<YOUR NAME’S> Personal Operating
Manual (POM) [Template]

What’s a personal
operating manual?

A personal operating manual (POM) is a
simple way to improve relationships with your
coworkers. Think of it as a "how to work with
me" guide that other people can consult. It's
a chance to share things you normally might
not talk about in day-to-day conversation.

What do | do? /

Just fill out the prompts below to get started!
Don’t worry too much about what you write -
respond with whatever comes naturally.

You don’t need to answer every question, or fill out every section. In fact, we encourage
you to come up with your own questions and sections! And remember - you can always update
your POM later if things change.

- About Me

e Introduce yourself to your coworkers here!
e Replace the picture above with one of yourself.
e How would you describe your job to someone who doesn’t know anything about it?

7] My Work Schedule

e When are you normally (un)available? Are there specific times you don’t check work
messages?
What time zone(s) do you work in?
What are your expectations around after-hours communication? (e.g. “| sometimes send
email or Slack messages on evenings/weekends, but please don’t feel pressured to
respond until you're back at your desk.”)



€> How to Contact Me

e

What tool is best to reach you? For example, do you prefer Slack messages to emails?
Do you ignore phone calls?

How do you prefer to be contacted when something urgent is happening?

Who can people contact if you are unavailable?

My Communication Style

What do you want people to know about how you communicate? For example, do you
love to use humor? Are you very direct? Are you shy?

What should people know to help prevent misunderstandings?

How do you prefer to be communicated with? For example, do you prefer things to be
written down?

Do you prefer to turn on your video in calls, or do you prefer voice only?

What do you want help with? For example, do you want people to tell you if you're being
long-winded?

©_ My Well-Being

What are signs that you're starting to feel out of balance?

How can your coworkers help you if you are feeling stressed or burned out?
How do you manage stress?

How do you like to relax?

3 My Interests and Hobbies

What do you do for fun outside of work?

What TV shows, movies, music, art, books, or sports do you enjoy?

Do you have pets? What are their names?

What are your favorite foods?

Do you like to discuss your interests with your coworkers? If so, what can people chat
with you about?



&> My Work-Life Balance

Do you have caregiving responsibilities that your coworkers should know about?
Are there aspects of your home life that your coworkers should be aware of? For
example, is it hard to find a quiet place to take calls?

e Do you have a commute that requires you to arrive or leave at particular times?

My Growth

What are things you'd like to learn about or get better at?

How do you prefer to receive negative feedback? (e.g. private face-to-face conversation)
How do you prefer to receive positive feedback? (e.g. in a public Slack channel)

What kinds of things at work are the most fun for you? What are the most challenging?
What can cause you to fall behind or struggle at work? How can your coworkers help?

»¢ What | Don’t Have Patience For
Do you have any pet peeves?
What do you prefer people avoid doing around you? (e.g., please don’t eat crunchy food
around me)
e What bothers you about your working environment? (e.g., the air conditioner is too cold)

My Strengths

What are some job skills that you're most proud of?
What kind of topics can coworkers ask you for help about?

-n" Take it to Slack!

Now that you've filled out your POM, it’s time to share it with your coworkers! Here are some
ideas for doing that in Slack:

e Turn this template into a Slack e Share your POM in a channel with
canvas and encourage teammates your team so they can read it
to complete their POMs in canvas e Pin your team’s POMs in a

e Add a link to your POM in your Slack bookmark folder in your team
profile channel so you can find them later

e Schedule a huddle with your e Set a reminder to update your POM

manager to review your POM next year



