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	The University of

Southern Queensland


	Human Resources

Enquiries: (07) 4631 1633


Reclassification – Job Description Questionnaire
It is requested that the following Professional Staff position be evaluated through the reclassification process:

	Position Title:  
	     
	Position Number:
	     
	

	Faculty/Section:
	     
	Current Level:
	     
	

	Incumbent:  
	     *
	Contact Number:  
	     
	

	Supervisor(s):
	     *
	Contact Number:   
	     
	

	


(nominated to speak with evaluators)

	
	

	The applicant and nominated supervisor(s) MUST be available to meet with the evaluators within 30 days of the end of the quarter in which the application is lodged.


Employees applying for reclassification of their position should refer to Human Resources Policy Job Evaluation (Classification and Reclassification) in the USQ Policy Library.  Also refer to the Human Resources web site at http://www.usq.edu.au/hr/empcond/jobeval/reclass/default.htm for important information on the reclassification process.

The relevant Category 4 Delegate or above needs to consider the merits of this application and complete the last page.  
Please Note:  This questionnaire is concerned with documenting the actual requirements of your position, not the experience or skills possessed by the incumbent.  The information supplied in this application must be actual duties currently performed in the position at the time of submission, no matter what changes or evolvement may be planned for the future.  Do not include duties undertaken when you are acting in a higher position for which you receive a Higher Duties Allowance.  Please note that if a number of employees are performing the same position, only one (1) application needs to be submitted with the names of all parties listed on the covering sheet and appropriate signatures of all persons obtained in Section 9.

Please forward this completed application to the Executive Director, Human Resources.  Two evaluators will then be assigned to meet with both you and your nominated supervisor(s) as part of the reclassification process.  

If you have any difficulty completing this questionnaire, please contact Janelle Martin, Manager (HR Client Services) on extension 1633.


1.
Where does the Position fit?

	Attach an organisational chart to illustrate where the position fits within the Department/Faculty/Section.

Where applicable, include positions two reporting levels above the position, and two reporting levels below the position.  Also mark current classification levels where possible.
Show direct reporting relationships by drawing continuous lines, and indirect relationships of a functional nature with dotted lines.  Include all other positions which report to the immediate supervisor.

Please ensure your organisational chart is attached.




2.
What is the Primary Purpose of your Immediate Section or Work Group and your Position?  

Every job has one or more primary objectives or outcomes for which it is responsible or accountable.  These objectives or outcomes contribute to the overall purpose of the work unit.  Describe, in one or two sentences, the primary objective(s) of the work group and job.  What is the overall purpose of the work group and job and why is it required to perform its tasks and activities (ie why does it exist?).

	Primary purpose of your immediate section or work group:

     
Primary purpose of position:

     



3.
Significant Changes to the position since it was last evaluated
	When was the position last evaluated:
	     
	(year)

	(the date of last evaluation can be obtained from Human Resources by contacting Janelle Martin on extension 1633).


	What are the key functions, activities and tasks of the job now?

List those major duties which must be performed to achieve the position’s key accountabilities (include delegated duties, supervisory responsibilities and undertaking BUILD reviews etc).  These could include duties frequently performed (daily or weekly) or duties on a seasonal or infrequent basis.  Avoid the phrase “as required” and attempt to indicate how often the job performs the duties.  Try to start each description with an ACTION VERB.
     
How are they different to the previous evaluation?
(describe new, different, expanded duties or duties no longer undertaken)

     



4. Decision Processes and Problem Solving
Describe such points as:

· What range of actions/advice or major decisions can the incumbent of this position make?
· What impact can those decisions and advice have at the Faculty/Section level and at the wider University level?

· What major decisions must be referred for higher level and/or committee approval?

· Frequency of guidance and instruction from supervisor?

· What are the type and complexity of problems this position typically deals with?

	     



5.
Key Relationships
List the internal and external contacts with which the job has significant interaction for work purposes on a regular basis.  Specify whom the contact is with, in what form, why and how often.
	Contact (Title)
	How is the contact made?
	Why is the contact made?
	How often is the contact made?

	     

	     
	     
	     


6.
Challenges

	What do you consider to be the principal challenges of the job and why?

Typical relevant factors may include:  new equipment or systems; deadlines; conflicting priorities; maintenance of administrative expertise; budget or staff constraints; professional development; procedures and policies; precedent, information or knowledge.

     



7.
Financial/Budget Information  (if not applicable, go to Question 8).

7.1
Indicate below the current annual budget details for your work group or section and/or resources your position has impact on.

	Nature of Expenditure/Revenue
	Amount $ (approximately)

	Salary costs of the employees that report directly and indirectly to you.


	     

	Operating Expenditure (eg. travel, administration costs, purchases, repairs and maintenance, cleaning consumables or stores items).
	     

	Please specify any contracts which are supervised by your position.

     

	     

	Specify any other Expenditure which is managed by your position.

     

	     

	Revenue (eg. fees, and/or collections)

     
	     


7.2
In relation to each of the figures and budgets shown, how much authority and influence do you have?

	     



8.
Knowledge, Skills and Experience Necessary for this Position.

In completing this section please include knowledge, skills and experience required in this position.  In some cases this may differ from your own actual qualifications and experience.

8.1 Formal Qualification

(a) Is any formal qualification/education required by the incumbent of this position?

YES
 FORMCHECKBOX 

NO
 FORMCHECKBOX 
  {if NO, please go to Section (b)}
Specify 

· what educational qualifications or formal training is essential?  What educational qualifications or formal training is desirable?  (eg Year 12, Certificate, Associate Diploma, Degree, Management Training, safety Training etc)

· why are they necessary?  (eg to have a sound knowledge of reading, writing and arithmetic, to have a sound understanding of subject matter, to demonstrate ability to think conceptually etc).

	Formal qualification/training?
	Essential or desirable?
	Why is it necessary?

	     

	     
	     


(b)
If a formal qualification is not required, is experience required as an alternative to formal qualifications?  
YES
 FORMCHECKBOX 

NO
 FORMCHECKBOX 
  
If yes, please specify: 

	Experience?
	Essential or desirable?
	Why is it necessary?

	     

	     
	     


8.2
Work Experience

(a) To perform the position what work experience is required in addition to the formal qualification?  .

Specify:

· What experience is essential?  What experience is desirable?  (eg Broad management experience at a senior level, experience in a secretarial role to a senior manager, experience in preparing financial statements for a large organisation, demonstrated experience in technical standard development etc).

· Why is it necessary?  (eg to demonstrate application of techniques/procedures, to provide understanding of the complexities of the environment, exposure to broad range of clients etc.

	Experience?
	Essential or desirable?
	Why is it necessary?

	     

	     
	     


8.3
Knowledge and Skills

(a)
To perform the position what type of knowledge and skills are necessary?  (eg. specific legislation, USQ accounting practices, communication skills, customer service skills, time management, planning, ability to think strategically, conceptual and analytical skills, interpersonal skills, negotiation skills etc).

	     



9.
Verification.
	9.1  THIS SECTION MUST BE COMPLETED 

This questionnaire is an accurate reflection of the range of functions and tasks, significant changes and levels of responsibility currently performed in this position.

Signature of Incumbent:     …………………………………………….         Date: ……./……./……..
Signature of Supervisor:     …………………………………………….         Date: ……./……./……..


	9.2  THIS SECTION MUST BE COMPLETED BY THE CATEGORY 4 DELEGATE*

Please tick

(
I support this request for a job evaluation and certify that the information contained in the questionnaire is an accurate reflection of the range of functions and tasks, significant changes and levels of responsibility currently performed in this position.  I have advised the incumbent of my support.


OR

(
I have amended this application (please complete section 9.3), and consequently support this request for a job evaluation.  I certify that the information contained in the questionnaire is an accurate reflection of the range of functions and tasks, significant changes and levels of responsibility currently performed in this position and have advised the incumbent of my level of support for this application.


OR

(
I am unable to support this application for job evaluation and have provided written justification for this decision in section 9.3 below.  I have advised the incumbent of my lack of support. (NB: In this instance, the application will be forwarded to Human Resources for processing and may still proceed through the reclassification process on the advice of the Moderation Panel).

Name: ……………………………………   Signature:  ………………………….………. Date:  .…../….../…….
            (Category 4 Delegate or above*)

Please return to incumbent for completion of Section 9.4


	9.3  Category 4 Delegate’s amendments to application (if applicable) OR Category 4 Delegate’s justification for lack of support (if applicable):                      (Please attach a separate page if necessary)



	9.4  THIS SECTION MUST BE COMPLETED 

(by the incumbent AFTER Sections 9.2 and 9.3 have been completed by the Category 4 Delegate)

I have been advised of the Category 4 Delegate’s level of support for the evaluation of this position, and acknowledge any amendments or additions made to this application.

I wish to provide the following response to the Category 4 Delegate’s amendments, or their justification for the lack of support of this application:                                          (Please attach a separate page if necessary)
Signature of Incumbent:     …………………………………………….         Date: ……./……./……..


	Refer USQ Policy Library for Category 4 Delegates:  http://policy.usq.edu.au/portal/custom/detail/hr-delegations/index.html 










































Please forward the completed form to Human Resources.

















Date Reviewed:  November 2011
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