
Completed Staff Work

When given a task from your team leader, you are expected to complete this task. 

Completed staff work is when the job is completed AND ready for your team leader to 

put their name to it. Follow this checklist to see if your work truly is “complete” 

 At the time the project is being given, ask the basic questions of the assignments.

o Who

o What

o When

o Where

o Why

 Then go “figure it out!”

 If you have questions, go to your other resources BEFORE going to your team

leader.

o Google it

o Ask other team members who may be able to help

o Look in every place possible before giving up

 Present the team leader with answers, not problems.

 Provide them with multiple options, and your top suggestions out of those.

 When tempted to ask a question, ask yourself, “could this wait until the next

team huddle or meeting?”

 The final test to determine if you have finished “completed staff work” is;

o “would (team leader name) be willing to sign their name to this and stake

their professional reputation on it and its accuracy?”

o If the answer is “no” or “I’m not sure”, then go back and do it over again

until you are confident the answer will be “yes”.

 Last but not least, make sure you have done EVERYTHING before you mark a

project complete. Are all of the elements here and ready to be signed off?






