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Full Nomination Form

Nominee Information:

First Name:

Last Name:

Common Name: (if different than First name listed)

Title:
How long in this current position:

Dates nominee served as Tier 1 analyst:

Percentage of time devoted to Tier 1 support while serving as Tier 1 analyst:

Company/Organization Name:

Address Line 1:

Address Line 2:

City:

State:




Zip:

Work Phone:

Email address:

Bio:  

Nominator Information:




First Name:

Last Name:

Common Name: (if different than First name listed)

Title:

Company/Organization Name:

Address Line 1:

Address Line 2:

City:

State:




Zip:

Work Phone:

Email address:

Name of organization’s HDI member:
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Nominee Name:  ____________________________________________________
1. Provide a brief overview of the nominee’s company or organization, including its primary services and/or products:
2.  Provide a brief profile of Service Desk, including hours of operation, number of end users supported, number of Tier 1 analysts, monthly contact volumes, etc:

3. Describe the nominee’s role and responsibilities within the Service Desk:

Discuss how the nominee demonstrates a commitment to excellence in the following areas: 

(For suggestions on how you may address these questions, see the appendix to this document)
4. Customer Service:  
5. Performance and Quality of Work: 

6. Process Knowledge and Knowledge Sharing:   
7. Team Orientation and Leadership:  
8. Communication:   
9. Ethics:    
10. Understanding and use of Support Tools:   
11. Problem Solving and Problem Prevention:
12. What types of professional development has this nominee achieved?
13. Finally, in 500 words or less, explain in your own words and in detail, why you nominated your candidate:

Appendix:
Suggestions and ideas on how you may want to approach each topic:

Customer Service: (Give examples of excellent customer service pertaining to the nominee:  i.e. customer letters, customer comments, survey scores, etc.)
· Demonstrates extraordinary commitment, dedication, and service to customers

· Is friendly with customers and follows through with commitments

· Understands the basic psychological needs of customers

· Recognizes the difference between formal and informal communication in the workplace

Performance and Quality of Work: (Give examples how the nominee exceeds performance objectives and excels in job performance)
· Consistently exceeds performance objectives

· Completes assignments without error and in a timely manner

· Shows pride in work

· Takes ownership of work and tasks assigned

Process Knowledge and Knowledge Sharing: (Give examples how the nominee participates in the knowledge growth and sharing with team members) 
· Helps to enhance existing processes and develop new processes as needed

· Documents problems and solutions well and proactively shares information with other staff members

· Documents information about customers for open case management

· Utilizes defined support processes

Team Orientation and Leadership:  (Give examples how the nominee has grown and developed personally in this category)
· Promotes teamwork in support of the company

· Motivates others through actions and words

· Supports established direction and processes

· Works well both individually and within the team environment

Communication:  (Give examples of the nominees methods and skills of communicating with others)
· Is an active listener and understands the value of listening

· Writes clearly and concisely, as well as informatively

· Focuses on the customer when communicating through listening and writing

Ethics:  (Explain how the nominee excels in this area)
· Demonstrates a strong commitment to honesty, trust and respect for customers, peers, and management

· Respectful of customers and honors commitments

Understanding and Use of Support Tools:  (Share the nominee’s understanding of the tools and technology used in your organization.  These tools may range from very basic to advanced)
· Utilizes support tools effectively

· Considered an internal expert and helps others become proficient with tools

· Recommends or suggests new tools to management

· Researches new tools and gives input to management

Problem Solving and Problem Prevention: (Give examples of how the nominee excels in this category)
· Approaches problems without assumptions and works to determine probable cause

· Identifies possible repeat problems quickly and works to eliminate the probable cause

· Eliminates common causes quickly and has good diagnostic skills

· Documents problems well so that the trend can be identified

What types of professional development has this nominee achieved? (List dates, types, credentials achieved, etc.)
· Completed any industry certifications?  (list certifications achieved)

· Completed a degree program?  (list degree achieved)

· Been a member of a professional organization?  (list organizations)

· Participated in local HDI chapter meetings or events?  (list specific meetings/events attended)

