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Classification - Job Description Questionnaire

This questionnaire has been developed to obtain various details about the duties of a new or vacant Professional Staff position which requires evaluation.  As this document will be the basis for both the evaluation of the position and the development of the Position Description, it is very important that the information you supply is both accurate and complete.

If you have any difficulty completing this questionnaire please contact Janelle Martin, Manager (HR Client Services on extension 1633.  On completion, please return to Human Resources.

Please remember that the questionnaire is concerned with documenting the content and requirements of the position. The information should be applicable no matter who is the incumbent of the position. 

	Position Title:
	
	

	Faculty/Section:
	
	

	Supervisor Position:
	
	

	Target/Anticipated Classification Level:
	
	

	Contact for enquiries:
	
	Ext:
	
	

	


1.
Where does the Position fit in the Organisation?
Draw an organisation chart on the next page to show where the position fits in the organisation. Where applicable -

_
Include positions two reporting levels above the position, and two reporting levels below where applicable; note current classifications levels where possible; and

Show direct reporting relationships by drawing continuous lines, and indirect relationships of a functional nature with dotted lines.  Also include all other positions which similarly report to the immediate supervisor.

	
	BRANCH HEAD
	

	
	

	
	
	
	

	
	
	
	

	Section Manager A
	
	Section Manager B
	
	Section Manager C

	
	

	
	

	
	
	
	

	
	
	
	

	
	Supervisor X
	
	Supervisor Y
	
	Supervisor Z
	

	
	
	
	

	
	
	
	

	
	Clerks (6)
	
	Artisans (3)
	
	Kitchen
	
	Laundry

	
	
	
	
	
	Hands (3)
	
	Hands (2)


	Draw/attach chart for this position




2.
What is the Key Objective of the Job? 

Write a short statement explaining why the job exists - its main purpose.

Use the format, Activity & Purpose, so that the main activity is described in order to achieve what purpose.

EXAMPLE:
Deputy HR  Manager - Assists the HR Director in the provision of a wide range of HR support activities, with an emphasis on classification, training and recruitment.
	


3.
Key Relationships
List position titles (other than subordinates) or organisations with whom this position makes significant contact, and briefly state the nature and purpose of the contact.  Contacts may be within or outside the University.

	Contact
	Purpose of Communication
	Frequency

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.
Key Accountabilities

What will be the incumbent's ultimate responsibilities? Positions at lower levels may have little accountability, but numerous duties, while positions at higher levels may have few specific duties, but extensive accountabilities.

EXAMPLE:
HR Officer - to identify and research human resource planning, forecasting and quality management initiatives.

	


5.
Duties
Please list those major duties which must be performed to achieve the position's key objective(s) or principle accountabilities.  You can address such areas as planning, policy, organising, operating, personnel, management, interaction and liaison, control, reporting, development, coordinating and influencing.  

Use the format, Activity & Purpose, ie. perform activity in order to achieve purpose.
EXAMPLE:
Management Accountant - Collate forward budget estimates from all cost centres and provide consolidated figures to assist senior management to determine their budget strategy.
	


6.
What aids/tools/equipment will the incumbent be required to use?
Include both frequently and occasionally used equipment, machinery, and software.

	


7.
Decision Processes & Problem Solving
What range of actions or major decisions can the incumbent of this position make and what impact can those decisions have across the wider University community?  What major decisions must be referred for higher level and/or committee approval?  Identify the type and complexity of problems this position will typically deal with.

	


7a.
What degree of supervision/guidance/direction does the position require from the supervisory position?  (Details in terms of ability to prioritise, plan activities, resource allocation).

	


8.
Knowledge and Skill Requirements
This refers to the level of education and/or experience needed in order to have the necessary skill base to satisfactorily meet the position's requirements.

	Qualifications and Formal Training:

Knowledge, Skills and Experience:




	The contents of this completed questionnaire are an accurate reflection of the level of responsibility and range of work required to be performed by this position.
Signature of Supervisor/Manager:






Date:



Date Reviewed:  July 2004
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