Job Analysis Questionnaire
I nstructions

Job Title: Please indicate your current job title.
Job Grade: Please indicate your current job grade.
Job summary: The job summary is a brief, one-paragraph description of your job's

pur pose and correspondi ng duties and responsibilities. You may find it easier to
fill in this section after you have conpleted the rest of the questionnaire.

Section 1: This section requests a listing of your weekly duties and
responsibilities. In filling out this section, you should focus on general duties
and responsibilities, not the steps required to conplete them For exanple, a
secretary mght "make travel arrangenents for the departnent”. You don't need to
indicate the steps required (e.g. calling the travel agent, preparing a |list of
avail able flights, etc.) Job descriptions are intentionally a general description
of the duties and responsibilities assigned to a particular job. Too much detai
creates a description that is person-specific (different people nay approach the
same duties and responsibilities in different ways).

The words chosen for describing duties and responsibilities should be as brief
and specific as possible. For exanple, rather than using words such as "prepares
reports”, you should indicate the nature of your specific work. For exanple, you
may search data bases, conpile and/or interpret data, wite the report or be the
one responsible for distributing the report.

In addition, there may be sone duties and responsibilities that are planned for
your job, but have not yet been assigned to you. If you and your supervisor agree
that certain duties and responsibilities will be assigned in the very near future
(e.g. within 3 nonths), you should list these as well.

Pl ease be aware that |longer lists of duties and responsibilities do not
necessarily correspond to a higher grade assignnment. It is the nature of your
work that is inportant.

You are al so asked to indicate the percentage of tine you spend on each task.
This question is asked so that the listing of duties and responsibilities in the
job description can be placed in descendi ng order of nost-to-least inportance (in
terms of tine spent). You do not have to be exact about the percentage of tine
spent on each duty or responsibility. An estimate will be fine.

Section 2: In this section you are asked to describe duties or special projects
that are not perfornmed on a weekly basis. These may be regularly recurring duties
(e.g. a nonthly or annual report) or "special projects”. In either case, please

i ndicate the frequency in which these duties are performed. |If you use | anguage
such as "special projects”, please provide typical exanples of the types of
speci al projects and your specific role in them

Section 3(a): This section asks you to indicate the type of equi pnent that you
operate, maintain or repair and the nunber of hours per week in which you engage
in these activities. The term"operate" refers to engaging the equipment in its




normal functions (e.g. operating a typewiter neans typing). The term

"mai ntai ning" refers to normal upkeep of equi pmrent (e.g. changing a typewiter
ri bbon, adding toner to a photocopier, etc.) The term"repair" neans to restore
equi pnment by replaci ng broken parts or disassenbling and reassenbling.

Section 3(b): This section asks you to indicate any additional equi pnent that you
utilize in the performance of your current job. You should follow the sane
guidelines as in Section 3(a).

Section 3(c): This section asks you to indicate the anmount of cash, inventory,
supplies or materials for which you are responsible. Do not include the cash
val ue of equi prment or routine office supplies that are for your personal use.
Rat her, "inventory and supplies” refers to quantities of equi pment or supplies
that are maintained for others (e.g. departnents).

Section 3(d): This section asks you to indicate the reports, records and files
for which you are responsible. For exanple, if you are responsible for

mai nt ai ni ng records about officers of affiliates, you may sinply indicate (for
exanpl e), "Maintain current nanmes and addresses of affiliate officers.” You are
further asked to indicate the nature of the responsibility by placing avin the
appropriate colum. Also, you are free to add additional information if you fee
that the choices do not adequately represent the nature of your responsibility.

Section 4(a): In this section you are asked to indicate the amount of physi cal
effort required in the normal performance of your job. Please use the "other”
section to indicate additional types of physical exertion involved in your job.
You do not need to indicate the amount of tinme spent working on a conputer. This
information is requested in section 4(d).

Section 4(b): In this section you are asked to indicate which of the statenents
best describes the nature, diversity and pace of the tasks and duties of your
job. You are further asked to explain why you checked the statenment you did. For
exanple, if you check a 3rd degree, indicating that the pace of work is erratic
(rapid at tines and evenly paced at other tinmes), you would need to expl ain why
the work is occasionally erratic (e.g. preparing for specific events may cause a
spi ke in workl oad and the pace of work required to neet deadlines).

Section 4(c): In this section you are asked to indicate whether your work

i nvol ves exposure to dangerous chem cals or hazardous nachinery. If you indicate
"yes", please explain by identifying the chem cals or hazardous machi nery. You
shoul d not include working in or around conputers, xerox machi nes or autonobil es
because this information is collected el sewhere on the questionnaire (Sections
3a, 4d and 4e).

Section 4(d): In this section you are asked to indicate the nunber of hours you
spend working on a conputer. It is very inportant that you indicate the nunber of
hours in the space provided and then Cl RCLE whet her the hours are per day, week,
mont h or year.

Section 4(e): In this section you are asked whet her your work involves regul ar
driving and if so, how often. The term "regul ar driving" does not include
comuting to work. Rather, it refers to driving that is required to perform your
job duties (e.g. delivering or chauffeuring).




Section 5(a): In this section you are asked to check the statenent which best
descri bes the kind of know edge that is required to performyour job. Please
refer to the follow ng descriptions and definitions of ternms in order to identify
the nost appropriate statenent for your job.

Basi ¢ work procedures: the fundanmental tasks in a work environment (e.g.
filing, sorting, photocopying, answering and transferring tel ephone calls).

Routine: regular, recurring, predictable duties and responsibilities

Technical : requires the use of scientific principles or having special,
usual Iy practical know edge of a scientific or mechanical subject

Speci al i zed: requires know edge, skills and abilities that are unique to a
particul ar discipline

Di scipline: a subject that is taught or a field of study. Exanples of

di sci plines are accounting, conputer science, |abor relations, economcs,
law, journalism public relations, political science, sociology, finance,
and bi ol ogy.

Di verse: the extent to which the job involves varied, unrelated duties and
responsibilities

Anal ytical: requires the use of analysis (breaking a whole into its
conponent parts) and/or the use of abstract reasoni ng and conprehension

Section 5(b):

This section asks you to describe the mninmumlevel of know edge, skills and
abilities (KSAs) required in your job. Please note, these are KSAs that are
absolutely required in order to performyour job. These nmay be different fromthe
preferred qualifications or fromthe qualifications that you, personally,

possess. Please refer to the follow ng descriptions of KSAs as gui dance in
filling out this section

Know edge: the information you nust possess in order to performyour job.
This includes practices, procedures, policies, concepts and theories
relating to your work.

Skill: refers to a denonstrated | evel of proficiency in the application of
know edge and abilities.

Ability: refers to innate talents or aptitudes.

For example, to be a secretary you probably need to have know edge about how to
do word processing, howto format a letter or meno, or howto do data entry. You
al so probably need some |l evel of skill or proficiency (e.g. typing at a certain
nunber of words per mnute). In addition, you probably need interpersonal and
comuni cations skills as well as other types of skills. Finally, you probably
need certain abilities such as the ability to understand and foll ow i nstructions,
the ability to exercise good judgnment and discretion and so forth).




Section 6: In this section you are asked to indicate whether you have ongoi ng
responsibility for delegating the work of an office and, if so, to please
descri be that responsibility. Delegation of work involves identifying work that
needs to be del egated to others and having the authority to assign the work.
"Ongoi ng responsibility" means that delegation is a regular part of your work,
not that delegation occurs only for special assignnments or events.

Section 7(a): This section asks you to indicate the nost appropriate description
of the types of decisions you make in your job. You may refer to the follow ng
descriptions to assist you.

Routi ne deci sions are those that are regular, recurring and predictable and
are limted to pre-existing alternatives. For exanple, if you are
responsi bl e for answering the tel ephone, a routine decision would be whet her
to transfer the call or take a message. Making a decision about priorities
(e.g. which work needs to be done first) would al so be an exanple of a
routi ne decision

Subst antive decisions: are inportant decisions in which you may have to
identify or create alternatives. For exanple, if you are assigned the work
of conposing a report, but the content, format and style are at your
discretion, this would be a substantive deci sion.

Section 7(b): In this section you are asked to identify the kinds of judgnent and
initiative that are required for your job. Judgnment could include setting
priorities anong tasks, determ ning whether and to whomcalls should be
transferred, determ ne whether and by whomitens shoul d be approved and so forth.
Initiative mght include identifying problens (rather than having themidentified
for you) and seeking possible solutions.

Section 8: In this section you are asked to indicate the frequency with which
your job requires contacts with people outside of your departnent, as well as the
nature of the contacts. You need to be very specific about the duties requiring
contacts and the purpose of the contacts. For exanple, the purpose of the
contacts may include notifying or providing information, gathering information,
maki ng arrangenents, explanation, discussion, advising, persuasion or

negotiation. As an exanple, if you are responsible for setting up a nmeeting with
affiliates, your contacts would be "the affiliates,” the purpose would be "naking
arrangenents" and the duty would be "setting up neetings". If the duty also

i nvol ved nmaking airline and hotel arrangenents, your contacts would be "trave
agents and hotel reservations staff" and the purpose woul d be "nmaki ng
arrangenents”. It is also possible that you woul d be responsible for "negotiating
roomrates."

Section 9: In this section you are invited to provide any additional information
about aspects of your job that are not adequately covered by the preceding
secti ons.



