Nebraska Department of Education

Supervisor/Manager-of-the-Year Nomination Form
	Nominee Name:
	     

	Job Title:
	     

	Nominator Name:
	     

	Nominator Signature:
	     
	Date:
	     



Nomination Categories
1.  LEADERSHIP - Please consider the following examples of leadership when writing your response.  Motivates others to excel and recognizes employees for individual contributions.  Demonstrates significant commitment to the mission, vision and values of NDE.  Leads by example in contributing to the productivity and outcomes of the team or workgroup.  Is forward-looking; sets goals and priorities and has a clear vision/plan for the future.   Demonstrates professionalism, integrity, and ethical behaviors.

RESPONSE:

     
2.  INNOVATION - Please consider the following examples of Innovation when writing your response.  Consistently receptive to trying different approaches to dealing with work-related problems.  Inspires, suggests and/or implements new ideas that meet different customer/stakeholder needs and increase their satisfaction.  Inspires, suggests and/or implements new ideas that increase the quality of NDE services.  Inspires, suggests and/or implements new ideas that increase efficiency by saving time or increasing productivity and may also result in cost savings.  Inspires, suggests and/or implements new ideas that enhance internal or external communications.

RESPONSE:
     
3.  INITIATIVE - Please consider the following examples of Initiative when writing your response.  Anticipates situations and plans appropriate responses.  Takes action to achieve goals ahead of schedule.  Consistently seeks out new assignments or issues to resolve; starts new projects/processes independently.  Able to quickly find interim solutions to meet unusual or immediate needs.  Willing to go above and beyond normal job expectations.
RESPONSE:

     
4.  WORK MANAGEMENT SKILLS - Please consider the following examples of Work Management Skills when writing your response.  Sets high standards of performance for self and staff.  Assumes responsibility and accountability for successfully completing assignments or tasks.  Adjusts work to adapt to new work structures, processes, or requirements.  Provides guidance to staff to strengthen knowledge and skills; encourages professional development through workshops, courses, or other means.  Uses effective approaches for choosing a course of action or developing appropriate solutions.

RESPONSE:

     
5.  INTERPERSONAL SKILLS - Please consider the following examples of Interpersonal Skills when writing your response.  Collaborates well with others to work toward a common goal.  Establishes positive relationships, consistently treats others with courtesy and respect; acknowledges needs, feelings, and capabilities of others.  Recognizes the differences of others and adjusts approaches (e.g., training; type of communication) to suit different people and situations.  Able to mediate disputes and diffuse tense situations.  Effectively communicates information to staff and stakeholders on a timely basis and encourages reaction and input.
RESPONSE:

     
Supervisor and\or Leadership Council Member Review
Supervisor:  

 FORMCHECKBOX 
 I support the nomination 
 FORMCHECKBOX 
 I do not support the nomination

Please explain reasons for support or non-support of the nomination:      
Signature of Supervisor       
          
Date:      
Leadership Council Member (if not the Supervisor):
 FORMCHECKBOX 
 I support the nomination  FORMCHECKBOX 
 I do not support the nomination

Please explain reasons for support or non-support of the nomination:      
Signature of LCM       
                 
Date:      
Directions:  Respond to each of the five categories below.  The examples listed after each category should be used as guidance to write the response.  Each example listed for the category need not be addressed.  However, the selection committee will base its recommendations solely on the information provided on this form, so make sure the responses are complete.  No additional support materials will be considered.  Responses should apply only to activities during the current fiscal year (i.e., July through June).  Points will be assigned for each category and the recipient will be selected based on total points.  Multiple individuals may support a nomination.





To submit via paper:  


The nominator saves document to his/her computer, keys responses following each bulleted item, prints and signs the document, and routes it to the nominee’s supervisor for review and signature.


The supervisor reviews the nomination, adds input, signs the form, and routes it to the nominee’s LCM for review and signature.


The LCM reviews the nomination, adds input, signs the form, and routes it to Amy Spellman in HR by the due date.





To submit via e-mail:


The nominator saves the document to his/her computer, keys responses following each bulleted item, and e-mails the document to the nominee’s supervisor for review and electronic signature (i.e., forward of the original e-mail).


 The supervisor saves the document to computer, reviews the nomination, adds input, and forwards the original e-mail from the nominator (to constitute an electronic signature) along with the updated nomination form as an attachment.


The LCM saves the document to computer, reviews the nomination, adds input, and forwards the original e-mail from the supervisor (as applicable) along with the updated nomination form as an attachment to Amy Spellman in HR by the due date.  


  


For HR Use Only:


NDE Years of Service Verified: _____________  


Performance Review Verified: _____________
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