University Of Houston
Job Analysis Questionnaire

PURPOSE AND INSTRUCTIONS

The purpose of the study is to obtain current information on your job based on a review of job duties and
responsibilities.

Because you know your duties and responsibilities better than anyone else, we need your help to get an
accurate description of your job. We are asking you to complete this questionnaire that asks for
information about your job duties. The questionnaire does not ask about your job performance; only what
your job reguires you to do.

Please complete this questionnaire as honestly, completely and accurately as you can. Base your
answers on what is normal to your current job, not special projects or temporary assignment duties,
unless these tasks are a regular part of your job. This questionnaire needs to cover many jobs, so the
questions are not specifically about your job. However, you should be able to compare your job duties to
the examples given. If two answers seem to fit your situation, just check the one that works best. When
answering the questions, imagine you are describing what you do to a neighbor, friend or to someone just
hired for your position. .

Your supervisor and manager will also be asked about your job, but they will not be allowed to change
your answers. We appreciate your active participation in this important study. If you have questions,
please feel free to ask your supervisor or division administrator,

Please return this questionnaire to your supervisor.

A. EMPLOYEE DATA (PLEASE PRINT):

Your Name: Division or College:

SS5#: : Departmeht:

Your Job Title: | - Job Code:

Haw long have you been in your current pasition: years months

Work Telephone Number;

Supervisor's Nare: Supervisor's Title:

B. GENERAL PURPOSE OF POSITION

indicate in one or two seriences the general purpose of the position (or why this job exists). This statement should be a
general summary of the responsibiliies listed in the nend section.

C. SUMMARY OF RESPONSIBILITIES/DUTIES



Describe specific job responsibilities/duties, listing the most important first. Use a separate statement for each
responsibility. Most positions can be described in 6-8 major responsibility areas. Combine minor or occasional duties in
one last statement. Give a best estimate of average percentage of time each responsibility takes; however, do not include
a duty which ocoupies 5% or less of your time unless it Is an essential part of the job. Each statement should be brief and
concise, beginning with an action verb, Alist of action verbs is attached for reference but feel free to use other action
verbs if they are more appropriate. The box.-below shows an example.

EXAMPLE Percent (%)
of Time
Secretary
1. Perforrs a varisty-of tyging duties including standard Tetters, reponts and forms.
2 Takes and transcribes dictation. Composes:letiers and memos as direcled. 25%
3. Maintaing. depariments| files;-ensures that all records ate updated and modified as necessary. 258Y%
4. Answers the telaghone and greets visitors 20%
5. Makes bravet arrangemesnts, 20%
10%
100%
) . o,
LIST MOST IMPORTANT DUTIES FIRST Percent (%)
of Time
1.
2.
3.
4.
5.
6.
7.
8.
9. Parform other job-refated dulies as-assigned.
100%




Far the remainder of the questionnaire, most of the guestions require that you check the box or fist information.
Guidelines for completing these sections are as follows: 1) read each definition carefully before answering, 2) consider the
job, not yourself, 3} answer based on the job as it currently axists, 4) select the most appropriate answer(s) for each
question,

General Education & Experience

D. EDUCATION: Check the box that best indicates the minimum training/education requirements of this job. (Not
necessarily your education, but the requirements for the job).

Misimm

E] Up 1o 8 years of education Some College/Associate's Degree

LJ 9 to 11 years of education [] Bachelors Degres
D High School Diploma or GED E] Master's Degree

D Vocational/ Technical/Business School Doctorate Degres

E. EXPERIENCE

TYPE OF EXPERIENCE NEEDED: Please indicate the specific juob experience needed. For example, “accounting
experience in an education environment” vs, “accounting experience”, e sure that the expenience stated is what is
actually required by the jobz, not what is preferred.

Check the box which best indicates the tainipwim amwourit of experience described above. (Not necessarily your years of
axperience, but the requirernents for the job.)

£l Less than 6 months [.,% 3 butiess than 5 years
{j & months butless than.1.year [.J 5 but less than 7 years
[;j 1 year but less than 3 years D 7 years plus

F. TYPE OF SKILLS AND/OR LICENSING/CERTIFICATION REQUIRED:

Please indicate alf specific skills and/or licensing/cartification required {not preferred) to do this job.  For example,
spreadsheet software proficiency may be a requirernent for a secretarial job; journgy license may be required for an
elacrician.




G. SUPERVISORY RESPONSIBILITIES

SUPERVISORY NATURE: What is the nature of the direct supervisory responsibility your job has? Check one answer.

[ Nosupenisory responsibility.

] Work leadership of one or more employees.
] Supervisor over a seation of a department.

{1 Assistant Manager over supervisors or a small department.

D Marnager of one department.
£ Manager of more than one depanment.

[j Director, through managers, of a single depariment.

B Director, through managers, of multiple departments.

How many pasitions report directly t6you?

(1 none L1 L] 23 [(1as [ 7ormore

List the litle(s) of employee(s) whorn you directly supervise:
Title Grade/Level Number of Positions

indicate the total number of emplayees you indirectly supervise through siupervisors or managers:

L1 None (113 7 610 () 120 [ otso [ stao0 O 100+

Does this position require funclional supervision of pasitions that do not report directly to you?

L) Yes L no



- Please complete organization chart below:

Title of Your
Immediate Supervisar

Bher iohy
which
repmi e
yiue
wnyrediate
supandsor

Your
Position

Ciher jobs
which
repoit 1o
yaus
immidizte
BUPSVIROF

Titles of Your Direct Reports

H. PHYSICAL DEMANDS AND WORKING CONDITIONS

Indicate haw often the following physical demands are reguired 1o perform the Essential Job Responsibilities.

C=Constantly
(5-8 hws /shifty

Physical Demands

Standing
Walking
Sitling
Lifting
Carrying
Pushing
Pufling
Climbing
Batanuing
Stoaping
Kneefing
Crouching
Crawling
Reaching
Haridling
Grasping
Fasling
Talking
Hearing

Repetitive Motiorg

F=Frequently
(2-5 brs/shifty

Eye/HandFoct Coordinaticn

O=Qccasionally
{Ugt i 2 brs. fehift)

R=Rarely
{Daes ot exist 33 regutar part of joh)

Environmental Gonditions

Extrama Cold
Extrames Heat

Temperature Charges

Wel
Hrrstie
MNoise
Vibration
Hazards

Almaspheric Conditions

Oiher (define):

Physical Sfrenath
Lithe Physical Effort

Light Wark
Mediom Work
Heavy Wark

Yery Heavy Wark



. GENERAL EMPLOYEE COMMENTS

in understanding your job? If so, please give us your comiments below.

Employee's Signature:

Date;
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J. SUPERVISOR'S REVIEW SECTION

comments in the space provided below. Please do not change the employeé's responses.

The questionnaire is intended tu analyze the job as it is currently being done and not how it might be done in the future. The
employee's level of performance in the job is not part of this review and is not to be considered.

Section Remarks

Supervisor's Name: Title:

Supervisor's Signature: o Date;

Telephone Number:

K. REVIEWING OFFICIAL’'S REVIEW SECTION

Jased on your understanding of the job as il currently exists, please review the employee's response and provide your own

tomments in the space provided below. Please do not change the employee’s or supervisor's responses.

The questionnaire is irtended 1o analyze the job as'it is currently being done and not how it might be done in the future. The
employee's level of performance in the job is not part of this review and is not to be considered.

Section Remarks

Reviswing Official's Namae: Titte:

Reviewing Official’'s Signature:__ Date:

Telephone Number:
This questionnaire is to be forwarded next to your division atdministrator.

Division administrator, please initial to indicate review . .
{Attach additional page(s} for clarifying comments - as necessary.)



ACTION VERBS
ATTACHMENTY

“This list of action verbs shoukd be used to assist yau i completing the Summary of Responsibilities section: These verbs ate useful in identifying and
defining job functions. Although many of the terms may seem obvius, definitians are provided in the interest of consistency.

Administer--Manage or direct the execution of affairs.

Adopt—Take up and practice as one's own,

Advise~Recommend a course of action; offer an informed opinion based on speciatized knowledge

Analyze~Separate into elements and critically exardine.

Anticipate—Foresee and deal with i advance.

Appraise-—Give ar expert judgemient of worth.or mefit,

Approve—Accep! as salistaciory; exerdise final authionty with regard ta commiiment of resources.

Arrange—Make preparation for an event; put in proper order,

Asgemble—Callect or gather together in a predetermined order fror vatous sources,

Assign—Specify of designate kasks or duties fo be performed by others.

Assume-~Undertake; take for granted.

Assure~~Give confidence; maks cerain of.

Authorize—Approve, empawer thiough vested authority.

Calculate—~Make g mathematical somputation.

Circulate—Pass from person to persan or place o place:

Clean—-To remove dirt or make tidy.

Clear--Gain approval of others,

Coliaborate--Wark jointly with; coopearate with others.

Collect—Gather,

Compite~—Put together information; collect fron other dosuments.

Concur—Agree with a posilion, statement, action, or apinion.

Conduct--Carry on; direct the execution of.

“onfer--Consult with others to compare views.

... .zonsolidate—Bring together.

Canstiugct~Build, make or maodily.
Consuit--Seek the advice of others.
Contral-—Measure, interpret, and evaluate. actions for conlcrzrtahca with plans or desired resuits.
Coordinate—Regulate, adjust, or combing the actions of others to attain harmony,
Conelate--Estblish a reciprocal refationship.
Correspond-—Communicate with,
Debug--Ta detect, locate and remove mistakes from 8 routihe of malfunctions from 4 computer.
Dalegate-—Commission another to perorm tasks or duties thial niay cany specific degrees of accountability.
Dativer—Canry 10 inlended destination, :
Design-—~Conceive, treate, and execule according to plan.

Devalop~-Disciose, discover, pedect, or uniold a-plan or idea.

Devise—Come up with something new, perhaps by cambining or applying known ideas or principles.

Direct-Guide work operations through the establishment of ebjectivas, policies, rulss, prachices, methods, and standards.
Discuss—~rchange views for the purpose of ardving at a vonchision.

Dispose—Getrid of,

Disgeminate—Spread o disperse information,

Dratt—Prepate papers of documents in prefiminary fann.
Endorse~-Support of recommend,
Establish---Briag into existenca,

Execute—Put inte effect or camy oul.
Exercisg—FEwert.
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inish—Provide with what is needed; supply.

“ecdpement--Carry out; execute a plan or program,

improve—Make something bietter,

initiate~—Start or introduce.

{nspect~Critically examine for suitability.

{nstaf—To set up for use.

{nterpret—Explain something to uthers.

lnvestigate—Study through close examination and systematic inguivy.
ssue-—Put forth or to distribute officially.

Maintain—Keep in an existing state,

Monitor—-Watch, observe, or check with an gye 1o reaching agreemant.
Notify—Make known to. '
Qperate—~Perform an activity or senes of activifies,

Participate—Take part in.

Perfonn—Fulfilt or carry out some action.

Place--Locate and choose position for.

Plan--Devise or project the reafization of a course of action,
Practice—Perform work repeatedly int order to gaia proficiency.
Prepare--—-Make ready for a particulsr purpose.

Proceed—Begin to camry aut an action.

Process—Subject something lo spedial treatment; handle in accordance with preseribed procedure.
Promote—Advance 10 a higher level or position.

Propase—Declare a plan or inferdian.

Provide-—~Supply what is nesded; furmish.

Reconmmend—Advise or counsel a course of gclion; offer or suggest for adoption,
Bepair--Fix ar make usable.

“apreseti---Act in the place of or for.

L aport-Give an account of, fumisi information or data,

Research—Inquire inta a specific matter from several sourees.

Select—Lhoose the best suited.

Sign—Formally approve a docursient by affiking a signature,

Sort--To separate o arrange acodrding ta a plan,

Spacify--State precisely in detail or name expliciy,

Stimulate-Excile to activity; urge.

Submit-~Yield or present for the discretion or judgement of athers,

Supervisa—Personally aversee, divedt, inspect, or guide the work of others with responsibility for mneeting standards of perforrnance.

Verify—Confirm ae establish authenticity; substantiate,
Write—To compose oF deaft.






