics and integrity
goals and what is expected of employees regarding their
behavior with clients, the public and fellow employees.
Explains the importance of confidentiality.

Explains Clark Land point system for bonus appropriation

At employee’s request, meets with employee to review
and establish goals and education/training plan for the
year.

Obtains information from technical leads for input
regarding performance monthly and communicates
feedback to employee.

Develops Manager Assessment in BHR and goes over it
with employee and madifies goals as appropriate.

End of Year Points Review for assigned employees.

Answers Employee Education Questions after checking
with HR.

Approve PTO and Education Time for assigned
employees

Takes employee or technical leads Complaints/Concerns
to the Resources Coordinator.

Participates in conflict resolution meetings. Helps
develop action plans for resolving conflict. Follows up on
status of action plan. Closes action plan when
completed.

Staff Roles

TECHNICAL LEADS - PMs/Project Leads/Asst PMs/Task
Leaders/Broker/Sr. Appralser Roles

1.

BoRlNL (Y,

Helps write scopes of work and may be asked to develop
cost estimates for proposals

Requests additional resources from Ops Mgr or Resource
Coord. Ahead of anticipated need.

For new projects, writes up new Project Setup form and
includes assigned team members.

Trains employees when requested, Follows up to see if
employee has met expectations or needs further tralning

Approves project time and expenses each week
Reviews billing to clients for accuracy

PMs approve employee comp time for their own projects-

Reports quality of work performance to Employee
Advisors quarterly or bi-annually.

Reparts uhder-perfomin_t:'a-ar other employee issues to
Resource Coordinator and Operations Manager,
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Task

Meets new employses and arranges wsloome lunch with peers. Revlews Clark Land’s mission, ethics and integrily goals and what is expeoled of employees regarding lhelr behavior with clients, the
public and fellow employees. Explains the importancs of confidantiality. Explains Clark Land point system for bonus appropriation.

Make appt. wilh CLR Advisor lo review goals and set up new goals and set educatioriftraining plan for the year

Provides support to technical and non-technical staff as requested.

‘ Tum in all time and expenses, on time, to ProjectManagers

‘ Submits ime-off requests to CLR Adv. As per company pollcy regarding imeliness of request and after checking with Technical Lead first.

Submits training requests to CLR Advisor for themselves, or for any slaff, in areas neadmg additional skills.

Helps write soopee of work and may be asked to develop cost estimates for proposals

‘ For new projects, writes up new Project Setup form and includes assigned team members.

‘ Requests additional resources from Ops Mgr ahead of anticipated nsed.

Trains employees when requested. Follows up to see if employee has met expectations or needs further training

Proactively participates in Employes Recognition program.
| Provides peer fesdback In a imely manner inBHR

Answers Employee Education Queslions after checkingwith HR.
Approve PTO and Eduoation Time REQUESTS lor assigned employees after checking with employea’s Technical Lead
Approves project time and expenses each week, on lime according to oo_mpany pelic;l. .
Reviews billing to clients for aoouracyal the beginning of each month and as needad for corections

| Compleles sell assessment by due date |nBambooHR

A. Obtains information from technlcal leads for input regarding performance quarterly and communicates feedback to emplayee. B. Reports on performancs or other employes lssues o CLR Advisor
as needed and at least quarterly. C. Reports on underperformanca to HR and Upper Management as needed.

Takes employment questions, concems, etc. to CLR Adv. First. If not answered, goes to HR who contacts CLR Adv. A confhcl resolution meelmg is then scheduled for all to meel An action plan is
developed and agreed to by all at the meeting.

Develops Manager AssessmentIn BHR and goes over it with employge and modmesgoals s appropriate
[ =

End of Year Points Review for assignedemployees.

All Employees

CLR Advisors

Technical
Leads

HR &or Upper
Mgmt







All Employees’ Role:

1. Provides support to technical and non-technical staff as
requested.

2. Turnin all time and expenses, on time, to Project
Managers

3. Make appt. with Employee Adv. to review goals and set
up new goals and set education/training plan for the
year

4. Requests training to their advocate for any areas where
they are not feeling adequate.

5. Completes self assessment
6. Provides peer feedback in a timely manner

7. Proactively participates in Employee Recognition
program. :

8. Takes employment questions, concerns, etc. to
Employee Adv. First. If not answered, goes to Employee
Resource Coord. Who contacts Employee Adv. A conflict
resolution meeting is then scheduled for all to meet. An
action plan is developed and agreed to by all at the
meeting.

9. Submits time-off requests to Employee Adv.

10. Gets comp time approvals from each project’s manager.

Employee, Advisor and Technical

Staff Roles

CLR Advisors’ Role:

1.

10.

Meets new employees and arranges welcome lunch with
peers. Reviews Clark Land’s mission, ethics and integrity
goals and what is expected of employees regarding their
behavior with clients, the public and fellow employees.
Explains the importance of confidentiality.

Explains Clark Land point system for bonus appropriation

At employee’s request, meets with employee to review
and establish goals and education/training plan for the
year.

Obtains information from technical leads for input
regarding performance monthly and communicates
feedback to employee.

Develops Manager Assessment in BHR and goes over it
with employee and modifies goals as appropriate.

End of Year Points Review for assigned employees.

Answers Employee Education Questions after checking
with HR.

Approve PTO and Education Time for assigned
employees

Takes employee or technical leads Complaints/Concerns
to the Resources Coordinator.

Participates in conflict resolution meetings. Helps
develop action plans for resolving conflict. Follows up on
status of action plan. Closes action plan when
completed.

TECHNICAL LEADS - PMs/Project Leads/Asst PMs/Task
Leaders/Broker/Sr. Appraiser Roles

1. Helps write scopes of work and may be asked to develop
cost estimates for proposals

2. Requests additional resources from Ops Mgr or Resource
Coord. Ahead of anticipated need.

3. For new projects, writes up new Project Setup form and
includes assigned team members.

4. Trains employees when requested. Follows up to see if
employee has met expectations or needs further training

Approves project time and expenses each week

6. Reviewsbilling toclients for accuracy

oyee comp time for their own projects
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Task

All Employees

CLR Advisors

Technical
Leads

HR &/or Upper
Mgmt

Meels new employees and arranges welcome lunch with peers. Reviews Clark Land’s mission, ethics and integrity goals and whal is expected of employees regarding their behavior with clients, the
public and fellow employees. Explains the importance of confidentialily. Explains Clark Land point system for bonus appropriation.

v

Make appt. wilh GLR Advisor to review goals and set up new goals and set education/lraining plan for the year

Provides support to technical and non-technical slaff as requested.

Tum in all time and expenses, on lime, to Project Managers

Submils time-off requests to CLR Adv. As per company policy regarding timeliness of request and after checking with Technical Lead first.

Submits training requests to CLR Advisor for themselves, or for any staff, in areas needing additional skills

Helps write scopes of work and may be asked to develop cost estimates for proposals

For new projects, writes up new Project Setup form and includes assigned team members.

Requests additional resources from Ops Mgr ahead of anticipated need.

Trains employees when requested. Follows up to see if employee has mel expectations or needs further training

Proactively parlicipates in Employee Recognition program,
Provides peer feedback in a timely manner in BHR

Answers Employee Educalion Queslions after checking with HR. <

Approve PTO and Education Time REQUESTS for assigned employees after checking with employee’s Technical Lead

Approves project time and expenses each week, on time according to company policy.

Reviews billing to clients for accuracy al the beginning of each month and as needed for corrections

Completes self assessment by due dale in BambooHR

as needed and at least quarterly. C. Reports on underperformance to HR and Upper Management as needed.

A. Obtains information from technical teads for input regarding performance guarterly and communicates feedback to employee. B. Reports on performance or other employee issues to CLR Advisor

AvY

B.v
C.v

C.v

Takes employment questions, concerns, elc. to CLR Adv. First. If not answered, goes to HR who contacls CLR Adv. A conflict resolution meeting is then scheduled for all to meet. An aclion planis
developed and agreed lo by all al lhe meeting.

Develops Manager Assessmentin BHR and goes over it with employee and modifies goals as appropriale

End of Year Points Review for assigned employees




