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DISTINGUISHED STAFF AWARD — NOMINATION FORM
FOR ADMINISTRATIVE SUPPORT STAFF

e  Please write about your extraordinary performance during the period (Sep 1, 2013 to Aug 31, 2014).

e Nominee should be a full-time employee (excludes temporary staff members, student Staff members, research assistants, lecturer-B,
faculty members and the like).

e Nominee should be a non-probationary staff member, and has completed at least two years of continuous employment with the
University.

e Nominee should not be one of those who have received the award during the previous three years of service.

e Nominees and their supervisors should fill-in the form themselves.

e All questions must be answered (incomplete forms will be excluded from the competition).

e All evidence and/or supporting documents of the nominee’s performance need to be attached.

e The form should be completed clearly and signed, then submitted in a sealed envelope to the Dean’s office of the Faculty and
Personnel Affairs (Bldg. 21, Room 605).

e Nomination form submitting deadline is 15 January, 2015.

e  For assistance or questions, please contact: Jaman Al-zahrani (Tel. 4809- Email: juman@kfupm.edu.sa)

Mohammed Al-saeedi (Tel. 3679- Email: malsaeedi@kfupm.edu.sa)
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Nominee’s Name: Position:
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Please describe nominee’s job duties:
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NOMENEE’S ACCOMPLISHMENTS
FOR ADMINISTRATIVE SUPPORT STAFF

Please write about your extraordinary performance during the period (Sep 1, 2013 to Aug 31, 2014). It should include
superior customer service, timely completion of tasks, learning of new methods/tools and systems, quality of work and
records keeping, and suggestions for improvement of quality and efficiency of services as follows. Use additional pages if

necessary and support your claims by attaching all evidence and/or supporting documents.
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