Role Expectations Description

Date: [Insert Date]
To: [Employee's Name]
From: [Manager's Name]

Subject: Expectations for Your Role

Dear [Employee's Name],
As we continue to work together towards our goals, | would like to outline the key expectations
for your role as [Job Title]. Understanding these expectations will help ensure clarity in your
responsibilities and our objectives.
1. Key Responsibilities

o [Responsibility 1]

e [Responsibility 2]

o [Responsibility 3]
2. Performance Metrics

To assess your performance, we will focus on the following metrics:

e [Metric 1]
e [Metric 2]
e [Metric 3]

3. Communication and Collaboration
Effective communication is key. You are expected to:

« Engage in regular check-ins with the team.
e Provide updates on your projects as needed.

4. Professional Development

| encourage you to pursue opportunities for growth through training and mentorship. Please let
me know how | can support you in this area.

Conclusion



If you have any questions or need further clarification on these expectations, please feel free to
reach out. I am looking forward to your contributions and successes in your role.

Best regards,
[Manager's Name]

[Manager's Title]



