[image: image2.png]United States Department of Agriculture

O NRCS



[image: image2.png]
Natural Resources Conservation Service

[image: image3.png]The Natural Resources Conservation Service provides leadership in a partnership effort to help people
conserve, maintain, and improve our natural resources and environment.

An Equal Opportunity Provider and Employer



60 Quaker Lane, Suite 46


Warwick, RI 02886

phone 401.828.1300, fax 401.828.0433

_________________________________________________________________________________________________________

PAGE  
2

RHODE ISLAND BULLETIN No:  360-6-5
DATE:  April 14, 2006
SUBJECT:  PER-Office Professionalism 
Purpose:  To inform NRCS employees about expectation of professional work environment.  
Expiration Date:  September 30, 2006
The ability to establish and maintain good interpersonal relationships directly impacts upon your effectiveness as an employee.  How we treat each other and those we assist are evident by our actions, both verbal and non-verbal.  Each employee has within their official Performance Plan an element that sets the standard for an employee’s behavior towards our internal and external customers.  

Non-supervisory employees have the following element in their Performance Plan as a critical element.  Failing to achieve this element would result in a “Marginal” rating.  

Personal Contacts- EO/Civil Rights (non-supervisory):
Routinely displays courteous and tactful behavior towards internal and external customers, supervisors, coworkers, and/or team members.  Projects a positive and professional image of USDA.  Performs duties in a manner which consistently demonstrates fairness, cooperation, and respect towards coworkers, office visitors, and all others in the performance of official business.  Demonstrates an awareness of EO/CR policies and responsibilities of agency and departmental goals of valuing a diverse, yet unified workforce.

Supervising Employees have the following element in their Performance Plan. Failing to achieve these elements would result in an “Unacceptable” rating:

EO/Civil Rights (supervisory) -Performs duties in a manner which consistently demonstrates fairness, cooperation, and respect towards coworkers, office visitors, and all others in the performance of official business.  

Mission Results- Ensures a high degree of responsiveness to management, the public, and internal/external customers.  

Customer Service- Maintains appropriate rapport with internal and external customers.  Develops and establishes a working relationship with external organizations as required.

Having said that, I expect you to perform your duties in a professional manner and treat customers, visitors, and staff with respect and courtesy.  As an employee of NRCS, it is my expectation that you will foster a professional work environment and conduct yourself accordingly.  Rude or condescending comments made to or about NRCS employees or customers will not be tolerated.  You should also be cognizant of the fact that negativity creates tension in the workplace.  Be advised that failure to comply with expectations may result in a poor performance rating and/or disciplinary action.  

If you have any questions, please come see me.
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ROYLENE RIDES AT THE DOOR 

State Conservationist
cc:
All RI NRCS Employees

Mark Zinan, SAO, NRCS, Amherst, MA


Melissa Boak, HRS, NRCS, Amherst, MA
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