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	Rose Mary Saenz Award for Customer Service 
– Nomination Form – 

	Employee’s/Nominee’s Name: 
	Full-Time Employee (at least 30 hrs):

	Title: 
	Yes  No  

	Office/Dept.:    
	Half-Time Employee (20 - < 30 hrs):

	Nominator’s Name:
	Yes  No  

	Nominator’s Title:
	Part-Time Employees that

	Nominee Supervisor’s Name: 
	work less than 20 hours/week 

	Nominee Supervisor’s Title: 
	are not eligible.

	Eligibility:  Please review the Nomination Overview & Eligibility Criteria information pages to ensure employee meets all standards before submitting.  More information about the purpose of this award is also located on the same information pages.  Be sure to include specific examples in each criteria category as part of the performance results.

	Merit Criteria
	Performance Results (Include Examples)

	Excellent Customer Service

· Looks for ways to help others 

· Responds quickly to requests

· Offers assistance to diverse groups with varying needs

· Listens to people intently

· Solves problems and responds to complaints without blaming others

· Greets people with a smile
	

	Communication
· Communicates effectively
· Speaks with a smile

	

	Initiative

· Self-starter

· Does not wait to be asked 
	

	Exemplifies Core Values

· Continually assists in meeting the OLLU Mission, Vision, and Goals

· Demonstrates service, integrity, community, and trust in all work.
	


If the nominator is not the employee’s direct supervisor, note that the committee will separately share this nomination form with the nominee’s supervisor for additional feedback.
	
	
	

	Nominator’s Printed Name
	
	

	
	
	

	Nominator’s Signature
	
	Date


