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	Charter of Accountability Information


All Professional Staff:

The Charter of Accountability document was designed for professional staff to serve a number of important purposes:

1.
The Charter is your job description and should be adjusted every year to include all changes in job responsibilities and authorities.

2.
The Charter is your performance agreement with your supervisor and states which projects you will be working on for the fiscal year.  The performance section should correspond directly to approved institutional and department goals.  Your supervisor will be evaluating how well you complete these projects on your annual performance evaluation.

At the beginning of each fiscal year (July), your Vice President will be asking all professional staff who report to them to complete, update, or revise a Charter of Accountability.  All Charters will be sent and recorded in the Human Resources Office.  Check with your Vice President or Supervisor for questions related to position assignments, institutional goals, and due dates.

The Charter of Accountability format is outlined on the following page.  The format is to be followed for all Charters. If your Charter is not in the attached format, please adjust it.

Please contact the Human Resources Department or your supervisor if you have any questions or need additional information.
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	N


Name:
	     

	
	Year:
	     


CHARTER OF ACCOUNTABILITY
Job Title:      
I.
POSITION MISSION/SUMMARY
     
II.
POSITION SUPERVISOR/SUBORDINATES
     
III.
POSITION DESCRIPTION (MANAGEMENT RESPONSIBILITIES AND TASKS)
A.      

1.      
B.      

1.      
C.      

1.      
D.      



1.      
IV.
POSITION AUTHORITY
A.      

1.      
B.      

1.      
V.
ANNUAL WORK PLAN/OBJECTIVE
A.      
B.      
C.      
D.      


We have reviewed and agreed with the above job description and specific objectives for 2002-2003.


DATE

Position Holder 





Immediate Supervisor:





