COMPANY X

Job Analysis Questionnaire

Job Title:      
FLSA Job Status:   FORMCHECKBOX 
 Exempt   FORMCHECKBOX 
 Non-Exempt
Location:      
Department:      
Supervisor Job Title:      
In 1-2 sentences, please describe the primary purpose or job function of this position.

     
ESSENTIAL DUTIES AND RESPONSIBILITIES: List the job's essential or most important functions and responsibilities including the percentage of time spent completing each duty. (Continue this list on an additional sheet of paper if necessary)

Function/Responsibility
Time Spent (%)
     
     
     
     
     
     
     
     
     
     
     
     
SUPERVISORY RESPONSIBILITIES:

Does this job have supervisory responsibilities?     FORMCHECKBOX 
Yes    FORMCHECKBOX 
No

If yes, how many subordinates directly report to this job?       
If yes, how many subordinates indirectly report to this job?       
What are the names of the departments, groups or programs supervised by this job?       
EDUCATION AND/OR EXPERIENCE: 

Select the level of education and/or experience needed to successfully accomplish the essential duties of this job.

 FORMCHECKBOX 

Level 1: No prior experience or training.

 FORMCHECKBOX 

Level 2: High school diploma or general education degree (GED); or one to six months related experience and/or training; or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 3: Associate's degree (A. A.) or equivalent from two-year college or technical school; or six months to one year related experience and/or training; or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 4:  Bachelor's degree (B. A./B.S.) from four-year college or university; and one to two years related experience and/or training; or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 5:  Bachelor's degree (B. A/B.S.) from four-year college or university; and two to five years related experience and/or training; or Master’s (M.A./M.S.) degree or equivalent and zero to two years related experience and/or training or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 6:  Bachelor's degree (B. A/B.S.) from four-year college or university; and five to eight years related experience and/or training; or Master’s (M.A./M.S.) degree or equivalent and two to five years related experience and/or training or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 7:  Bachelor's degree (B. A/B.S.) from four-year college or university; and eight plus years related experience and/or training; or Master’s (M.A./M.S.) degree or equivalent and five to eight years related experience and/or training or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 8: Doctoral degree (Ph. D.) or equivalent; and zero to two years related experience and/or training; or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 9: Doctoral degree (Ph. D.) or equivalent; and two to five years related experience and/or training; or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 10: Doctoral degree (Ph. D.) or equivalent; and five to eight years related experience and/or training; or equivalent combination of education and experience.

 FORMCHECKBOX 

Level 11: Doctoral degree (Ph. D.) or equivalent; and eight plus years related experience and/or training; or equivalent combination of education and experience.

Specific Job Standards

Specific Experience Required:      
Specific Knowledge Required:      
Specific Technical Skills Required:      
SKILLS AND ABILITIES

JOB ANALYSIS

In the following section, listed are the skills and abilities that a person may need to perform tasks involved in the position under evaluation.  For each item in this part, please answer the following questions:  (a) what amount of skill does this person presently need to satisfactorily perform the job? 

RATING

0 = Not presently needed to perform the job

1 = Very low amount is needed

2 = Low amount is needed

3 = Moderate amount is needed

4 = High amount is needed

5 = Very high amount is needed

A.
PERSONAL QUALITIES

Rating 

1.
STRESS TOLERANCE.  Performing effectively while under work-related pressure
 FORMDROPDOWN 

and competing or conflicting demands.

2.
INITIATIVE.  Being a self-starter and doing things without having to be told.
 FORMDROPDOWN 

3.
ENTREPRENEURSHIP.  Running the unit or organization as if it were your own
 FORMDROPDOWN 

business.

4.
ENERGY.  Maintaining a continuously high level of work activity.
 FORMDROPDOWN 

5.
PERSISTENCE.  Handling disappointments and maintaining effectiveness in the
 FORMDROPDOWN 

face of adversity and setbacks until a desired objective is achieved.

6.
FLEXIBILITY.  Handling multiple and conflicting objectives simultaneously.
 FORMDROPDOWN 

B.
INTERPERSONAL
Rating
7.
SENSITIVITY.  Taking into account the feelings of others when dealing with them.
 FORMDROPDOWN 

8.
LEADERSHIP.  Motivating and directing individuals to the achievement of objectives
 FORMDROPDOWN 

and goals.

9.
TEAM BUILDING.  Creating and maintaining a cooperative team environment that
 FORMDROPDOWN 

promotes high performance standards and attainment of goals.

10.
COACHING.  Monitoring employee performance, providing feedback and developing
 FORMDROPDOWN 

employees.

11.
BEHAVIOR FLEXIBILITY.  Adapting to people and situations by altering one’s own
 FORMDROPDOWN 

behavior to reach a goal.

C.
PROBLEM ANALYSIS, PROBLEM SOLVING, DECISION MAKING
Rating
12.
PROBLEM SOLVING.  Identifying a problem, determining possible causes of that
 FORMDROPDOWN 

problem, generating alternative solutions.

13.
ORAL FACT FINDING.  Identifying problems and securing relevant information
 FORMDROPDOWN 

through questions and discussion.

14.
WRITTEN FACT FINDING.  Identifying problems and obtaining relevant information
 FORMDROPDOWN 

from written reports, numerical data, etc.

15.
DECISION MAKING QUALITY.  Making decisions based on a clear-cut, logical rationale
 FORMDROPDOWN 

that recognizes the implications for other components of the organization.

16. NEGOTIATING.  Obtaining satisfactory terms for procurement of resources and project

goals while effectively promoting positive relations with involved parties
 FORMDROPDOWN 

17.
RISK TAKING.  Making decisions in which a calculated risk is taken to achieve maximum
 FORMDROPDOWN 

benefits from the decision.

18.
DECISIVENESS.  Making decisions and judgments, committing oneself to a course
 FORMDROPDOWN 

of action.

19.
MEMORY.  Learning and recalling new information.
 FORMDROPDOWN 

20.
CONCENTRATION.  Paying attention to and using information coming from two
 FORMDROPDOWN 

or more sources at the same time.

21.
INNOVATION.  Generating unusual and effective solutions to problems or novel yet
 FORMDROPDOWN 

appropriate approaches to tasks.

D.
COMMUNICATION
Rating
22.
PERSUASION.  Changing the think and behavior of others without generating
 FORMDROPDOWN 

resentment.

23.
ORAL PRESENTATION.  Making a persuasive formal oral presentation.
 FORMDROPDOWN 

24.
ORAL COMMUNICATIONS.  Communicating one’s thoughts and ideas during face
 FORMDROPDOWN 

to-face interactions.

25.
LISTENING.  Hearing and understanding what someone else is communicating.
 FORMDROPDOWN 

26.
ORAL DEFENSE.  Responding to questions and challenges with logical and convincing
 FORMDROPDOWN 

facts and ideas.

27.
WRITTEN COMMUNICATIONS.  Expressing one’s ideas in writing.
 FORMDROPDOWN 

28.
READING.  Understanding written language.
 FORMDROPDOWN 

29.
FOLLOWING DIRECTIONS.  Following written and oral directions accurately.
 FORMDROPDOWN 

E.
MANAGEMENT SKILLS
Rating
30.
ORGANIZING AND PLANNING.  Structuring both the present and future work, 
 FORMDROPDOWN 

time and activities.

31.
CONTROLLING/MONITORING.  Implementing programs by establishing reviews
 FORMDROPDOWN 

and following up on progress to achieve objectives.

32.
DELEGATING.  Delegating responsibility to other personnel, providing instructions
 FORMDROPDOWN 

and due dates, checking to insure that tasks are accomplished.


33.
GOAL SETTING.  Setting specific objectives and goals for self and others to achieve.
 FORMDROPDOWN 

34.
ATTENTION TO DETAIL.  Handling all the details encountered in a task
 FORMDROPDOWN 

F.
OTHER SKILLS
Rating
35.
     
 FORMDROPDOWN 

36.
     
 FORMDROPDOWN 

37.
     
 FORMDROPDOWN 

38.
     
 FORMDROPDOWN 

39.
     
 FORMDROPDOWN 

40.
     
 FORMDROPDOWN 

Equipment Operated:  (Machines, devices, tools, etc. used to complete essential functions of position)

Equipment
Purpose
     
     
     
     
     
     
     
     
     
     
     
     
MENTAL AND PHYSICAL REQUIREMENTS / WORKING CONDITIONS:
Complete the form below as accurately as possible. List any unusual working conditions involved in performing the essential functions of this position.

POSITION TITLE:       
REQUIREMENT
PERCENT OF TIME REQUIRED FOR THIS ACTIVITY

PHYSICAL STRENGTH AND ENDURANCE
Less than 10%
10-20%
20-30%
30-50%
50-75%
75-100%
Other

Standing
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Walking
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Sitting
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Climbing (stairs/ladder)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Bending/Crouching/Reaching
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Lifting /Thrusting / Lowering)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Lifting / Pushing / Pulling








· 0 - 25 lbs.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


· 25-50 lbs.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


· 50 or more lbs.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Other -- describe:      

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


AUDIO / VISUAL
YES
NO

Vision (Near / Far)   
 FORMCHECKBOX 

 FORMCHECKBOX 


Vision (Discern Color)
 FORMCHECKBOX 

 FORMCHECKBOX 


Vision (Peripheral)
 FORMCHECKBOX 

 FORMCHECKBOX 


Vision (Depth Perception)
 FORMCHECKBOX 

 FORMCHECKBOX 


Noise (equal or > 85 dbA)
 FORMCHECKBOX 

 FORMCHECKBOX 


Other -- describe:      
 FORMCHECKBOX 

 FORMCHECKBOX 


EXPOSURE*
YES
NO
F
O
S

Extreme Heat
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Extreme Cold
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Extreme Dampness
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Heights
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Vibration
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Chemicals
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Other -- describe:      
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


*Indicate if the conditions are frequent (F), often (O), or sometimes (S).

OTHER
     
     
     
     
     
     
     

     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


