Job Description Questionnaire
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	I.  Details of Vacant Position
 

	1. Budget Title & 
     Salary Level or Grade:
	     
	2. If different, Local Title:
          

	3. Requested Budget Title &
     Proposed Salary:
	     
	4. If different, requested Local Title: 
          

	5. Employee Name 
     (if applicable):
	     
	6. Department:  
          

	7. Supervisor 
     Name & Title:
	     
	8. Contact phone number:
          

	9. Current Appt Type:  

      FORMDROPDOWN 

	10. Line number: 

            
	11.  

Full-time  FORMCHECKBOX 
  Part-Time  FORMCHECKBOX 
  
	12. Neg Unit:

        FORMDROPDOWN 
   

	13. FOR HR USE ONLY  
FLSA:  FORMCHECKBOX 
 exempt    FORMCHECKBOX 
 non-exempt
Present Title Code:                 Requested Title Code:      
	14. 
JC for Classified Titles: 
  FORMDROPDOWN 

	15. 
JC for Classified Titles:  
 FORMDROPDOWN 



	II. Position Summary Briefly describe the main purpose of the job in five to seven sentences.  The description should broadly answer what the position is supposed to accomplish or its outcome and why; it should not include tasks used to reach that accomplishment.


     
	III. Required Education, Knowledge and Skills Detail the level of skill, knowledge and ability required to perform essential functions of the position. What is the minimal educational background required to competently perform the essential duties of the job? (Include specific degree, certification, license and/or credential.)


     
	IV. Experience Requirements How much related experience is typically required to qualify for appointment and to learn essentially all the principal duties of the position?  Such time is in addition to the time it takes to attain the minimum education requirements.


     
	V. Physical Activity Check the physical demands that apply to the position, indicate the frequency and the specific job responsibility that requires this activity.


	Activity
	REQUIRED 1 to 2 times per month or less frequently
	REQUIRED on daily or weekly basis
	List JOB RESPONSIBILITIES that require physical activity checked

	 FORMCHECKBOX 
 Standing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Walking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Sitting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Lifting
	      lbs.
	      lbs.
	     

	 FORMCHECKBOX 
 Carrying
	      lbs.
	      lbs.
	     

	 FORMCHECKBOX 
 Pushing
	      lbs.
	      lbs.
	     

	 FORMCHECKBOX 
 Pulling
	      lbs.
	      lbs.
	     

	 FORMCHECKBOX 
 Climbing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Balancing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Stooping, Kneeling, Crouching, Crawling
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Reaching
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Speaking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 Repetitive Motion
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	VI. Job Functions Each job has 4-8 functions.  You only need to complete the number of functions that make sense for your position. Check the box in the left column of each duty/task that is an essential function of the position.  Essential activities are duties that an employee must be able to perform in order for the position to exist.  They may also be duties that are so highly specialized that the individual is hired specifically to perform those activities.  Duties may also be essential because there are a limited number of employees available to perform the work.  Each function then consists of tasks and activities that are performed to accomplish an objective.  Under each function you have listed in the table, describe the tasks associated with that function.


	Essential Functions (Supervisor to complete)
	Duty Descriptions
	Percentage of time – must total 100%

	 FORMCHECKBOX 

	Function 1:      
	     

	TASKS
	     

	 FORMCHECKBOX 

	Function2:      
	     

	TASKS
	     

	 FORMCHECKBOX 

	Function 3:      
	     

	TASKS
	     

	 FORMCHECKBOX 

	Function 4:      
	     

	TASKS
	     

	 FORMCHECKBOX 

	Function 5:      
	     

	TASKS
	     

	 FORMCHECKBOX 

	Function 6:      
	     

	TASKS
	     

	 FORMCHECKBOX 

	Function 7:      
	     

	TASKS
	     

	 FORMCHECKBOX 

	Function 8:      
	     

	TASKS
	     


	VII. Organizational Relationships Describe the level of supervision this position receives.
     
 FORMCHECKBOX 
 Attach an organization chart

	Please check one statement below that most closely applies to this job.  If the paragraph does not apply exactly, add comments in the space at the end.  Supervision of students does not qualify when completing this section as they are not regular employees.    

	 FORMCHECKBOX 

	Does not supervise or otherwise have any regular responsibility for the work of others.

	 FORMCHECKBOX 

	Immediate oversight of employees while performing the same or directly related work most of the time as those led.  No responsibility for costs, methods or personnel.  May be asked to provide input about the performance of others in the group.  (For example, a lead position or a position that assigns work provides training and/or orientation.

	 FORMCHECKBOX 

	Directly supervises or manages the work of at least two full-time employees or their equivalent.  For example, one full-time and two half-time employees.  Regularly and customarily directs their work.  Ensures that work meets the standards of quality and quantity.  Makes decisions or recommendations regarding personnel actions such as hiring, disciplinary action, overtime, changes in pay and terminations.  Indicate the titles of the positions supervised:       

	 FORMCHECKBOX 

	Supervises three to 15 employees, regularly and customarily directing their work.  Ensures that work meets the standards of quality and quantity.  Makes decisions or recommendations regarding personnel actions such as hiring, disciplinary action, overtime, changes in pay and terminations.  Indicate the titles of the positions supervised:       

	 FORMCHECKBOX 

	Supervises three or more first line supervisors who themselves supervise a small group.

	 FORMCHECKBOX 

	Supervises three or more second line supervisors or is responsible for a significant program within a major functional area.

	COMMENTS:       


Date Developed:       
Date Revised:       
     
	VIII.  Signatures

	Supervisor:
	
	Date:
	

	Department Head:
	
	Date:
	

	Vice President:
	
	Date:
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