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ADULT BUSINESS KIT
Jotform for Employees:
	[https://form.jotform.com/261862654281058]


How to Use This Form:
1. Open the Jotform link.
Click the link above to open the Tool 24A – Reformulate the Job form.
2. Use the form to explain your job in your own words.
Complete the form from the employee's perspective so your manager can see what you understand and what still needs to be explained.
3. Complete the employee information.
Enter your Employee Name, Job Title, Department, and Date.
4. Answer each job-understanding question.
Describe your job, your most important responsibilities, what you should do at the beginning of your shift, and what you should do before leaving your shift.
5. Think about what success looks like.
Explain what successful performance in your job looks like and identify any parts of the job that you are still unsure about.
6. Write down your questions.
Use the final question to identify anything about your job that you still need clarified.
7. Review your answers before submitting.
Make sure your responses accurately describe what you understand about the job and clearly identify anything that still needs explanation.

