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Non-Managerial Position Contract for:      
Position Title: Social Media Representative
Manager’s Position: Sales Manager
	Result Statement

	This position is accountable for producing the following result:

Implementing the company’s social media policy and creating increased leads through effective use of social media. The purpose for you to become more actively involved with social media is to find additional opportunities to connect with your customers and share information with them that they enjoy receiving.


	Tactical Work Listing

	1. Post regular blog entries on topics that our target market customer will appreciate learning about.

2. 


Non-Managerial Position Contract for:      
Position Title: Social Media Representative

	Standards

	List quantity, quality, and behavior standards for which this position is accountable. Do not include those that belong on a system action plan.

	Position Specific

	1. Use good judgment in all situations—that applies in the world of social networking/media as well.
2. Know and follow the Retirement Living Group standards as contained in the Position Agreement and Employee Handbook.
3. Our goal is to help our customers solve their problems and be better informed about subjects they care about. The best way to accomplish this is by incorporating a positive and considerate approach every time we interact with them.
4. Always treat others (including customers, non-customers, shareholders, co-workers, vendors and competitors) as you would expect to be treated.
5. Just as we work together to maintain an environment in our communities that is positive, respectful and inclusive for our employees and customers, let's work together to do the same in the social networking/media world. 
6. Even though you are approved to represent Retirement Living Group, unless you are specifically authorized to speak on behalf of the company as a spokesperson, you should state that the views expressed in your postings, etc. are your own.
7. Stick with discussing work-related matters that are within your area of job responsibility.
8. Be open about your affiliation with Retirement Living Group and the role/position you hold. 
9. Stay away from boasting about customer service. As we all know, our number one goal is to offer each customer great service but we're certainly not perfect and we do make mistakes. Let's stay focused on working to deliver great service instead of talking about it. 
10. Keep in mind that you won't always know all the answers.
11. Don't be afraid to seek help and advice from others. 
12. Keep in mind that one of the biggest benefits of social media is that it gives our customers another way to talk to us; to ask us questions directly and to share their feedback.
13. A good guideline is to always be doing at least as much listening and responding as you do "talking".
14. Do not publish, post, or release information that is considered confidential or not public. Online "conversations" are never private!
15. If it seems confidential, it probably is. If you have any questions about what is considered confidential, check in with your manager.
16. Do not discuss numbers and other sales figures (non-public financial or operational information), strategies and forecasts, legal issues or future promotions/activities.
17. Do not post any pricing information or comparisons. 
18. If a member of the media or a financial analyst contacts you, as always, refer them to your manager.
19. To ensure your safety, be careful about the type and amount of personal information you provide. Avoid talking about personal schedules or situations.
20. NEVER give out or transmit personal information of customers or co-workers (including names, addresses, telephone numbers, account numbers or other personal information). 
21. Don't take information you may receive (such as e-mail addresses, customer names or telephone numbers) and add it to Retirement Living Group tools.
22. Always respect the privacy of our customers, famous or not, who enter our communities. Never share details about who is in your community or what they do when they visit or call. 
23. Please respect brand, trademark, copyright information and/or images.
24. Please do not post images of the interior of the buildings as they will almost always have people in them.  You may post pictures of the exterior of the buildings.
25. Please do not post pictures of others (customers, co-workers, etc.) without their permission.
26. A significant part of the interaction on Twitter and Facebook involves passing on interesting content or linking to cool items. However, we are ultimately responsible for any content we pass on to our networks. Don't blind retweet a link without looking at the content first. 
27. Avoid linking to outside websites, unless you trust the source. 
28. Pay attention to the security warnings that pop up on your computer before clicking on unfamiliar links. They actually serve a purpose and protect you, Retirement Living Group and our customers from things like computer viruses. 
29. When using Twitter, Facebook and other tools, be sure to follow their official terms and conditions. 
30. Be sure to correct any mistake you make immediately and make it clear what you've done to fix it. 
31. If you make a MAJOR mistake (e.g., exposing private customer or employee information or reporting confidential information), please let your manager know immediately so we can take the proper steps to help minimize the impact it may have. 
32. As a reminder, Retirement Living Group pays for all time worked, which includes the time you engage in social networking activities as a Retirement Living Group representative. So please ensure that you are clocked in when you're using these tools for business reasons. After-hours business use of social networking activity as a Retirement Living Group representative should be pre-approved by your manager, and your time should be turned in. 
33. If you are a front-line salesperson, social media should just be another valuable tool that will help you further accomplish your goals — but it shouldn't take away from the very important person-to-person contacts that you will continue to make each day. 
34. If you have any questions about using social media to connect with your customers, please speak with your manager.
35. Above all, remember to have fun and be yourself! We look forward to seeing you online! 


Non-Managerial Position Contract for:      
Position Title: Social Media Representative
	Standards

	Companywide

	1. All work will be performed in accordance with all government laws, regulations, ordinances and court rulings in those jurisdictions in which the company operates.

2. All routine work systems will be documented in an operations manual.  The information included in eh operations manual is proprietary.

3. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee handbook, operations manual, ongoing policy memoranda and dress codes.

4. Client and company information will be held as strictly confidential outside the company.

5. Client health information will be held as strictly confidential.

6. All telephone calls, both internal and external, will be returned within one business day and within two hours whenever possible.

7. Manager will be notified in an exception report of any issues to be resolved or deadlines that cannot be met by reporting person, prior to the due date.

8. In coordination with RLG, all innovation will be quantified, tested and improved, then documented for routine implementation (i.e. well orchestrated once proven).

9. Problems with any system must be brought to the attention of manager in an exception report so the system can be improved, within the structure of the operations manual.

10. Employees are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.

11. All policy memoranda indicating changes in policy and / or procedure will be stored in each employee’s operations manual, until the time an updated procedure is provided.

12. Employees will provide staff assistance as requested; each employee may be asked from time to time to cover other areas of accountability and / or departments.

13. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and in accordance with applicable and existing company policies an standards.

14. Employees will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede workflow.

15. Employees will have regularly scheduled meetings with their managers.

16. Employees will be honest was they deal with everyone they come in contact with at work.

17. Employees will communicate with others in a respectful tone that is audible to the person(s) with whom he or she is speaking.

18. Employees will use positive, uplifting language and never use profane, vulgar or crude language.

19. Employees will exhibit a positive attitude toward and about their co-workers, supervisors, residents, guests, vendors and others whit whom they come in contact.

20. Employees will be punctual in clock-in and out for their assigned shifts as well as breaks. 

21. All emails will contain a RLG approved signature.


Non-Managerial Position Contract for:      
Position Title:      
	Signatures

	Statement of the Position Holder: 

I accept the accountabilities of this position and agree to produce the results, perform the work, and meet the standards set forth in this position contract. 

     





     
Date





Signature







     






Printed/Typed Name

Statement of the Position Holder’s Manager:

I agree to provide a working environment, necessary resources, and appropriate training to enable the accountabilities of this position (results, work, standards) to be accomplished.

     





     
Date





Signature







     






Printed/Typed Name
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