
[image: image1.jpg]



Employee knowledge and work profile

	Name
	Title
	Date Prepared

	
	
	

	Agency
	Division/Unit
	Location

	
	
	


	DELIVERABLES:  What are your major work outputs (products, services and expertise)?

	Priority
	Description

	
	

	
	


	KEY CUSTOMERS:  Who are your customers and what do you provide for them?

	Name
	Role
	Deliverable Provided

	
	
	

	
	
	


	SUPPLIERS and PERSONAL NETWORK:  Who helps you get your job done and what do they provide?

	Name
	Role
	Information/Input Received

	
	
	

	
	
	


	TOOLS and INFORMATION RESOURCES:  What resources do you use to produce your deliverables?

	Priority
	Description

	
	

	
	


	PROJECTS and WORK PROCESSES:  What are your major projects?  In which work process do you have a role?

	Priority
	Project/Process Name
	Role/Responsibility

	
	
	

	
	
	


	EMPLOYEE and SUPERVISOR REVIEW:

	Knowledge Retention Plans:  How will you capture or transfer key knowledge, experience & relationships?

	

	
	
	
	
	
	

	Employee
	Initial
	Date
	Supervisor
	Initial
	Date


Adapted from Tennessee Valley Authority's Knowledge Retention Program.
www.performanceSolutions.nc.gov/evelopmentInitiatives/KnowledgeTransfer/Step2-optionstoRetainKnowledge/EmployeeKnowledge&WorkProfile.doc
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