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How To Write Workplace Objectives
A Workplace Project will require you and your supervisor to develop and concisely define a measurable workplace objective. Workplace objectives are opportunities to learn on the job; they provide the work experience that will be a valuable addition to your resume and future success in the job market. 

Workplace objectives are “learning” objectives. They should reflect new or expanded job related responsibilities. The goal of a workplace project is to bring mutual benefit to you and your organization. Your objective should connect your academic experience to the real world of work. A good objective will further your knowledge and skills as well as contribute positively to the success of your company. How can you contribute to the achievement of organizational objectives? Your success is based on the value you bring to an organization. Achievement of workplace objectives will yield this value.

In order to know if an objective has been accomplished, you first need to define the desired result or goal. A goal must be specific and measurable. The key elements are: “what” the goal is, “how” the goal will be accomplished, “how” it will be measured and “when” it will be completed. Time must be a consideration in defining the goal. Be realistic in setting the goal – Rome was not built in a day. If a goal is not reached, discuss the progress that was made in the paper you will be required to write. The outcome of any task is “what” was learned. 

The focus of the Workplace Project may be to: solve problems, increase revenue, decrease costs, improve safety, create and implement new ideas, learn new skills, improve procedures, increase productivity and efficiency, apply information from research efforts, achieve organizational objectives/business objectives or to cross-train.

New and/or expanded learning objectives must be identified each semester. 

How do you write your objective?

1. First sentence: 

a. Describe the goal by beginning the sentence with an “action” word 

(i.e. - demonstrate, create, develop, etc…).

b. Describe how the goal will be accomplished using the word “by” to connect the two components (i.e. by making, by gathering, by writing, etc…)

2. Second sentence: Tell “who” will evaluate the project and “how” it will be evaluated 

(i.e. – Supervisor to evaluate through examination and use of spread sheet; through examination of responses; through examination of results; by comparing pre-objective data to post objective date)
3. Third sentence: Date project to be completed (i.e. - To be completed by May 1, 2005).

Example: Reorganize workstation to increase productivity by creating new file system to track customer data. Supervisor will evaluate through examination and use of new file system. To be completed by November 30, 2005.

Steps to writing and completing a workplace objective

1. Develop ideas for workplace objectives before you meet with your supervisor

2. Discuss ideas with supervisor and choose objective 

a. Write objective on workplace project agreement form 

b. You and employer sign & date workplace project agreement form

3.   Schedule/attend advisor meeting with CWEE faculty member for approval of objective 

4. Complete workplace project and have supervisor sign, date & evaluate outcome of project on the workplace project agreement form

5. Write 1-2 page paper summarizing the results of your project (see handbook for details to be included in paper) 

6. Attach the workplace project agreement form to your paper

Types of learning objectives
New Assignments: If you use your current job as an internship, you will need to have new learning experiences that can be stated in objective form. To assist you in writing your new objectives you might consider the requirements of the job that is currently a step above yours and what you need to learn in order to be promoted.

Routine Duties: Think of new and creative ways to improve your daily job duties or create new aspects for improving efficiency. Analyze the end result desired and the steps required to achieve it. How can you improve the process?  

Personal Improvement: Think about your interactions at work and how you could develop personal habits or social skills that would allow you to become a more coveted employee. How could you improve your communication with co-workers that would result in increased knowledge, new ideas, increased production, better cooperation, smoother work flow, etc?

Problem Solving:  Identify and define a problem in your work environment that can be corrected. Develop a plan to solve the problem and benefit your organization. Solutions can relate to processes, systems of operation, communication, teamwork, efficiency, safety, reducing costs, or increasing revenues. 
Creative:  Examine present procedures and identify “what” can be done to improve them. List the steps necessary, perform them and report on the outcome. Measure the effectiveness and determine if adjustments are needed.
Critical Thinking:  Brainstorm the possibilities of enhancing or expanding your job responsibilities to add value to your department or organization. Look for the “overlooked” step or procedure that will improve outcomes, decrease errors or prevent problems.

Examples of workplace objectives
Banking/Finance

Increase equity loan applicants by setting up a display in lobby of Bank for one month. Supervisor will evaluate through examination of percentage of increase in applications. To be completed by _____________.

Research state sales tax audits by using Lese Plus, reviewing files and instruction provided by my supervisor. Information will be entered on a spread sheet with printouts and supervisor will evaluate results by ___________.

Computer/Website

Redesign company website to increase customer visits and sale of products. To be evaluated by supervisor through increased sales. To be completed by ____________.

Customer Satisfaction

Design a customer service satisfaction survey by developing four questions to measure level of service. Supervisor will evaluate through examination of results. To be completed by ________.

Dance
Learn to design and plan a dance class for young children by reading new lesson planning books, consulting with my dance studio supervisor, writing lesson plans and using lesson plans I’ve constructed in class. Results will be measured by submitting a written lesson plan to supervisor for examination. To be completed by ________.

Drafting

Complete and submit a final drawing package for remodel that will be designed with my client’s needs and code restraints in mind by December 6th. My supervisor will evaluate my project through the plan-check corrections he receives.
Complete a design submittal package consisting of a plot plan, fuel modification plan and related design drawings. Project will be completed by October 2nd and will be evaluated by my supervisor prior to submittal for completion and approval for current county codes.

Early Childhood Education

Research five places to visit on a field trip and document directions, times, and cost in a document. Supervisor will evaluate feasibility of trips through examination of document. To be completed by _________.

Develop a maintenance plan for the children’s nature habitat/study area by listing the tasks of the required maintenance (weeding, watering, etc…) and making a schedule for employees to follow. Supervisor will review the plan and evaluate the improvement of the habitat. To be completed by ________.

Employee Satisfaction

Create and circulate employee satisfaction survey by developing a questionnaire for employees and documenting results. To be evaluated by supervisor through examination of responses for feedback. To be completed by ___________.

Fundraising

Create and publish a cookbook to be sold to the community to raise money for the organization. Amount of cash raised will measure projects success. To be completed by ____________.
Examples of workplace objectives continued
Health and Fitness

Produce a Power Point presentation related to the health and fitness industry by researching topic on the Internet and interviewing fitness instructors. Supervisor will evaluate the quality and usability of the presentation. To be completed by _________________.

Machining

Re-calibrate machine to project specifications to develop new product. Supervisor will evaluate the final product by _____________.

Marketing/Sales

Increase personal sales by 10% over last year’s total by developing a written plan to include sales suggestions, producing a better sales presentation, and learning more about the products sold. Sales will be measured and compared against last year’s figures by supervisor. To be completed by _________. 

Retail

Display clothing in four locations of the store to determine which yields greater sales. Will measure results in dollars of sales for the clothing involved. Manager will verify the results. To be completed by_______.
RTVF

Demonstrate ability to operate a camera in the studio and on locations by training with camera operators, observation, and practical work. My supervisor will evaluate work by having me explain the operation of a camera and through viewing a production I filmed. To be completed by ___________.

Create a pitch for a new television show by collaborating with other interns and writing a proposal to be presented to executives. Supervisor will evaluate based on quality of pitch to executives and if show is accepted for possible production development. To be completed by _____.

Organize two successful stories for television station by scheduling interviews, coordinating camera crews, and writing interview questions. Supervisor will evaluate success based on television rating system. To be completed by ________. 

Tutoring

Expand math skills of two tutors by cross training in Geometry. A test will be given before and after training to measure percent of increased skills. To be completed by __________.

Prepare students in Intermediate Algebra to move on to the next level math course by teaching them the skills needed and testing students to measure their progress. Supervisor will evaluate by number of students able to pass and move to next course. To be completed by __________.

Examples of “Action” words
	Creative
	Clerical & Research
	Human Resources
	Management & Leadership
	Management & Leadership (Con’t)

	Author
	Arrange
	Advise
	Administer
	Recommend

	Conceive
	Automate
	Assess
	Analyze
	Reduce

	Create
	Budget
	Assist
	Assign
	Remove

	Design
	Catalog
	Clarify
	Attain
	Replace

	Develop
	Categorize
	Coach
	Authorize
	Reposition

	Devise
	Calculate
	Collaborate
	Chair
	Reproduce

	Direct
	Classify
	Consult
	Consolidate
	Retain

	Enhance
	Collect
	Counsel
	Contract
	Review

	Establish
	Compare
	Diagnose
	Control
	Revise

	Formulate
	Compile
	Educate
	Coordinate
	Schedule

	Illustrate
	Complete
	Employ
	Delegate
	Simplify

	Improve
	Compute
	Group
	Develop
	Strengthen

	Initiate
	Critique
	Guide
	Direct
	Supervise

	Introduce
	Decrease
	Handle
	Evaluate
	

	Invent
	Diagnose
	Hire
	Enact
	

	Launch
	Dispatch
	Integrate
	Establish
	

	Market
	Distributed
	Mediate
	Exceed
	

	Originate
	Evaluate
	Monitor
	Execute
	

	Plan
	Examine
	Motivate
	Expand
	

	Prepare
	Execute
	Negotiate
	Guide
	

	Produce
	Generate
	Recruit
	Head
	

	Propose
	Identify
	Represent
	Implement
	

	Set up
	Inspect
	Select
	Improve
	

	Structure
	Interview
	Sponsor
	Incorporate
	

	Wrote
	Investigate
	Strengthen
	Increase
	

	
	Monitor
	Train
	Initiate
	

	
	Operate
	
	Institute
	

	
	Organize
	
	Investigate
	

	
	Prepare
	
	Launch
	

	
	Process
	
	Lead
	

	
	Purchase
	
	Maintain
	

	
	Record
	
	Manage
	

	
	Retrieve
	
	Mediate
	

	
	Review
	
	Negotiate
	

	
	Separate
	
	Organize
	

	
	Schedule
	
	Oversaw
	

	
	Screen
	
	Perform
	

	
	Summarize
	
	Plan
	

	
	Survey
	
	Prioritize
	

	
	Systematize
	
	Produce
	

	
	Tabulate
	
	Propose
	

	
	Validate
	
	Conduct
	

	
	Verify
	
	Reorganize
	


Examples of “Action” words continued
	Technical
	Communications
	Financial
	Teaching

	Critical Thinking

	Assemble
	Address
	Allocate
	Advise
	Analyze

	Build
	Arbitrate
	Analyze
	Clarify
	Appraise

	Calculate
	Arrange
	Appraise
	Coach
	Arrange

	Change
	Articulate
	Audit
	Communicate
	Assemble

	Complete
	Author
	Balance
	Encourage
	Assess

	Compute
	Convince
	Budget
	Evaluate
	Calculate

	Convert
	Correspond
	Calculate
	Explain
	Categorize

	Construct
	Define
	Compute
	Guide
	Choose

	Design
	Develop
	Forecast
	Influence
	Collect

	Engineer
	Direct
	Increase
	Inform
	Compare

	Operate
	Draft
	List
	Instruct
	Compose

	Overhaul
	Edit
	Manage
	Interpret
	Construct

	Modify
	Enlist
	Market
	Persuade
	Create

	Program
	Formulate
	Plan
	Rewrite
	Design

	Remodel
	Influence
	Project
	Stimulate
	Diagram

	Repair
	Interpret
	Research
	Train
	Estimate

	Restructure
	Interview
	Tabulate
	
	Evaluate

	Solve
	Lecture
	Transfer
	
	Examine

	Upgrade
	Moderate
	Update
	
	Formulate

	
	Negotiate
	
	
	Inspect

	
	Participate
	
	
	Measure

	
	Persuade
	
	
	Organize

	
	Present
	
	
	Plan

	
	Preside
	
	
	Prepare

	
	Promote
	
	
	Rate

	
	Publicize
	
	
	Revise

	
	Recruit
	
	
	Select

	
	Represent
	
	
	Setup

	
	Sell
	
	
	Score

	
	Speak
	
	
	Solve

	
	Translate
	
	
	Test

	
	Write
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