PETROLEUM INSTITUTE

JUNIOR ADMINISTRATIVE STAFF SERVICE AWARD ANNOUNCEMENT

The annual Service Award for an outstanding junior administrative staff member 
The annual Petroleum Institute Administrative Staff Service Award will be presented at the Fall Commencement ceremony on January 9, 2010.  The staff member receiving the service award will be presented with a plaque and a cash award.  Nominations from students, faculty and staff are hereby solicited.  This award is open to all junior administrative staff.  The evaluation factors for determining the award are as follows:

 

        Service to the Division, Department, and the Campus community as applicable
        Initiative and service productivity above and beyond those of a job description

        Portrays a positive attitude; Esprit de Corps
   Interacts harmoniously with all levels of the Department,
   College and Campus community

        Demonstrates effective creativity 

· Takes an active interest in assisting others working with him/her
 

The packet submitted by nominees must include the following:

· A letter of nomination.

· A minimum of three letters of support from any combination of the following:

· Supervisor of the nominee

· Person supervised by the nominee

· Peer of the nominee

· Faculty, staff, or student who has had personal experience with the quality of service provided by the nominee

· A one-page statement from the nominee outlining his or her specific contribution to the award evaluation factors listed above. The nominee’s department, time at the Petroleum Institute, and rank should be included in this statement.

Nomination forms can be downloaded from the PI web-site.  
PLEASE SUBMIT the Nomination Packet to Dr Dennis Siginer, Room 5309, Habshan Building, no later than Tuesday, November 10, 2009. 
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THE PETROLEUM INSTITUTE

Junior Administrative Staff Service Award Application

Nomination Information

Nominee’s Name:  ________________________________________________

Department:  ____________________________________________

Rank:  _________________________________________________

This award highlights exceptional service in the following areas:

· Service to the Division, Department, and the Campus community as applicable

· Initiative and service productivity above and beyond those of a job description

· Portrays a positive attitude; Esprit de Corps
Interacts harmoniously with all levels of the Department,
College and Campus community

· Demonstrates effective creativity and leadership  

· Takes an active interest in developing others working with him/her

Supporting Documentation 

Please provide all documentation for the nomination in the order shown below.

· A letter of nomination.

· A one-page statement from the nominee outlining his or her specific contribution to the award evaluation factors listed above. The nominee’s department, time at the Petroleum Institute, and rank should be included in this statement.

· The Junior Administrative Staff Service Award Application form.
· Attach a minimum of three and a maximum of six letters of support from a combination of supervisor of the nominee, person supervised by the nominee, peer of the nominee and faculty, staff, or student who has had personal experience with the quality of service provided by the nominee:
Name:  ___________________________________________________

Position:  _________________________________________________
Academic Department: ______________________________________

Name:  ___________________________________________________

Position:  _________________________________________________
Academic Department: ______________________________________

Name:  ___________________________________________________

Position:  _________________________________________________
Academic Department: ______________________________________

Name:  ___________________________________________________

Position:  _________________________________________________
Academic Department: ______________________________________

THE PETROLEUM INSTITUTE

Administrative Staff Service Award Application

(Continued)

(Add additional names as necessary)

Nominator’s Certification:

I certify the information in this nomination to the best of my knowledge is accurate and represents my efforts.

Name: ______________________________________

Academic Department: ________________________

Signature: ___________________________________

Date:  ______________________________________

PLEASE SUBMIT the Nomination Packet to Dr Dennis Siginer, Room 5309, Habshan Building, no later than Tuesday, November 10, 2009. 

Thank you for your effort.

