

POSITION DOCUMENTATION QUESTIONNAIREPRIVATE 



SUPPORT POSITIONS
This questionnaire was designed to collect important job content information about your position.  The questionnaire will aid you in describing your present position in terms of its major responsibilities, duties and requirements.  Please use language that is clear and concise so that someone unfamiliar with your position will be able to understand what, how, and why it functions, simply by reading the completed questionnaire.  FORMDROPDOWN 

	Position Title:                                                                                                      

	Position #:      

	Name:       

	Department:       
	Date Prepared:       

	Supervisor (Name and Title):       


 FORMDROPDOWN 
    FORMDROPDOWN 
 

1. POSITION PURPOSE: Briefly state your position's overall purpose in one or two sentences highlighting the general function or duty for which your position is responsible.

     
2. ASSIGNMENT, REVIEW, AND APPROVAL OF WORK: From whom do you receive work direction and who reviews and approves either work in progress or completed work?

     
 FORMDROPDOWN 

3.
SPECIFIC DUTIES:


Starting with the most important, list the duties that make up your regular assignment.  Please focus on the 5 to 7 major duties you personally perform. There should be no entries on which you spend less than 5% of your time.  Use specific verbs of action such as "regulate", "test", etc.  Avoid "responsible for", "handle", and "assist".  State the frequency with which the duty is performed, i.e., daily, weekly, occasionally, and the percentage of time spent on the activity.    

	Duties/Activities
	Frequency
	Percentage

of

Time

	Example: Schedules appointments and coordinates arrangements for meetings.
	Daily
	10%

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       

	       
	     
	       


4.
RESPONSIBILITY AND DECISION-MAKING AUTHORITY:
A. What decisions do you have authority for making?


     
B. What kinds of decisions or problems do you refer to your supervisor?


     
5.
REPORT PREPARATION:

Are you expected to prepare special reports?  If so, what is their nature (e.g. compiling/calculating data, interpreting data, making recommendations), who assigns the task to you, and for what are they used?

     
6.
EQUIPMENT OPERATION:

What percentage of your total working time is spent operating equipment?       %.  List 
the various equipment you must operate as part of your position.  Do you also service or repair the 
equipment? Yes        No       .    If "Yes", please describe.


     
7.
RELATIONS WITH OTHERS:

During the regular course of your position, what individuals in other departments and outside the company are you required to contact and/or work with, approximately how often, and for what purpose?

	Contact Name and Title
	Frequency
	Purpose

	       
	     
	     

	       
	     
	     

	       
	     
	     

	       
	     
	     

	       
	     
	     

	       
	     
	     


8.
WORK DIRECTION:

Do you have responsibility for providing work direction to others (e.g., distributing work to others, reviewing work of others, assigning persons to specific work and training new employees)?  Yes      No  . 


If "Yes", specify employees by title and describe the nature of the direction provided.


     
9.
MAJOR CHALLENGES:

What is the hardest, most challenging, part of your position?  What really makes you think?  Give some examples of the kinds of problems you must solve.


     
10.
KNOWLEDGE, SKILLS, ABILITY:
A. What is the minimum level of knowledge and skills that are necessary to competently perform your position (include formal education, or equivalent, type and years of prior work experience, and other qualifications)?

     
B. What is the preferred level of knowledge and skills (include formal education, or equivalent, type and years of prior work experience, and other qualifications)?

     
11.
RELATIONSHIPS TO OTHER POSITIONS:

A. What positions are potential promotional opportunities?

	     
	     

	     
	     


B. What positions are comparable in size and complexity to your position?





	     
	     

	     
	     


C. What positions would provide a good training opportunity to prepare an individual for your position?

	     
	     

	     
	     


12.
ADDITIONAL INFORMATION:

List any information not included in your previous answers that would help someone to better understand your position.

     
Date: 

Signature: 


SUPERVISOR'S SECTION:
1. What do you consider the most important duty of this position?

     
2. What are the other duties you consider important to this position?

     
3. What specific knowledge and skills would you expect an employee to have to be able to competently perform this position?


     
4. What do you consider the most important qualifications (training, work experience, education level or equivalent) of an employee in this position?

     
5. Comment on the statements made by the employee.  Indicate where information may be unclear or inaccurate.  Add any items that will make the questionnaire more complete or accurate.

     
Date: ______________________
Signature: _____________________________________________________

Note:  Significant changes made by the supervisor should be reviewed with the employee.
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