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	Your Name:
	     

	Your Official Title:
	     

	Your Salary Grade:
	     

	Division:
	     

	Department/Section (if applicable):
	     

	Your Supervisor’s Name:
	     

	Your Supervisor’s Title:
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Job analysis questionnaire (JAQ)
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General Instructions

Purpose of This Questionnaire
To ensure we understand the full scope of the duties, responsibilities and requirements for each administrative job, the College’s Human Resources Department is circulating this Job Analysis Questionnaire (JAQ) to all administrative employees.
Your response to this questionnaire will be used to update job descriptions and to make sure that we have the right job title associated with each position.  In addition, answers to this questionnaire will assist in updating the College’s classification policies by providing a consistent basis to compare your job with other jobs that have similar responsibilities and requirements.  The completion of this questionnaire will not necessarily result in a reclassification or re-grading of your job. 
As part of the College’s workforce, you are an important part of this project.  We thank you for your effort!
	Employee Instructions

	1.
Please read each item carefully and enter your responses.  Please be realistic about your job duties and responsibilities when completing this questionnaire.  

2.
This form is intended to be filled out electronically.  However, if you would prefer, you may print the form and complete it by hand, but please write legibly. 

3.
Once you have completed the questionnaire, please give it to your supervisor no later than Friday December 5th.

	Supervisor Instructions

	1.
Please review the employee’s answers to each of the questions.  Employee responses should reflect their current major responsibilities and duties, not anticipated changes.  
2.
If you would like to elaborate, explain, or express disagreement with any of the answers, please write comments in the supervisor comment box provided on each page and/or use the pages provided at the end of the questionnaire.  Please do not alter or change the employee’s responses.  We encourage you to discuss your responses with the employee.
3.   When completed, please send to Linda Konicky, Director of Human Resources, no later than Friday December 12th.


I. Essential Job Duties and Responsibilities 

Basic Job Summary

Briefly Describe the Basic Purpose of Your Job.  This job summary should be two or three sentences that describe the primary purpose of the position.
	     



	Instructions for Pages 3 through 8:

1.
On the next several pages, please list and describe your most important essential job duties and responsibilities.  

2.
Start with the duty or responsibility that takes the greatest portion of your time each year even if it is not performed every day.

3.
Please describe these duties as if you were explaining them to a new employee who is not yet familiar with your work.  Please do not use abbreviations or acronyms. 

4.
Indicate about how often you perform each duty (daily, weekly, etc.). 

5.
Indicate the percentage of your overall time in a year that you spend on each duty (the percentages should add up to 100%.)  

6.
List any equipment, machines, or software that you use on the job.
7.
Describe the knowledge, skills, and abilities that you think are needed to perform this duty or responsibility.
8.     If you would like more space, you may attach extra pages to the document.


Description of Job Duties and Responsibilities 

	1.       


	Approximate Frequency
	Percentage
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)
	     %
	     

	 FORMCHECKBOX 
 Weekly (or almost weekly)
	
	     

	 FORMCHECKBOX 
 Monthly (or almost monthly)
	
	     

	 FORMCHECKBOX 
 Semi-Annually (about 2x a year)
	
	     

	 FORMCHECKBOX 
 Annually or less often
	
	     

	What are the knowledge, skills, and abilities that are needed to perform this duty/ responsibility? 

     



	SUPERVISOR COMMENTS (if any)

     



I. Essential Job Duties and Responsibilities continued

	2.       


	Approximate Frequency
	Percentage
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)
	     %
	     

	 FORMCHECKBOX 
 Weekly (or almost weekly)
	
	     

	 FORMCHECKBOX 
 Monthly (or almost monthly)
	
	     

	 FORMCHECKBOX 
 Semi-Annually (about 2x a year)
	
	     

	 FORMCHECKBOX 
 Annually or less often
	
	     

	What are the knowledge, skills, and abilities that are needed to perform this duty/ responsibility? 

     



	SUPERVISOR COMMENTS (if any)

     



I. Essential Job Duties and Responsibilities continued

	3.       


	Approximate Frequency
	Percentage
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)
	     %
	     

	 FORMCHECKBOX 
 Weekly (or almost weekly)
	
	     

	 FORMCHECKBOX 
 Monthly (or almost monthly)
	
	     

	 FORMCHECKBOX 
 Semi-Annually (about 2x a year)
	
	     

	 FORMCHECKBOX 
 Annually or less often
	
	     

	What are the knowledge, skills, and abilities that are needed to perform this duty/ responsibility? 

     



	SUPERVISOR COMMENTS (if any)

     



I. Essential Job Duties and Responsibilities continued

	4.       


	Approximate Frequency
	Percentage
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)
	     %
	     

	 FORMCHECKBOX 
 Weekly (or almost weekly)
	
	     

	 FORMCHECKBOX 
 Monthly (or almost monthly)
	
	     

	 FORMCHECKBOX 
 Semi-Annually (about 2x a year)
	
	     

	 FORMCHECKBOX 
 Annually or less often
	
	     

	What are the knowledge, skills, and abilities that are needed to perform this duty/ responsibility? 

     



	SUPERVISOR COMMENTS (if any)

     



I. Essential Job Duties and Responsibilities continued

	5.       


	Approximate Frequency
	Percentage
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)
	     %
	     

	 FORMCHECKBOX 
 Weekly (or almost weekly)
	
	     

	 FORMCHECKBOX 
 Monthly (or almost monthly)
	
	     

	 FORMCHECKBOX 
 Semi-Annually (about 2x a year)
	
	     

	 FORMCHECKBOX 
 Annually or less often
	
	     

	What are the knowledge, skills, and abilities that are needed to perform this duty/ responsibility? 

     



	SUPERVISOR COMMENTS (if any)

     



I. Essential Job Duties and Responsibilities continued

	6.       


	Approximate Frequency
	Percentage
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)
	     %
	     

	 FORMCHECKBOX 
 Weekly (or almost weekly)
	
	     

	 FORMCHECKBOX 
 Monthly (or almost monthly)
	
	     

	 FORMCHECKBOX 
 Semi-Annually (about 2x a year)
	
	     

	 FORMCHECKBOX 
 Annually or less often
	
	     

	What are the knowledge, skills, and abilities that are needed to perform this duty/ responsibility? 

     



	SUPERVISOR COMMENTS (if any)

     



II. Supervisory Responsibilities
Supervising College Employees

	Are you responsible for supervising other College employees (not student workers)?  (Check one)
For the purposes of this question, “supervising” means that you are responsible for completing the employee’s annual performance review.
	Yes  FORMCHECKBOX 

	No    FORMCHECKBOX 



How many positions report directly to you?  How many positions report indirectly to you (that is, employees who report to supervisors that report to you)?

	Category
	# of Direct Reports
	# of Indirect Reports                    (those that report to the supervisors that report to you)

	Full-time Faculty
	     
	     

	Part-time Faculty
	     
	     

	Administrative Staff
	     
	     

	Confidential Staff
	     
	     

	Classified Staff
	     
	     


Supervising Student Workers

	Are you responsible for supervising student workers?  

(Check one)  If No, please go to the next page.
	Yes  FORMCHECKBOX 

	No    FORMCHECKBOX 


	How many student workers are you responsible for supervising in the current semester?
	     


	SUPERVISOR COMMENTS (if any)
     


III. Job Qualifications
Please indicate the minimum qualifications and the preferred qualifications which you think should be required of any new employee to your position.  
	
	Minimum 
	Preferred 

	Education
	     
	     

	Experience
	     
	     

	Certifications/Licenses
	     
	     

	Other
	     
	     


	SUPERVISOR COMMENTS (if any)

     


Thank you for taking the time to tell us about your job!  Please send this questionnaire to your supervisor as soon as possible, but no later than Friday December 5th.
IV. Supervisor’s Review Section

Instructions

Please review the employee’s responses and write any comments in the “Supervisor’s Comments” section on each page.  In addition, answer the following questions.

We encourage you to discuss your responses with the employee; however, please do not change anything that the employee has written.  Also, please do not make any comments regarding the employee’s performance or personal capabilities.
	Do you think that the current job title is appropriate?
	 FORMCHECKBOX 
 Yes           FORMCHECKBOX 
 No

	If No, what job title do you think would be more appropriate?

	     


Do you know of other jobs within the College that you consider to be equivalent to this job for the purpose of pay?  (That is, job titles that are or you think should be at the same salary grade as this job.)  

Please consider job titles both within your department and in other departments.  

	Job Titles That You Consider to Be 

Equivalent to This Job (for Pay Purposes)

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Please tell us anything else you think we should know about this job.
	     


Thank you!  Please forward this questionnaire to Linda Konicky, Director of Human Resources, no later than Friday December 12th.
	     
	     

	Supervisor’s name 
	Supervisor’s Job Title

	     
	     

	Supervisor’s Signature
	Date
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