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2018 Employee Excellence Award 
Nomination Form

About the Award
The Northwestern Information Technology (IT) Employee Excellence Award annually recognizes an individual staff member within our organization who has made remarkable contributions during the past calendar year and consistently demonstrated a superior level of performance.  
Who is Eligible?
All full-time employees who have completed one year of continuous employment within IT, excluding associate directors and above, are eligible for this award.
This award is reserved for employees whose dedication and impact are felt throughout our organization. Going above and beyond others and often stretching beyond regular duties, the winner of this award will likely demonstrate:
· A series of significant contributions, a unique achievement of strategic importance to the University, or ongoing operational excellence
· Excellent service delivery, both internal and external to Northwestern IT
· Northwestern values and behaviors at a high level, along with a record of encouraging them in others (e.g., excellence, discovery, collaboration, diversity, and integrity)
Full details are available on the Employee Excellence Award page. 
Writing a Convincing Nomination
On the following page, you are asked to provide detailed information in support of your nomination. Please remember that committee members reviewing these nominations may not be as familiar with the work of your nominee as you are. Thus, specifics are critical, as they help the committee assess your nominee in comparison to others.
In describing performance and accomplishments, please:
· Avoid using vague descriptors, sweeping generalities, or superlatives.
· Provide specific support for your laudatory comments. Questions to consider include:
· What exactly was accomplished, and why is it a remarkable contribution?
· Was it accomplished on time? On budget?
· What obstacles were overcome?
· What are the different dimensions of the superior performance level, and why do you consider them above and beyond the nominee’s regular job responsibilities?
· Remember, specifics that may be relevant to your nomination may include, but are not necessarily limited to, amount of effort, intensity of effort, project duration, level of innovation or creativity, collegiality, team-building, effective communication with the team and/or customers, and results.
· Be concise, but provide sufficient support. A longer nomination does not necessarily make for a stronger nomination. A shorter, more specific nomination, may be more successful.
By following these suggestions, you will strengthen the case for your nominee, and you will help the committee choose the best nominees.
[bookmark: _GoBack]*Special note about manager nominees: Managers are expected to contribute to Northwestern IT through individual efforts and by managing the staff members reporting to them. If your nominee is a manager, please focus on the individual’s contributions and performance and how those went above and beyond normal individual and managerial expectations. Comments about the success of a manager’s work group may not necessarily result in a winning nomination in the absence of specifics about how the manager’s individual performance was exceptional and contributed to the team’s success.
Nominee Information

[bookmark: Text1]Nominee’s Name       		     
[bookmark: Text2]Nominee’s Job Title			     
Nominee’s Department		     
Reasons for Nomination
In the areas below, please describe in less than 1,000 words your reasons for nominating the staff member.
Contributions/Performance (as an individual)—Describe, with specifics, how the nominee has demonstrated employee excellence in this area.
Click here to enter text.
Service Delivery (within Northwestern IT or across the University)—Describe, with specifics, how the nominee has demonstrated employee excellence in this area.
Click here to enter text.
Northwestern Values and Behaviors—Describe, with specifics, how the nominee has demonstrated employee excellence in this area.
Click here to enter text.
Submitting Your Nomination Form
When finished, save this completed form, attach it to an email, and send it no later than Monday, November 26 to Steve Beck, director of administration and finance, at s-beck@northwestern.edu.
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