Reed College


To:  
Staff, Staff Supervisors and Faculty Supervisors of Staff 
From:  

Connie Helleson, Director of Human Resources
Subject:  
Job Analysis Questionnaire and Completion Guide

Date:

September 30, 2011

Sent via supervisors
As we announced earlier, the college is working with HR Answers, a consulting company here in Portland to help us update/write job descriptions, assess pay consistency and policies across the College, and to conduct salary research to make sure that the College has current market information about what similar positions are paid at other higher education institutions and in the marketplace in general.  As a first step, our President and Vice Presidents and I worked with the consultant to develop an evaluation process that helps us look at our positions from many different angles.  Information about each job will be documented on a Job Analysis Questionnaire (JAQ), and the JAQ information will ultimately result in updated job descriptions and an updated compensation plan for the College.  

By completing the attached JAQ form, you help us ensure that your job description is current, that it reflects all the important tasks assigned to your position, and that it outlines the qualifications necessary to perform the work of your position.  We understand that some of you have had your job descriptions updated recently, while others of you have not had any changes made to your job descriptions for several years.  Once we have an accurate picture of your job’s current duties and responsibilities, we can survey the market for pay information about your position.

A word of encouragement:  While the questionnaire may seem long, many of the questions require only checking a response.  Also, we’ve attached a Guide that will help you complete the JAQ.  

We suggest that you work on the questionnaire a couple of times.  This will give you the opportunity to think about the answers you provided and remember some tasks or aspects of your position that you may not have thought about when you initially began your efforts.  If you have any questions about completing the form, please talk with the HR department who should be able to answer your question or offer some advice about how best to respond to one or more of the items.  The deadline for completing the JAQ and submitting it to your supervisor is:  Friday, October 14th.  Your supervisor’s deadline for completing review and submitting to your Vice President is:  Friday, October 28th.

Thank you in advance!






Completion Guide for Job Analysis Questionnaire

Section I. General Summary

The General Summary is intended to provide a snapshot of your position’s major job functions in 3-4 sentences. Tell us about the main purpose of your job.  This should be similar to what you say when someone asks you, “What do you do at the college?”
Section II. Essential Functions/ Major Duties
You will probably spend most of your time completing this section.  This section is critical to understanding your position because it identifies the essential or primary job functions that support the General Summary you just wrote.  This section is usually 8-12 short statements that start with an action verb.  Please do not include abbreviations that might not be understood by others.  It should not be a list of every job task, only the most significant ones.  Don’t include activities that are incidental to the primary purpose of your position.  In determining what to put in this section, it is sometimes helpful to think of essential functions as: 1) the position exists to perform these functions, or 2) the function is highly specialized and can be performed by only a few employees.  Examples of essential functions are:
· Answer non-emergency telephone lines and triage calls.  Provide general, routine information to the public.

· Assign work and provide daily work direction for crew of landscape maintenance specialists.

B. Secondary duties—It may be that there are functions that have been assigned to your position as a matter of convenience, not because they are critical to the reason the position exists.  Secondary duties can also be functions that are performed only in the absence of others who have on-going responsibility.  Examples include:
· Perform receptionist duties when regular receptionist is on vacation or sick leave.

· In addition to Accounts Payable duties, sort and distribute daily incoming mail.  Coordinate delivery of outgoing mail to the Post Office.

C. Special or Occasional work—duties that are cyclical, performed only once or twice a year, and not performed on an on-going basis.  These might include such things as work on Commencement, or during Orientation Week, or creating a budget for an annual meeting.
Section III. Leadership

This section asks you to offer information about assigned leadership roles and responsibilities, including such things as any leading groups or project teams.  It may include training or teaching others how to utilize a software package, complete some forms, become familiar with a new process, etc. It also includes any formal role in which your position needs to be a “cheerleader” for change, for a program, or for the College as a whole.  Consider which boxes are most applicable to your position and check all that apply.  In the second question, provide some examples of work assignments which support the boxes you checked.
Section IV. Job Knowledge/Capability
This section identifies the specific, minimum education and/or experience required to be successful in performing the job.  It is really important that you think about what the position requires, not your own personal education or experience levels.  Also, consider how the job’s requirements may have changed since you were hired into the position.  Particularly if you have been in that role for a long time, different skills or abilities may be now be needed to be minimally qualified for the job.  Also, it is possible that you learned certain skills while you were working in the position, but now it may now be necessary to have those skills from the very beginning of employment.  Again, this section is primarily a checklist, but you are also asked to identify the necessary specialized knowledge(s), so your thoughtful assessment of this is appreciated.

Section V.  Scope of Responsibilities/ Impact
This section includes questions about a variety of work situations, position complexity, impact on operations and expenses, long range planning, accountability for expenditures, and accountability for capital assets.  For each area, you will see a list of possible answers.  Please select the most appropriate statement that describes your position. Be sure to provide examples where asked. 
Section VI.  Autonomy/ Judgment/ Work Independence

This section asks that you consider the amount of guidance that exists for the work being performed (such as policies, precedents, directions you receive).  Think about how much is governed by any type of compliance requirement.  This section also seeks to obtain information about the independent decisions your position makes, and it requests that you provide some examples of the decisions typically made.
Section VII. Communication
This section focuses on the type, nature, and content of interactions with others both inside and outside of Reed College.  Consider routine interactions, as opposed to the one-time interactions that have occurred.
Section VIII. Mental and Physical Activities

The Americans with Disabilities Act requires employers to gather information about the physical and mental requirement of positions.  Therefore, these lists are included to ensure that this information is developed.  Please use the code that’s provided to indicate the frequency of the identified activities and characteristics.  Note – Information will be included in job descriptions but will not be used in the compensation study.

Section IX. Job Conditions

Use this section to describe the work environment, job demands, and any undesirable features under which the job duties are performed.  Think about any outside work, any hazards, and exposure to risk.
Attachment for Managerial and Supervisory Employees  (This addendum is only for positions with formal supervisory responsibilities.)
Describe the position’s supervisory responsibilities and provide details regarding type and number of positions supervised.  
Please note that your supervisor must review the completed JAQ – not to alter it, but to comment and add his/her viewpoint. 
Return the form to your supervisor by Friday, October 14th.
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