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CLASSIFICATION QUESTIONNAIRE
Name of Employee






Date

Current Position Title


Name of Supervisor






Title of Supervisor



                                         




   

Request for Reclassification.

This form should be completed by the employee 
and reviewed by his/her supervisor.

Please                         
Check                          


One (  ( )





              

Request for review of new or revised vacant position.  This form should be completed by the supervisor.


PRIVATE 
_____________________________________________________

________________________________

PROPOSED TITLE FOR POSITION



PROPOSED SALARY PLACEMENT

1

For Human Resources use only.
Completed forms received in Human Resources:
DATE:



TIME:



INITIALS:


RETURN COMPLETED FORMS, INCLUDING SUPERVISOR'S COMMENTS TO THE HUMAN RESOURCES OFFICE.

PREFACE
The purpose of this questionnaire is to gather information to be used in determining a specific title and pay range for the position.  Please relate all information to the position itself - not to the individual who is currently holding the position.  This information may be supplemented by personal interviews and observation.

On the following pages we ask you to tell us about your position.  When you have finished with all the questions, we should be able to really understand what you do, how you do it, why you do it, whom it affects, and how it fits with other positions in the organization.  Assume that we know nothing about the position and you are going to make us experts in the next few pages.

INSTRUCTIONS

1.
Read the above paragraphs.

2.
Read "CLASSIFICATION SYSTEM" handout.  Become informed about the guidelines, procedures and timelines for reclassification.

3.
Read through the entire questionnaire first before answering any questions.

4.
Please answer each question and follow directions as stated.

5.
Please print or write clearly.

6.
Complete the questionnaire in your own words.  Do not concern yourself with spelling or grammatical errors.

7.
If you need assistance, please ask for it.

8.
If this request is being initiated by the employee, allow your supervisor sufficient time to review the completed document, no less than 5 working days.


INSTRUCTIONS FOR SUPERVISORS
Refer to the "CLASSIFICATION SYSTEM" handout.  Review guidelines, meeting schedule, timelines and procedures for reclassification.

Please review the statements made by the employee.  If you disagree, please make the necessary comments on the bottom part of each page especially designated for your comments.  On the bottom of each page, your comments should be directed only to the group of answers given on that page by the employee.  Also, on the bottom of each page, indicate any additions, deletions, or changes in order to make this description more accurate and complete.  UNDER NO CIRCUMSTANCES ARE THE EMPLOYEE'S STATEMENTS TO BE CHANGED.

There is a section of the questionnaire designed for supervisors to complete.  It is found at the back of this document.

In addition, supervisors shall be responsible for discussing this document with their immediate supervisor (Dean, Provost, Vice-President, etc.).  An optional section for management comments has been included.


REASON FOR REQUEST
Please provide a statement of the reason for this request.  (i.e. change in functions and tasks).  Refer to the "CLASSIFICATION SYSTEM" handout, "Guidelines for Reclassification" section.  Specifically indicate the factors that have been affected by the changes in your position (i.e. scope of responsibility, required skills, knowledge and abilities etc.).


REPEATED REQUEST
If you requested reclassification during the prior fiscal year and your position was considered by the Classification Review Committee, explain any new and significant changes in your job that would warrant an additional examination.  Specify the factors affected by these new changes.

SPECIFIC INFORMATION
A.
The Definition of a job description has three parts to it.


1)
reporting relationship
2)
types of supervision


3)
major job functions


The following questions address these concerns.


1)
Indicate what kind of supervision under which you work.


Check the box that best describes this question.


Work is subject to close supervision; detailed procedures or written instructions are available; supervisor is typically on-site or available most of the time.


Work is subject to immediate supervision; detailed procedures are available; work is typically reviewed formally or informally while in progress.


Work is subject to general supervision; some procedures or well-defined precedents are available; supervisor is typically available, but may not be directly at the worksite at all times.


Work is subject to minimum supervision with direction from supervisor with only broad instructions or directions; work is typically reviewed as completed.

Explain why you selected the above answer:                                                                                                          

*************************************************************************************************************


To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                                     

2.
What are your 10 major functions?  (e.g., register students; clean buildings; write computer programs; tutor students; coordinate office operations)  (NOTE:  Please write no more than ten major functions)


1.                                                                                                                                                                                           

______                                                                                                                                                                     ______


2.                                                                                                                                                                                           
 
                                                                                                                                                            ___________________


3.                                                                                                                                                                                           


                                                                                                                                                                        ___________


4.                                                                                                                                                                                        


______                                                                                                                          ___________________________


5.____________________________________________________________________________________________________


______________________________________________________________________________________________________


6.____________________________________________________________________________________________________


                                                                                                                                                                                 _______


7.____________________________________________________________________________________________________



______________________________________________________________________________________________________


8.____________________________________________________________________________________________________


______________________________________________________________________________________________________


9.____________________________________________________________________________________________________


______________________________________________________________________________________________________


10.___________________________________________________________________________________________________


______________________________________________________________________________________________________
*************************************************************************************************************


To be Completed by Supervisor Only

Comment(s)___________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________

B.
The examples of duties in a job description defines the specific tasks you perform within the major job functions.


For each major job function you wrote down on the previous page, we ask you to list the tasks that correspond to each major function.  Use a new sheet for each major job function.  The total percentage of time listed should add up to no more than 100%.


In addition, please indicate the percentage of time you spend on each major job function.

PRIVATE 
                                             MAJOR JOB FUNCTION:  NUMBER 1                                                            





PERCENTAGE                                        
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)


To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

PRIVATE 
                                             MAJOR JOB FUNCTION:  NUMBER 2                                                            





PERCENTAGE                                              
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

2

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                             
PRIVATE 
                                            MAJOR JOB FUNCTION:  NUMBER 3                                                             




PERCENTAGE                                                  
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

3

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

PRIVATE 
                                           MAJOR JOB FUNCTION:  NUMBER 4                                                              




PERCENTAGE                                                 
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

4

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

PRIVATE 
                                          MAJOR JOB FUNCTION:  NUMBER 5                                                              




PERCENTAGE                                              
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

5

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

PRIVATE 
                                           MAJOR JOB FUNCTION:  NUMBER 6                                                              




PERCENTAGE                                                             
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

6

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

PRIVATE 
                                           MAJOR JOB FUNCTION:  NUMBER 7                                                             





PERCENTAGE                                        
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

7

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

PRIVATE 
                                           MAJOR JOB FUNCTION:  NUMBER 8                                                              




PERCENTAGE                                        
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

8

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

PRIVATE 
                                          MAJOR JOB FUNCTION:  NUMBER 9                                                               




PERCENTAGE                                            
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

9

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                             
PRIVATE 
                                          MAJOR JOB FUNCTION:  NUMBER 10                                                             




PERCENTAGE                                                   
Tasks:  Please list all the tasks that you perform in relation to the major job function.  Start each statement with an action verb.  (e.g., process forms; vacuum rugs; develop flow charts; assist in administering and correcting tests)

10

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                             
C.
The knowledge and skills you need to perform your job are derived from the tasks you perform.


Based on all the tasks you listed on the previous pages, we ask you to list what you have to know in order to perform these tasks or what skill you need to have to complete these tasks (e.g., typing skills; knowledge of disinfectants; knowledge of policies, regulations, rules, etc.)


KNOWLEDGE AND SKILLS
*************************************************************************************************************

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                             
D.
What special licenses or credentials do you need for your job?

LICENSES/CREDENTIALS

Type of License(s) or Credential(s)                                                                                                                        


Explain why                                                                                                                                                                

*************************************************************************************************************

To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

E.
List machines you use in your work (such as typewriter, calculator, terminal, etc.)

F.
Are you responsible for cash, expensive equipment, or supplies? 

 
      Yes (explain)


       No

G.
Do you assemble information and prepare reports and summaries therefrom?


        Yes (explain)


         No

*************************************************************************************************************


To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

H.
Indicate how much physical strength and stamina your job requires and what aspects of your job require these characteristics.  Are there any periods of rush load?  Explain.

I.
State the type, extent, frequency of contact you have with, or assistance you render to, the following:


a)
Other _________________________________________________________________________________________


______________________________________________________________________________________________________


b)
Students_______________________________________________________________________________________


______________________________________________________________________________________________________


c)
Academic Staff__________________________________________________________________________________


______________________________________________________________________________________________________


d)
Public_________________________________________________________________________________________


______________________________________________________________________________________________________

*************************************************************************************************************


To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                             

J.
1.
Do you supervise other employees?



        Yes (list number of people that you supervise by name and title)


     
       No


2.
Indicate the type of supervision given to others.  (For example, complete overall supervision, including hiring; salary recommendations; assign work; verify or check work performed.


3.
What percentage of time do you spend in planning or directing the work of others?

K.
1.
From whom do you receive instructions or work assignments?

*************************************************************************************************************


To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              


2.
How frequently do you receive instructions or work assignments?


3.
In what form do you receive instructions or work assignments?  (oral instructions, written directions, etc.)

L.
How is your work checked or reviewed?  (For example, all work is checked, spot-checked, or reviewed for overall results.)

M.
What types of decisions do you make without referring to higher authority?

N.
Are you responsible for originating or adopting policies, procedures, plans, and programs?


       Yes (explain)

        No

*************************************************************************************************************


To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              

O.
Does your job involve emergency or call-out service?


       Yes
      No

If answer is "Yes" explain whether





   Regular
    Occasional
   Seasonal

P.
What ramifications might occur if you made an error in your work?

Q.
What do you consider the most difficult or demanding part of your job?

R.
General Question

Do you feel that after completing this questionnaire, we have a thorough understanding of your job?




       Yes


      No


If you checked "No", please explain:                                                                                                                       


Date:                                                              
Signature                                                                                       

*************************************************************************************************************


To be Completed by Supervisor Only
Comment(s)                                                                                                                                                                              


CLASSIFICATION QUESTIONNAIRE

STATEMENT OF IMMEDIATE SUPERVISOR
1.
What do you consider the most important duties and responsibilities of this position?

2.
How are instructions issued for this position?  Indicate in what form, in what detail, how frequently.

3.
What supervision and attention is given this employee?

4.
Assuming a new employee possesses basic qualifications for the position, indicated how long a break-in period would be required.

5.
Indicate the qualifications which you think should be required in filling a future vacancy in this position.  Keep the position itself in mind, rather than the qualifications of the individual who now occupies it.

	PRIVATE 

	Minimum Qualifications
	Additional Desirable Qualifications

	Education, General


	
	

	Education, Special or 

Professional


	
	

	Experience, Length in years and kind


	
	

	Licenses, Certificates or Registrations


	
	

	Special Knowledge, Abilities and Skills


	
	


6.
General Comments:                                                                                                                                                  

7.
What title and range do you feel is most appropriate for the above described position?

8.
Referring to the "Classification System" handout, "Guidelines for Reclassification", indicate which factors and how they have been affected by any changes in assignment that would justify the proposed range and title.

9.
I have reviewed this questionnaire and discussed this request for reclassification with my immediate supervisor.  (Dean or Provost)




Signature







Date




Title

STATEMENT OF MANAGEMENT PERSONNEL
(OPTIONAL)  To be completed by the appropriate Dean, or Provost.  In order to insure that any recommendation proposed by the Classification Review Committee is consistent with organizational resources, goals and objectives, in the space provided below, please make any comments, concerns and/or recommendations regarding this request.



Signature






Date










































