
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 requires you to do. 

Please complete this questionnaire as honestty, completely and accurately as you can. Base your 
answers on what is normal to your wrrent 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 a b u t  your job, Howeuef, you should be able to compare your job duties to 
the examples given. If knro 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 
yaur 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 supowisor. 

A. EMPLOYEE DATA f PLEASE PRINT): 

Your Nan-: . --. . . . . . . . . . . . Division or College: 

SS#: - -- - - . . . . . . - Department: 

Your Job Title: -.- - Job Code: -..--------... - 

How long have y w  been In your current position: _____years months 

Work Telephone Number: , ,,., ..- 

Supervjsor's Nawe: , .- Supewisor's Titk: 

Indicate in one or two B ~ ~ I ~ E I I C ~ S  the genera1 purpose of the pasitiorl (or why this job exists). This statement should be a 
general summaty of the responsibilities listed in the next section, 

C. SUMMARY OF RESPONS€BIUTIEStDUT1ES 



Describe specific job responsibititieslduties, Qstinu the most important first. Use a separate statement for each 
responsibility. Most pmitions can be described in 6-8 major responsibitity areas. Combine minor or occasional duties in 
one last statement. Give a best estimate of average percentage of time each responsibility takes; howaver, do not include 
a duty which occupies 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 adion verb, A list of action verhs is attached for reference but feel free to use ofher action 

Perforrns a varteky uf typing dubs rncloLfing standard letters, reports and forrr~s. 
Teks and trensjtnhes dcfefkm. CbmpO$hS IBtferS Brtd momos as dit-ected 
Fularnteiris dqmrfmedal files; ensures ttwt ajl remrifs are updstedattd & I W ~  as necessary. 
Answers ths Usphona and greets v~sitors 
hlakes travel arrdrl~grmenls~ 

LfST MOST IMPORTANT DUIlTfES FfRST Percent (%) 11 ofnm 

8. Perform other job-related duties as assigned. 
-- ... - ....... .- - .- ...................... ... 



For the remainder of the questionnaire, most of the cluestions require that you check the box or list information. 
Guidelines for cornpletirlg these sections are as folows: 1) read each definition carefully before answering, 2) consider the 
job, not yourself, 3) answer based on the job as it currently exists, 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. (@ 
nemssarily ysur education. but We requirements fur the job), 

Mlnim~irn 
R~~ur-en!f!nt 
Up to 8 years of education rn Some CoRegdAssociate's Degree 

9 to 11 years of education [::::I Bachelors Degree 

El High school Diploma or GED Master's Degree 

Vocationaiflchnical/Business Sd~ool [7 Doctorvlc Degree 

E. EXPERIENCE 

TYPE OF EXPERfENCE N E E m :  Please indtcate the specific job experience needed. For example, "accounting 
experience in an education environmenr' vs. "accuunt~rig experience". Be sure that the expelience stated is what is 
actually required by the lob, not what is preferred, 

....................... -- 
- ---..---.--..--..-.-.-- 

Check the box whid~ best indicates the mininlum anwunt of experience described above. (Not necessarily years of 
experience, hut the requirements for the jab.) 

a Less ihan 6 months n 3 biit less than 5 years 

6 mnths but less than 1 year 5 but less than 7 years 
1 year but less than 3 years 7 y m B  plus 

F. TYPE OF SKiELS AND/OR LICENSINGlCERTIFfCATtON REQU! RED: 

Please indicate all specific skills anrlio~ licensing/certifcation required {not preferred) to do this job. Fur exan~plt., 
spreadsheet softwart. proficiency may be a requirement for a s~tcrekrial job; journey license rmy be required for an 
etectriz~an. 



G. SUPERVfSORY RESPONSISIUTIES 

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

No supervisw reswnsibility, 

Wmk leadershie of one or more employees. 

a Suoervisor over a section of a department. 

r] 1..- Assistant Manaser over supervisors or a ~tmll department 

Manager of one department. 

[rj) Manaw of rnm than one departn~nt. 

fl Director, through managers, of a single department. 

Direr;tor, through managers, of multiple departments. 

How many positions repurt directly to you? 

L-I None [I I fl 2-3, El 4 4  I3 7 or more 

List the litlets) of empinyee(s) whurn you directly supervise: 

- Title - GradelLevel -.-- -- 
Number uf Positions ...... -- - ..... ........... .......... 

indicate lhe total ntmmher of err~ployees yoti indirectly supervise through supervisors or managers: 

n None 1-5 0 6-70 11-20 21-50 51-100 l00+ 

Does this position requrre i'urtctionat suprvislon of positions that do riot report directly to you? 



Please complete arganizatian chart below: 

Title 05 Your 
lrntncdiate Supervisar 

Othei jobs 
wrllcq 

lour 
idlrC31t w Position 
y4vr 
~:iuntuJwle 
%::perusor L I I 2 ......... -- 

H. PHYSICAL DEMANDS AND WORKING CONDtflONS 

Indicate how c l i l t r t  the fa~lu&~g physical demands are nr~oired lo perfor~n the Essential J& Responsibilities. 

Phqsica1 Demands 
Standing 

Walking 

Sittino 

Lifting 

C3rryirlg 

Pushing 

fJillltng 

Clirvlbing 

Balarlcing 
Stoo[lil,;3 

Kneeling 

Cfoucning 

C:awlir?g 

Rs;2ctiing 

Handling 

Grasping 

Fsling 

Taking 

Hearing 

Repetitive Mations 
Eye!!Mand:Foot Cmrdinatuxi 

O=CScms~onaliy R=Harely 
((Jp to 2 t>ru./shiftj (Does not exist ~3s regular part of job) 

Envimnmental C&nditiorw -. 
Extrenio Cold --. .............. - 
Etrtrem Haat -.. 
Tanpmture Changes 

Wet - 
Wurrtitl -- 
NOIS? ......... 
V&brcl;t!an - - .............. .A 

Hazanfs ........ 
htnlospneric Conditions 

CStt~er (defira): 

P 
Physical Stretidh -... ................ 

tjitle Pt~vsicai Effort 

- tight Wurk 

-. Rkd i~~m Wotk 
- Heavy Work 

Very I-ie~wy Work 



I ,  GENERAL EMPLOYEE COMMENTS 

decause nu single questionnaire can cover every part of a job, can you think of any other information that would be important 
in understarldiny your job'? If so, please give us your cclmrnents below. 

Employee's Siynat~~re: -.- ............ . . , ,  , .................. - - 



J. SUPERVISOR'S REVIEW SECTION 

dased on your uoderstanding of the job as it currently exists, please review the employee's response and provide your own 
comments In the space provided below. Please do not change the emptoyee's responses. 

The questionnaire is intended ta analyze the job as it is currently being done and not how it might be done in the future. T& 
employee's level of perfornta-and is not tthis review considered. 

Section Remarks -- -. 

Supervisor's Name:_______ -- Title:.----- 

Supervisor's Signature: -~----.----...----_~..-.--.--.---. ... Date: 

Telephone J%Jlnber: .................................. 

K. REVfEWlNE OFFICIAL'S REVIEW SECTION 

lased on your understandirly ol tho job as i t  curr'ently exists, please review the employee's response and prwide your own 
colmmenfs in the space plWovided below. Ptease do not change the employee's or supervisor's responses. 

The questionnaire is iritended to artalyre ttie job as it is curretttly being done and not how if might be done in the future. 
emptoyee's level of performartc$ew and is not to be considered. 

Section Remarks - .... ---.. ............. 

Reviewing Offcial's Name: .- Title: . , .  -. ............................. -. 

Kavlewrrlg OfictaYs Slgnatuie; , ,  ,. . . ,  ............ -. Date: 

Telephone Number: , , , --. ......................... 
This questionnaire is to be lor~varcfed next to your division administrator. 

Division administrator, piease inrtial to indicate review ........ 
(11tit:acch additional paye(s) for clarifyiltg comments, as nec~ssary.) 



ACTION VERBS 
ATTACHM ENP 

This list of acbn verbs should be used b assist you in compleung the Summary of Responsibilities sedion. These verbs are useful in dentifyirrg arld 
defining job ftinctima. Alttt(xly1t many of the terms may seem obvious, deftnitinns are provided jn the interest of mnsistency 

Admntster--Martage or' direct the execution of affairs. 
j?i-t-Take up and practice r~ me's awn. 
fi&yL%?-Recommend a wurst? d ~jction; offer an tninfmed optnicm based on spocialied knnwledge 
&nt&ze--Separate Into elements and critically exarnim. 
Anticipate-Foresee and deal 4.th n advance. 
&?pamtse--Give an expert judgex@nt of worth or merit. 

Aporave-Accept as satrsfactory; axelase final authority nith rewrd to rnmn)tbnent of resaum.  
Arrm~e--Make preparatii for an event: put in prww order. 
m - - - C o l l e ( : t  or gather together in a predetermined mdsr fwm vatjous sources. 
----Specify <or rlesiyrtate Bsks w duties to be perform& by ntheej. 
Assume--Undertake; k j ie for granted. 
Assure--Give confrcit?nc:e; rnake certain of. -- 
A @ ~ f l ~ e A p p r o ~ ? ;  ornlxwfsr drrwgft vested authority. 
Ca&u!.a_@blake a n'lathernatia3i tr:mpoiation. 
Clrtxlate-Pass from parson to psrssn or placf? to place. 
Clean----To remove dirt or make Wf, - 
w--.Gziirr approvai of othe19. 
Cdtaborrjfe---Work. jwntiy wth; cwlperate k*th others. 
Cdlec!--Gattier. 
C m - P u t  toget!ter ~rtforrt>atior>, a3llect frm~ other dacumc?nts. 
-r--Agree wittt a positiixc, statement, action, or optnion. 
--.-Carry on; d!rwt U>e execution of. 
-~&r--Cimsult Witit others b cump:%re view. 
xmsdida@-Bring togeihcr. , .- .-. - 

C~nsbuct-Build, . -- - . . . . - make or r~totfify 
--Seek fhe advice of othws. 
-----Measure, interpret, and cvaluafo actms for mfurmance with plans or &sired rt?sults. 
Cwdir~jte-Regulate, adjust, w mrnmnc tho actitmns dothen to attaic hemn'mny 
ComeA?jte---Establ~st~ a reciptml rehtionship 
-----cO~~~n?ur~rcate b ~ E n t f i  
&J&g---To detect, locateand Zrnove mistakosfr~~i  n rcnltine d malfunct~ons tron? a computer. 
~&l~o---Cwrrmissiorr  another !o perform tasks or duties ttrril rrtay eany specific degrees of accountabilrty. 
.&&@p-Carty to intenfled des2s1atra). 
Design_--Conceive, txeate, arnl execrite accordrng fo ptan. .-. . . .-. 
Determine-Resdve: A ......... f t ~  rr:rx:tusively. 
W p D l d o s e ,  drscovor. ~x?rfecl or unidd- a plan or ldaa. 
-.--ewe up with sanething new, perhaps by cm~birting or appiycng knuwr~ !tieas or principles. 
-.--Guide wwk operations throi~gh the establishment of objectbe$, polrow, r~ilfw, przjcliws, methods, and standards. 
~~1s~~s-Ext91arrge view fw the purpose of arrivrng at a mcbs im .  
Lhsg-m~Q,f r ~ d  of, .--.- 
U~ssem-.Spf?ad or disperse information. . . . . . . . .-- - 
p i s t m - n e l l v e r  to Ixouer destinations. 
DcaR-Prep:tre papers or docurr.ents n preltmin:try fann. 
& f l ~ - S l ~ p p O l t  ur temmn?erld. 
EstabI'Lsh---Bring into existenca. 
E$&i-mp$Snr~:asi k~tL1re reqlrtrenvnk. 
Eyam--D!?termttw o~ fix the value of. 
E x e c ~ P t ~ t  into erkct or c a q  oclt. 
Exerase-Exert --. . . . . . .- 
&tt~!~e-Aoxlerz~l~ the process or progress or. 



Ea~m~&@evelop or devise. 
I*--Provide with what is neded; supply. 

'~tdsment.---Carry out; execute a plan or program. 
Irnmow-Make wtnetl~ing t~t ter ,  
Initiate--Stari or introduce. 
~~c_t - -Ct i t i ca l l y  examine fw anmbllity. 
Install-To set up for use. --. 
Irder-eExpfain something tc, othew. - 
Iltvestiqate-Study Ulmugh closo exammation and sysk?rnaC irltjuiry. 
kme---Put forth or to distribute Mcially, - 
h4aintain--Keep m an exrsting state. 
m - - , W a t c h ,  observe, or check with an eye to reaching agreemmt. 
NMifv--Make known h). 
Q.~at&--Perform an adviiy s series of activit~s. 
Particiaate-Take part In. 
m - F u l f i l  ur carry out soma action 
Pk3ce----Lu.umte and choose pmii~an fw . - 
m--..Devise or project Ule reat!z'dtlan d a murse of ar:tir)n. 
W . - - P t ? r f u r r n  work repeatedly tn Grder to gain profirir?ncy, 
-----Make ready fw a particular purpose. 
Prm&--Begirl to carry cut an ac2ion. 
Process-Subject samethity to special treatment; handle in accordance with pn%;:;cnk:ci protx?~ture. 
~ ~ . ~ o - - A d v a n c e  to 3 tlighet level or pasition. 
Propose--Declare a Nan or in!enbor~. 
Rov~de--Supply what is needc:.tl; furnish. 
Reconlmend-Adnse a co~tn~3I a coctrsa of aaiun; offer or suwest for adoption. 

Fix ar make usable. 
'e=---.eid in the place of cr tor 
&--GIVF! ;3n atmurit of, fu;n~sn infmmabwl or data. 

Uesearctr---Inquire irlta a specific n-tatkr from several wurc~s.  
&g_ew--Examine :)I re-examine. 
e-e&-&--Rework rn order to wrr;sct or impma 
S.&eduje--Plan a tjmekjble. 
SFp~we-Gan possession ol; rr:ake safe. 
Select-Choose the best suited. --. 
&--Formally approve a docurrn?t:t by affixing a srgnature. 
----.To sqxwate or arrarge :xoxding tc~ a plar~. 
---State precisely in detail or name r?xplici~y, 
StimuIakp-Excite to achty. tiw. 
S_ubmrt-Y~cW or present for the dimetion or judgement of atllers 
Su&erAse--Per,~t~naIly avetkxe, direct, inspect, or guide the work of utllers with tesponslbdity for ~neetlng standards of pt;rforrr~>nce 
T~ajiy-l'each M gwde otkers In crder to bring up to a prdeterrnmed standard. 
P - a ~ ~ T r a n s f e r  data horn one tcxn) of record tf Jnvther or froran1 orie tneihod of preparation to another, wcthout ds>ngiruj the nature of the data 
Vpy!fY--Confirn or cstatdidl adhentr~t~;  substantfa&. 
&&+--'lo campose or tfr aft 




