
POSITION DOCUMENTATION QUESTIONNAIRE






PROFESSIONAL AND MANAGEMENT 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 principal purpose or function (what it is that you are paid to accomplish) in one or two sentences. 


     
2.
DIMENSIONS:  Provide quantitative dimensions or scope information about your position that will best describe or measure its size, influence, or effect on the organization.  Think in terms of items/areas that you manage, safeguard, control, influence, or impact in a measurable way.  List the financial dimension in the first column, the associated dollar amount in the second column, and in the last column indicate whether you have “individual” control of this dimension, whether you “share” in making final decisions as part of a group, or if you “advise” those who are making the final decision concerning this dimension.


Example financial dimensions: operating/department budget, annual payroll of supervised employees, sales revenue, capital expenditures, production costs, advertising expense, etc.

	Financial Dimension
	Amount
	Type of Control

	Operating/Department Budget
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


 FORMDROPDOWN 


3.
PRINCIPAL ACTIVITIES, END RESULTS, AND PERFORMANCE MEASURES: List a series of brief statements (about five to eight) that describe only the major activities or functions for which this position is held accountable.  Do not list all of the individual tasks or steps that must be performed to accomplish the end result. 


In the "What Do You Do?" column, list what you do and how you do it.  Use action verbs to describe your major activities or functions.  In the next column, indicate what end results the activity is to accomplish.  In the fourth column, indicate ways to measure accomplishment of the end result.  After completing these columns, go back and (in the first column) rank the major activities or functions in order of importance, with "1" indicating the most important activity.

	Rank of Impor-tance
	What Do You Do?

(Major Activities/Accountabilities)
	Why Is This Function Performed?

(Desired End Result)
	Ways to Measure Accomplishment of End Results

	Example: 2
	Meet with users to design computer programs.
	To provide data processing services to meet users' needs.
	Number of new or enhanced systems implemented.

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


4. ORGANIZATIONAL STRUCTURE AND FUNCTIONS:  Please show the titles of the position you report to, your peers (other positions that have the same reporting relationship), and the positions that report directly to you.  Indicate the number of people in each subordinate position and the number of people that report to each of them.  Describe briefly the major function(s) of your direct subordinates.

	
	     

	

	
	

	
	
	
	
	
	

	     

	
	     

	
	     

	
	     

	
	     


	
This
	 Position

	
	
	
	

	     

	 Number in Position         
 Subordinates Per Position       
	 Number in Position              

 Subordinates Per Position              
	     


	Position Function:                                                                                                                                                                                                                                                                                                                                                                                                                                             
	Position Function:                                                                                                                                                                                                                                                                                                                                                                                                                                           

	
	
	
	

	     

	 Number in Position              

 Subordinates Per Position           
	 Number in Position              

 Subordinates Per Position           
	     


	Position Function:                                                                                                                                                                                                                                                                                                                                                                                                                                           
	Position Function:                                                                                                                                                                                                                                                                                                                                                                                                                                      

	
	
	
	

	     

	 Number in Position              

 Subordinates Per Position       
	 Number in Position              

 Subordinates Per Position          
	     


	Position Function:      
	Position Function:      


5.
PRINCIPAL CHALLENGES:


Describe the nature and variety of the most typical and the most complex problems you face in this position.

A. Typical Problems:      
B. Most Complex Problems:      
6.
SPECIAL PROJECTS:

Some employees participate in special projects as a regular part of their position.  If part of your Position involves special projects or analyses, describe one to three characteristic assignments.  In doing so, describe the nature of the project, your role, and the major expected results.


     
7.
AUTHORITY AND RESPONSIBILITY:

This section on authority and responsibility identifies the types of decisions that you have the power to make on your own, as well as those that must be referred to a supervisor.  In both cases include authority for decisions regarding issues of policy and procedure, administrative matters, and personnel (hiring, firing, salary increases, etc.)

A. What typical decisions do you have total authority for making?

     

B.
What typical decisions do you refer to others for approval?


     
8.
KEY CONTACTS:

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

	Contact Name and Title
	Frequency
	Purpose

	      
	      
	      

	      
	      
	      

	      
	      
	      

	      
	      
	      

	      
	      
	      


9.
KNOWLEDGE AND EXPERIENCE:


In this section we are not interested in gathering your personal knowledge, experience or education. Rather, we are interested in knowing what it takes to perform your job. 

A. What is the minimum level of knowledge (e.g., theories, principle, concepts, etc.) 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 (e.g., theories, principle, concepts, etc.) and skills (include formal education, or equivalent, type and years of prior work experience, and other qualifications)?


     
10.
RELATIONSHIP 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?

	     
	     

	     
	     


11.
ADDITIONAL INFORMATION:

List any information not included in your previous answers that is important to know about your position.


     
Date:  

Signature: 


SUPERVISOR'S SECTION:

1. What do you consider the most important function of this position?


     
2. What are the other functions 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 minimum training or education requirements (or equivalent) for 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.
HayGroup

1

