
 Michigan State University – WorkLife Office  

Employee Worksheets for Proposing a Flexible Schedule 
 
Step 1: Your Job. List out your job responsibilities and other important features of your 
position.  

 
 

 Staff/Faculty Perspective Supervisor’s Perspective 

Responsibilities 
(Include time %s) 

  

Time Distribution   

Deadlines   

Key Interactions   

Key Meetings   

 
 

 


