Tool 24A – Reformulate The Job
Adult Business
Google Form for Employees
[https://docs.google.com/forms/d/1xFh7P9paMMMfeo9jVrADGRBhyiWodpDHYQRm7u7NmqQ/copy]
How to Use This Form:
1. Open your copied form.
Click the link above and make your own copy of the form in your Google account.
2. Make sure you are working in your own copy, not the original.
Your copy is the version you should use with your employees.
3. Check that responses go to your account.
Open the Responses tab in Google Forms and make sure responses are being collected in your account. You can also connect the form to a Google Sheet if you want to review responses in one place.
4. Share the form with your employees.
Click Send in Google Forms, copy your new form link, and share it with your employees using the platform you normally use.
5. Complete the employee information.
Enter your Employee Name, Job Title, Department, and Date.
6. Employees complete the Tool 24A questions.
The employee completes the form in their own words to explain their job, responsibilities, shift routines, what success looks like, and any parts of the job they are still unsure about.
7. Review responses for job understanding.
Use the responses to see what the employee understands about the job and what still needs to be explained or clarified.
8. Use a spreadsheet if helpful.
You can connect the form to a Google Sheet to organize and review employee responses in one place.
Purpose of Tool 24A
The employee explains the job in their own words. This helps the manager see what the employee understands and what still needs to be explained.
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