POSITION CLASSIFICATION QUESTIONNAIRE
Name:__________________________________
Department: ______________________________________

Supervisors Name:  ________________________
Supervisors Title: _________________________________

Present Job Title: ___________________________
Proposed Title (if necessary):_________________________
I.  List the three-to-five most important duties, responsibilities, tasks, or functions of the job to be classified/reclassified and the percentage of time spent on those duties below.  Provide general overview descriptions grouped into major areas. 
	% of Time
	DESCRIPTION OF MAJOR DUTIES

[completed by the employee performing job or supervisor when position is vacant]
	

	
	1.


	


II. PERIODIC DUTIES: Activities performed annually, quarterly, seasonally, or on some other recurring basis (do not include duties already noted above).

III. SPECIAL OR COLLATERAL DUTIES: List any other duties or tasks that have not already been noted above and are very important for this particular job.

IV.  SPECIAL KNOWLEDGE, SKILLS, ABILITIES, AND/OR OTHER
(Check all that apply)

  Use of special machines or equipment? List _______________________________________________________

  Responsible for cash, budgets, or financial transactions? List _________________________________________

  Assemble materials for reports? 

  Special amount of physical activity required?

  High Degree of contact with public/customers?

  Does position supervise other positions?  What positions? ___________________________________________

  Does position work independently or with little or no supervision?

  Does position have independent decision-making authority? What areas? _______________________________

  Responsible for originating policies, procedures, plans or programs?

  Responsible for expensive equipment or supplies? Such as? __________________________________________
 Difficult working conditions?

 Is special/unique knowledge or education required? What area(s)? ____________________________________ 

 You can learn this job by doing, or by on-the-job-training! 

 You must have experience before ever attempting this job. 

V.  What is the most difficult, demanding, or important part of the job?

VI. What are some of the indicators that work has been performed well (outputs such as reports, completed jobs, widgets made, satisfied customers, new programs/policies, number of sales, or deadlines met)?

VII.  What are the areas you consider to be the technical parts of the job (i.e. the ability to, knowledge of, skills in a particular area, must do this, or other specific responsibilities)?
VIII.  Has the job changed in the last two-three years, if so how? 

IX.  Summarize or provide a synopsis of the position in two-three sentences?

SUPERVISOR=S CLASSIFICATION STATEMENTS
1.  Give an overview/synopsis of the position in question? 

2. Please comment on the employee=s statements on the Position Classification Questionnaire  (indicate any additions, deletions, modifications, or differences in emphasis, or opinion).

3.  What do you consider the most important or difficult duties and responsibilities of this position?

4.  What level of supervision and attention is given to the employee in this position?    

5.  If this position became vacant, please describe the qualifications that you think the successful candidate would have to possess (Do not describe the person in the position now.  Describe the requirements of the job/position, not a person)! 

6.  Assuming you have hired a new person in the position with the qualifications described above, how long would it take for this qualified person to learn to do the job effectively (75% effectively)?  (Circle one)

1-5 days               1-2 weeks               3-4 weeks               One - three months               Six months - One year

7.  Compare this position to other positions within your organization (compare positions or jobs, not people)!

This position is similar to or a peer to what positions? _______________________, _________________________.

This position is senior to what positions? ____________________, _________________, ____________________. This position is junior to what positions? ____________________, _________________, ____________________.

8.  What title do you feel is most appropriate for the position described above? ________________________________________________________________________________________________________________________.

9.  Other comments or observations about this position?
