


  Nomination
Employee Nomination Sheet
	Employee Information

	Employee Name:
	Jana Bolton
	Employee Title:
	Supervisor

	Office Location:
	Humble

	Job Function(s):
	Manage staff and performance while dealing with customers

	

	Nomination Details 

	
Explain why you are nominating this person.  Describe what the person did/does that makes you want to nominate him/her. 

How does the nominee’s work relate to the I AM Workforce Solution principles?

· Explain how he/she demonstrates the principles every day
· You may also choose to explain how a specific incident demonstrates the principles

Detail your nomination and the facts in the space provided below:
I am nominating Jana because she consistently deals with customer complaints thoroughly and with a smile on her face. She resolves issues in such a friendly, yet professional manner that on six occasions (since I came to this office in March) customers felt compelled to search me out to tell me what an awesome job she did and how she went above and beyond to fix whatever problem they were having. It’s not often that a customer with a complaint leaves not just having their issue resolved, but actually happy with the office and the treatment they received. 
Her goal is to always give the customer what they want and need by whatever means possible. She doesn’t allow her actions to be directed by policy. She is directed by her will to provide excellent customer service and she is very successful at doing so.

Recently in the last week I had two different customers wanting to let me know just how she helped them. Ms. Maby had come into the office already upset. She had spent the morning at the Social Security office. She was trying to get her SSDI approved but needed at print out of her UI benefits. She came into the office requesting that the greeter print out her UI from the state of NJ. When the greeter started to explain what would need to do, all Ms. Maby heard was no and immediately wanted to speak to a supervisor. Jana came up and said let’s go to my office and figure this out. Jana immediate googled the info and contacted them to have them fax the needed documents to the Humble office. She sat with her in her office for 30 minutes listening to the medical struggles she had been going through and just let her vent. They went to the fax machine received the documents. Jana then faxed the documents to her case worker at SSI. Ms. Maby walked in the office frustrated but left feeling blessed and that she had gotten something accomplished that day. Ms. Maby said it started out to be so frustrating at the SSI office, but I finished the day with someone listening to me and helping with my request when she didn’t have to. She just could have said no we don’t do that here. She went above and beyond.

Customer Ms. Queen recently found herself unemployed and job searching to find employment in the healthcare field. She had been working as a CNA for over 20 years. She visited the Humble office for job leads and to use the other resources we offered at the Humble office.
She sat with the EC and received contact information for job postings and then went to the resource room to apply for those jobs. She had a rough start with things due to the fact that technology had changed since the last time she had to job search. She was asking, “What happen to filling out paper applications?”
[bookmark: _GoBack]She was very thankful and pleased with the customer service she received from Jana Bolton. She did not want someone to do it for her. She wanted someone to teach her how so she could do it herself. Jana took her time showing her how to attach her resume to an email or website. Then Jana would say now you show me how to do it. She felt like Jana and she were the only two people in the resource room. She made her feel like she learned something and could now do it herself.

NOTE – Attach all supporting documentation.


	Making the Nomination

	

	Name: Diana Cappetti
Office Location: Humble
Association with nominee: I am her Manager 
· If you work together regularly, explain the relationship.                       
· If you worked together on a project, explain a little about the project and tell us how you worked together.
· Is the nominee your supervisor or do you supervise them?


	Comments:
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