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	Job Analysis Questionnaire


PURPOSE

The purpose of the Job Analysis Questionnaire (JAQ) is to gather information on the functions, performance expectations, and minimum educational and experience requirements for the position.  Human Resources will able to use the completed form to facilitate review and analysis of the position description.  If any questions arise during or after completion of this form, please direct them to the Office of Human Resources.
PART I: General Information

Position Title:        

Employee(s) in Position:        

Department:       

Reports to:        

PART II: Position Summary

In one to two sentences, briefly describe the general purpose and primary function of the position.
	     


PART III: Education Requirements
Minimum Required:

	 FORMCHECKBOX 
 Less than high school or equivalent
	
	

	 FORMCHECKBOX 
 High school diploma or equivalent
	
	

	 FORMCHECKBOX 
 Some college work
	# of years required: 
	     

	 FORMCHECKBOX 
 Certificate / Specialized training
	Type required:
	     

	 FORMCHECKBOX 
 Associate’s degree
	Field of study:
	     

	 FORMCHECKBOX 
 Bachelor’s degree
	Field of study:
	     


	 FORMCHECKBOX 
 Master’s degree
	Field of study:
	     

	 FORMCHECKBOX 
 Doctoral degree
	Field of study:
	     

	 FORMCHECKBOX 
 Other (please specify)
	     


Preferred (if different than above):        



Comments:        
 
PART IV: Experience Requirements

Indicate the minimum number of years of experience required for this position and enter the area(s) of experience on the subsequent line(s).  Check all that apply.  For example, “4 Years – Teaching and 1 Year – Administration”.
	 FORMCHECKBOX 
 None
	
	 FORMCHECKBOX 
 6 years
	     

	 FORMCHECKBOX 
 1 year
	     
	 FORMCHECKBOX 
 7 years
	     

	 FORMCHECKBOX 
 2 years
	     
	 FORMCHECKBOX 
 8 years
	     

	 FORMCHECKBOX 
 3 years
	     
	 FORMCHECKBOX 
 9 years
	     

	 FORMCHECKBOX 
 4 years
	     
	 FORMCHECKBOX 
 10+ years
	     

	 FORMCHECKBOX 
 5 years
	     
	
	

	 FORMCHECKBOX 
 Other 
	(please specify)
	


PART V: Knowledge, Skills and Abilities Requirements

Describe briefly the required qualifications for this position.  Include such categories as technical, analytical, managerial, interpersonal, human relations, academic and teaching skills that are required for acceptable performance and are related to the essential job duties/responsibilities.  If a listed item is a preferred qualification, but not required, indicate with “PREFERRED.”
	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     


PART VI: Special Physical Requirements and/or Working Conditions
If there are special physical requirements and/or working conditions for this position, including (but not limited to) lifting, driving, and other similar items, please list them here.  Also include here any special/varied work hours, shift work, on-call nature of assignment, and similar items.
	     


PART VII: Primary & Secondary Job Duties/Responsibilities
List up to 10 duties that are considered to be primary duties for this position.  Also list up to 3 duties considered to be secondary.  This list of duties is not a task list and thus is not to be considered an exhaustive list of all duties performed.  Indicate the approximate frequency and time requirement for each duty listed.  Frequencies should be estimated as follows: Constant (67-100%); Frequent (40-66%); Occasional (25-40%); and Significant Annual.  Percentage of time should be estimated as an average amount over the course of a year and should total 100%.
	
	Primary Duties
	Frequency
	Percent of Time

	1.
	     
	 FORMDROPDOWN 

	     

	2.
	     
	 FORMDROPDOWN 

	     

	3.
	     
	 FORMDROPDOWN 

	     

	4.
	     
	 FORMDROPDOWN 

	     

	5.
	     
	 FORMDROPDOWN 

	     

	6.
	     
	 FORMDROPDOWN 

	     

	7.
	     
	 FORMDROPDOWN 

	     

	8.
	     
	 FORMDROPDOWN 

	     

	9.
	     
	 FORMDROPDOWN 

	     

	10.
	     
	 FORMDROPDOWN 

	     


	
	Secondary Duties
	Frequency
	Percent of Time 

	1.
	     
	 FORMDROPDOWN 

	     

	2.
	     
	 FORMDROPDOWN 

	     

	3.
	     
	 FORMDROPDOWN 

	     


PART VIII: Supervisory Responsibilities

Please list the position(s) that are directly supervised by this position and whether the position(s) is/are full-time, part-time, or student workers.  If additional lines are needed, please attach a separate sheet.  Supervised positions include those for which the person holding this position would evaluate.

	Position
	Full-Time, Part-Time, Student

	
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 


	     
	 FORMDROPDOWN 



PART IX: Additional Items

Please indicate other items not requested or specified above or for which additional clarification is necessary.

	     


PART X: Signatures

	
	Name (print)
	Name (signature)
	Date

	Supervisor
	     
	
	     

	Dean/Director
	     
	
	     

	VP/Provost
	     
	
	     

	Human Resources
	     
	
	     



HUMAN RESOURCES USE ONLY

Approval
	Approved by:
	
	Date:
	     

	
	Director of Human Resources
	
	


Position Information
	Position Number:
	     
	Department:
	     

	Position Title:
	     


Comp & Class Information
	FLSA (Exempt Status):
	     
	EEO Skill Category:
	     

	Position Class:
	     
	SOC Category:
	     

	Salary Band:
	     
	CUPA Category:
	     

	Grade Level:
	     
	CIP Category:
	     

	Salary Range:
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