[image: image1.jpg]ST. LUCIA ELECTRICITY SERVICES LIMITED





CUSTOMER EXCELLENCE AWARD NOMINATION FORM

	Name of Nominee:
	Job Title:

	Department:

	Nominated By:
	Date Submitted:

	Please answer all five (5) questions in the space provided below regarding your nomination for the Customer Excellence Award.  Please keep the criteria outlined on page 3 in mind while answering the following questions.

	Outstanding Service Delivery Description:  

	a. State the type of customer who was provided with the excellent service (internal/external)
	

	b. Provide an overview of the customer problem (s) or need (s) which was solved or met.
	

	c. Outline the specific steps or actions which the employee took that resulted in a positive outcome or environment for the customer (s).
	

	d. Identify the specific competencies/behaviors demonstrated by the nominee that embodied service excellence.
	

	e. List any challenges or difficulties dealt with, which lead to this achievement.
	

	Recommended:
___________________________
Reporting Authority
Date:
________________________
Supported:
___________________________
Department Head
Date:
________________________
Date Received:          ___________________________
Division Head
               ________________________
Recommended:
___________________________
Selection Committee
Date:   ________________________
Approved:
___________________________
Executive Team 
Date:   ________________________



Nomination Instructions

Each year LUCELEC seeks nominations for the Customer Excellence Award which acknowledges staff members who establish and maintain positive and effective working relationships with internal/external customers; who are dedicated to continuously improving customer satisfaction and exceeding expectations and reacting appropriately to ensure customer satisfaction; who demonstrates excellence in resolving conflicts and/or facing challenges.
ELIGIBILITY: To be eligible for the LUCELEC Customer Excellence Award, the nomination must: 

a) Satisfy the eligibility requirements for awards as outlined in the Employee Rewards and Recognition Policy.

CRITERIA: 

a) The Customer Excellence achievement should be attained by the employee during the qualifying year.
b) Employees must be nominated by his/her Reporting Authority.
c) It should result in one or more of the following: 
· Supported and or organize activities that encouraged and helped create a positive environment for internal/external customers.
· Makes recommendations for improvement that enhance and or eliminate barriers for customer satisfaction.
· Effectively managed customer expectations; did not promise things that he/she could not deliver.
· Encouraged others to think about customers when making decisions; reminded others that customer service is everyone’s responsibility.
PROCEDURE: 

a) Complete the nomination form. Nominations will not be considered without a competed nomination form.

b) Forward completed nomination form to the relevant reporting authority for review and signature.

c) Submit completed forms to the Division Head copied Human Resources Department by the published deadline date.

d) The Department Awards Selection Committee will review the nominations submitted for team members within the department and select one nominee for the various categories of awards.

e) The Division Head will submit all approved nominations to the Head of Human Resources Department, who will inform the Managing Director and other Executive Managers of all awards approved by the Division Head in the various categories.

f) The Executive Management Team will review the awards approved by the Division Head and determine the final awardees for all categories of award.
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