SHAWNEE STATE UNIVERSITY

INSTRUCTIONS FOR COMPLETING JOB ANALYSIS QUESTIONNAIRE

GENERAL INSTRUCTIONS

The purpose of this questionnaire is to collect information regarding this job as it actually is today.  Do not describe the job as it might be in the future or as you think it should be.

Review the existing job description.  If you believe that it is accurate, you can use it as a reference while completing the questionnaire.  Make sure to note any changes since the description was last updated.

When answering questions about education and experience, indicate what the job actually requires--not what the employee personally has.

Provide accurate and complete answers to each question.  If a question does not apply to this job, mark it as "N/A."

Write all answers neatly.  Consider using pencil so that you can easily change your responses.  You may want to write your answers on a photocopy of this questionnaire before transferring them to the final questionnaire form.

Use any additional paper which you may need to adequately answer the questions.  Attach additional paper securely to the questionnaire. 

Refer questions regarding the questionnaire or the content of this job to the immediate supervisor or Human Resources.  Please submit the completed survey to the immediate supervisor by the date he/she indicates.

SPECIFIC INSTRUCTIONS
Most of the questions are self-explanatory, but the following instructions may assist you in understanding what aspects of your job specific questions are investigating.

Section I
Provide the requested information regarding campus phone and supervisor.

Position Summary--Explain briefly why this job exists in the University.

Section II
Refer to the Sample Statement of Job Duties and Responsibilities following these instructions for an example of how duty statements are written.

Describe only those major duties which typically account for 5% or more of its time.

In determining the percentage of time, consider a period of time long enough to cover the entire range of the major duties (e.g., one month for an accounting clerk).  The percentage should represent the average amount of time taken by each duty.

Section III
A-
These questions examine the educational and licensure requirements of this job.  The answers you give may vary from the education the employee personally has.  

B1-
How long must someone be in your job before they would be fully competent?

B2-
Does your job require previous experience in a similar or related position before a person can move into it? If so, state how much.
C-
The issue here is how much guidance you get on how to do your job from your supervisor and policies/regulations.

D-
Describe how you use problem-solving and judgment skills to handle some of the more difficult aspects of your job.  

E-
How widely felt within the organization are the effects of actions you take or decisions you make in the course of doing your job?

F-
Describe who you communicate with inside the organization and what you communicate about.  

G-
Describe who you communicate with outside the organization and what you communicate about.  

H- 
What is your job like physically in terms of surrounding environment and stresses on your body?

I-
The issue on the question is how much pressure you experience from frequent demands by other people that come almost simultaneously or in quick succession.

J-
Direct subordinates are employees who report immediately to you.  Total subordinates would be equal to the total number of people under your line of authority.  

Section IV
This section is your opportunity to tell us anything about your job you feel we may have missed with the preceding questions.

Sections V, VI, VII
These sections give the immediate supervisor and the head of the school or administrative unit the opportunity to provide any comments or modifying input they believe is appropriate for the questionnaire.  

SAMPLE STATEMENT OF JOB DUTIES & RESPONSIBILITIES


SECRETARY

% Of time
Primary Duties & Responsibilities


30%
Types from written or dictated material a variety of correspondence, reports, records, etc.

 
20%
Serves as area receptionist, greeting visitors, scheduling appointments, screening calls, routing mail, etc.


10%
Files correspondence and records important to functioning of area, including employee files.


10%
Duplicates reports, records, and other documents using copying equipment


5%
Gives factual information concerning departmental policies and procedures according to the nature of questions and within departmental guidelines and University regulations, referring questions to the department head or supervisor when appropriate.  


5%
Distributes correspondence, reports, etc. as necessary through interdepartmental mail service.  


5%
May instruct clerks, typists, messengers, etc. in manner in which to perform their tasks.


5%
Assists in implementation of policies and procedures as assigned by supervisor.


5%
May be required to make judgements of a minor administrative nature.


5%
May coordinate work of other departmental staff on special projects when instructed by the supervisor.

      100%
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(Re-Evaluation)

THE INFORMATION YOU PROVIDE ON THIS QUESTIONNAIRE WILL BE USED IN THE ANALYSIS AND EVALUATION OF YOUR JOB.  ACCURACY AND COMPLETENESS ARE ESSENTIAL.  REFER TO THE ATTACHED INSTRUCTIONS IF YOU NEED HELP OR ADDITIONAL GUIDANCE IN COMPLETING THE SURVEY.  WHEN COMPLETED, PLEASE FORWARD TO YOUR IMMEDIATE SUPERVISOR.

I. GENERAL INFORMATION

Current Classification Title       

Grade    

Proposed Classification Title (if applicable)       

Grade    

Position status (check one):
 FORMCHECKBOX 
 Full-time
 FORMCHECKBOX 
 Part-time
Normal hours worked/week:  40

Normal months worked/year:
 FORMCHECKBOX 
 12
 FORMCHECKBOX 
 11
 FORMCHECKBOX 
 10
 FORMCHECKBOX 
 9
Position FTE:       
Area/Department       
   Campus Phone X    
     

     

 Immediate Supervisor’s Name
 Supervisor’s Title

     
 
Name of Employee submitting re-evaluation
Position Summary:  Briefly explain the reason your job exists.

     
II.        DUTIES & RESPONSIBILITIES
List and explain the major duties and responsibilities of your position.  Be complete, but not overly wordy.  Indicate average percentage of time spent performing each separate job duty.  The percentage should total 100%.  (Describe only major duties that account for 5% or more of time.)  A sample statement of duties and responsibilities is included in the instructions for your reference.  Attach additional sheet if necessary. 
% Of Time
Major Duties & Responsibilities

  %

     
  %

     
  %

     
  %

     
  %

     
  %

     
  %

     
  %

     
  %

     
  %

     
    100%

TOTAL OF ALL PERCENTAGES SHOULD EQUAL 100%

III.       SPECIFICATIONS

A. Educational Requirements (Knowledge)
How much education and/or training are required to become competent in this job?  Tell us what you think is required, not your own educational level.  Do not include job-related experience because that is covered in a subsequent section.  Check only one.

 FORMCHECKBOX 


Basic knowledge of simple work processes, methods or equipment.  Ability to follow simple oral and written instructions as might normally be acquired through up to 6 years of formal schooling.  No special skills required.

 FORMCHECKBOX 


Basic ability to read, write, add, subtract, and follow oral instructions as might normally be acquired through up to 9 years of formal schooling.  No special knowledge or any technical field is required, but the level of skill necessary to operate simple equipment such as a photocopier, lawn mower, postage meter, floor polisher, etc., is required.

 FORMCHECKBOX 


Basic knowledge of grammar, spelling, punctuation, and simple mathematical functions like percentages, ratios, etc., as might normally be acquired through a High School education are required.  Job may require limited training or knowledge in some specialized areas, such as keyboard operation, applying pesticides, record keeping, and minor equipment repair.

 FORMCHECKBOX 


Working knowledge of grammar, spelling, punctuation, and simple mathematical functions like percentages, ratios, etc. are required.  High School education plus 6 to 8 months of education or training beyond the high school level.

 FORMCHECKBOX 


Established knowledge of grammar, spelling, punctuation, and mathematical functions as might normally be acquired through a high school education plus 12 months training or education beyond the high school level.

 FORMCHECKBOX 


Ability to prepare or interpret detailed written materials and/or perform detailed mathematical functions.  Specialized training in basic principles or techniques in specific areas, such as laboratory procedures, word processing system administration, general repair, bookkeeping, etc.  Up to 18 months of education or training beyond the high school level.

 FORMCHECKBOX 


Ability and knowledge attainable through specific educational and/or training programs in a specialty or technical field.  Examples are carpentry, plumbing, complicated laboratory procedures, complicated packaged software, complicated office procedures and office management.  Associate degree or completion of technical specialty programs of two to three years duration is characteristic of this level.

If a degree is required to do this job, what discipline/major should it be (e.g., Business Administration, Information Systems, Computer Science, Social Sciences, etc.)? 
     

Licenses, certifications, registrations or other requirements necessary for this job:

     
Preferred/Other?:       

B.
Job-Related Experience

In addition to the formal educational requirements of this job, how much on-the-job experience is typically required before an average person becomes totally capable of performing this job’s duties?  This factor measures the amount of experience required in the position to be fully competent.
 FORMCHECKBOX 


No experience or up to 3 months of experience

 FORMCHECKBOX 


Three to six months of experience

 FORMCHECKBOX 


Six to twelve months of experience

 FORMCHECKBOX 


One year of experience

 FORMCHECKBOX 


Two years of experience

 FORMCHECKBOX 


Three years of experience

 FORMCHECKBOX 


Four years of experience

 FORMCHECKBOX 


Five years of experience

 FORMCHECKBOX 


Six or more years of experience

Is prior job-related work experience required for entering this job?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If yes, how much?       
C.
Supervision Received

Describe the type and frequency of guidance the supervisor provides in this job. This factor considers the availability and frequency of supervision received.  Consider the extent to which this job requires instruction, oversight, and periodic checking.
     

Check one:

 FORMCHECKBOX 


Moderate supervision under standard operating procedures; incumbent occasionally can function autonomously, with supervisor available to answer questions.

 FORMCHECKBOX 


Moderate to limited supervision.

 FORMCHECKBOX 


Limited supervision with alternating periods of relative autonomy and general review; supervisor plays substantial role in setting objectives and organizing work.

 FORMCHECKBOX 


Limited to general supervision.

 FORMCHECKBOX 


General direction, working from broad goals and policies only.  Incumbent participates heavily in setting the work objectives.

 FORMCHECKBOX 


Policy direction only.  Incumbent sets virtually all goals and objectives.

Are there clear and simple ways of dealing with problem issues?  Describe department policies and procedures, professional standards, or formalized regulations that guide the actions in this job (e.g., policies or standard procedures for handling an overdue account, straightening out a supplier problem, or dealing with a student complaint).
     

D. Mental Complexity

Briefly describe 1 or 2 of the more difficult and complex tasks/projects/problems that must be handled or that have been handled in the last 6 months.  This factor measures the variety and difficulty of the tasks necessary for successful completion of the work. Consider the amount of judgment, initiative, and ingenuity necessary.  Also consider the availability of policies, procedures, and precedents for guiding an employee’s actions.

1)      

2)      

Mental Complexity Cont’d.

Check one:

 FORMCHECKBOX 


Work consists of routine and repetitive tasks, processes or operations requiring the selection of simple policies and procedures from among several which apply to the job.

 FORMCHECKBOX 


Work consists of moderately complex procedures and tasks where basic analytic ability is required as in the comparison of numbers and simple facts in selecting the correct action.

 FORMCHECKBOX 


Work requires the direct application of a variety of procedures, policies, and/or precedents.  Moderate analytic ability is required in applying guidelines, policies and precedents, and in adapting standard methods to fit facts and conditions.

 FORMCHECKBOX 


Work is substantially complex and varied, and requires the interpretation of technical and detailed guidelines, policies and procedures in combination.  Analytic ability is needed to gather and interpret data where answers can be found only after careful analysis of several facts.

 FORMCHECKBOX 


Work is very non-standardized and widely varied, involving many complex and significant variables.  Analytic ability and inductive thinking are required in extensively adapting policies, procedures and methods to fit unusual or complex situations.

 FORMCHECKBOX 


Work is broad in scope, covering one or more functional area(s).  Policy, procedure, or precedent may actually be created by this position.  A high degree of analytic ability and inductive thinking is required to devise new approaches to deal with highly complex, novel, or previously unsolved problems.

E. Impact of Actions

Describe the positive impact this job has on the operations in area of involvement and/or on University affairs when it is being performed well.

     

Describe the types of negative consequences for the work area or for the whole University that might result from an error made by someone in this job who did not possess good job knowledge or use sound judgment.

     

Impact of Actions Cont’d.
Probability of Error – This factor also considers the potential for making an error or mistake in the course of normal operations on the job. Errors, as defined in this question, are those that result from performing the work in the wrong way and/or the failure to take precautions or carefully follow regulations. (Check the one statement that best describes the job.)
 FORMCHECKBOX 


Very low probability of error; routine tasks with close supervision.

 FORMCHECKBOX 


Low probability of error; tasks average & routine with fairly close supervision.

 FORMCHECKBOX 


Reasonable probability of error; tasks varied but guided by strict procedures & regulations; regular supervision.

 FORMCHECKBOX 


Somewhat high probability of error; tasks complex requiring moderate level of judgment; supervision general & fairly infrequent.
 FORMCHECKBOX 


High probability of error; complex tasks requiring high level judgment; supervision general and infrequent.
 FORMCHECKBOX 


Extremely high probability of error; variety of complex tasks requiring very high level professional judgment; supervision is general and fairly infrequent.
 FORMCHECKBOX 


Extraordinary probability of error; complex responsibilities requiring extremely high level of judgment; supervision is very broad and very infrequent.
Magnitude – This factor considers the impact of errors made and their effect on operations. Consideration should be given to what areas of the University could be affected, as well as financial, human relations, and public relations costs to the University. (Check only one response.)
 FORMCHECKBOX 


Impact of actions limited to immediate short-term situations. Errors lead to minor inconvenience and cost and are confined to a single work function in a unit.
 FORMCHECKBOX 


Impact of actions falls between 1 and 3.  Errors cause some cost and inconvenience.
 FORMCHECKBOX 


Impact of actions may affect either an entire work unit or several major activities within a unit. Errors cause some cost and inconvenience.

 FORMCHECKBOX 


Impact of actions falls somewhere between 3 & 5. Errors may cause an average amount of cost and inconvenience.
 FORMCHECKBOX 


An error in action may affect more than one work area in a department. Errors could easily lead to large costs and inconvenience.

 FORMCHECKBOX 


Impact of actions falls somewhere between 5 and 7. Errors cause substantial cost and inconvenience and may affect more than one work area in a division.
 FORMCHECKBOX 


More than one department and sometimes the entire university may be affected by errors in actions.  Errors could lead to key problems that tend to undermine the university’s short-term performance.

 FORMCHECKBOX 


Impact of actions falls somewhere between 7 & 9. Errors cause crucial costs and problems that affect the organization’s longer-term performance.
 FORMCHECKBOX 


Actions often affect more than one division and sometimes the entire university.  Errors would lead to extensive costs and problems and dramatically affect long-term performance or even survival.
F.  Internal Contacts

Who (Title) does the position normally communicate with inside the University?           How often?  And what does this employee normally communicate about with these individuals? (e.g., area secretary, research assistants, students, faculty, etc.).  
Who (Position Title)?

How often?

Communication About What?
     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Level of Contact – This factor looks at the people this position works with inside the University during the course of operations. Only consider contacts that are outside the job’s immediate work area. (Check the one statement that best describes the people this position deals with regularly during operations.)

 FORMCHECKBOX 


Contact mostly with support staff and/or classified employees.

 FORMCHECKBOX 


Contact mostly with supervisors, coordinators and/or accountants.

 FORMCHECKBOX 


Contact mostly with Assistant/Associate Directors, Managers, Chairs and/or Faculty.
 FORMCHECKBOX 


Contact mostly with Directors, Deans, Registrar and/or Controller.

 FORMCHECKBOX 


Contact mostly with Vice Presidents, Provost and/or President.

Nature of Contact – This factor looks at the kind of conversations and discussions the position has with the people worked with inside the University. (Check only one statement.)

 FORMCHECKBOX 


Routine information exchange and/or service activities requiring professional courtesy with colleagues/peers.

 FORMCHECKBOX 


Between 1 & 3.

 FORMCHECKBOX 


Recurring social interactions requiring mindful professional courtesy, good judgment and cooperation with colleagues/peers (i.e., coordinating personal calendars, scheduling events, etc.).

 FORMCHECKBOX 


Between 3 & 5.

 FORMCHECKBOX 


Social interaction requires considerable professional courtesy, sensitivity and cooperation with colleagues/peers (i.e., project interactions, problem-solving issues of a routine nature, etc.).

 FORMCHECKBOX 


Between 5 & 7.

 FORMCHECKBOX 


Diplomatic / negotiative interactions on complex and important issues; diplomacy and persuasive influence usually required with colleagues/peers (i.e., key problem-solving discussions about responsibilities, finance, and organizational objectives).
G.  External Contacts

Who does this position typically communicate with outside the University?  How often?  What does this position normally communicate about with these individuals? (e.g., sales representatives - daily, University visitors - weekly, general public, staff of other institutions - monthly, etc.)
Who (Position Title)?

How often?

Communication About What?
     

     

     

     

     

     

     

     

     


     

     

     


     

     

     


     

     

     

Level of Contact – This factor looks at the people this position works with outside the University during the course of operations. (Check the one statement that best describes the people this position deals with regularly during operations.) IF THERE ARE LITTLE OR NO OUTSIDE CONTACTS, CHECK “1” AND GO ON TO THE NEXT SECTION.
 FORMCHECKBOX 


Extremely infrequent; virtually no outside contact.
 FORMCHECKBOX 


Somewhere between 1 & 3.

 FORMCHECKBOX 


Contacts with general public, students, visitors, and/or service representatives and vendors.
 FORMCHECKBOX 


Somewhere between 3 & 5.

 FORMCHECKBOX 


Contacts with representatives of government agencies, guests, reporters, product representatives and/or professional contacts at allied organizations (other universities).
 FORMCHECKBOX 


Somewhere between 5 & 7.

 FORMCHECKBOX 


Contact with community leaders, business & industry leaders and officials of government agencies, labor groups, financial agencies, and other constituents.
Nature of Contact – This factor looks at the kind of conversations and discussions the position has with the people worked with outside the University. (Check only one statement.)

 FORMCHECKBOX 


Routine information exchange and/or service activities requiring normal professional courtesy.

 FORMCHECKBOX 


Between 1 & 3.

 FORMCHECKBOX 


Standard social interaction; moderate tact and cooperation required (i.e., scheduling joint activities).

 FORMCHECKBOX 


Between 3 & 5.

 FORMCHECKBOX 


Social interaction requires substantial sensitivity and cooperation (i.e., recurring problem resolution).
 FORMCHECKBOX 


Between 5 & 7.

 FORMCHECKBOX 


Diplomatic / negotiative interactions on complex and important issues; significant diplomacy and persuasive influence required (i.e., key problem-solving discussions about responsibilities, finance, and organizational objectives).
H. Physical Effort

Describe any uncommon physical effort required for this job.  The physical demands of a position are determined by the exertion placed on the skeletal, muscular, and cardiovascular systems.  Both the intensity and frequency of the effort should be considered.
     

Check one:

 FORMCHECKBOX 

Position is physically comfortable; individual has discretion about walking, standing, etc.

 FORMCHECKBOX 

Position requires maintaining a sitting posture, stooping, or bending; some very light lifting, such as three or four reams of paper or textbooks (up to 20 pounds or an equivalent weight), may be required.

 FORMCHECKBOX 

Position regularly requires lifting of moderately heavy items such as typewriters or record boxes (up to 40 pounds) and/or very long periods of walking on rough surfaces on a routine basis.

 FORMCHECKBOX 

Position involves considerable physical exertion such as regular climbing of ladders, lifting of heavy objects (up to 80 pounds) on a highly frequent basis, and/or assuming awkward positions for long periods of time.

 FORMCHECKBOX 

Position requires extensive, near-continuous physical exertion such as repeated lifting of very heavy objects (more than 80 pounds), deep bending, climbing steps and/or assuming awkward positions.

I.
Physical Work Environment 

Describe the work environment of your job, including any unpleasant conditions.  This factor revolves around the quality of physical working conditions.  Take into consideration lighting adequacy, temperature extremes and variations, noise pollution, air pollution, trauma hazards, and disease potential.
     



Check one:

 FORMCHECKBOX 

Excellent working conditions with no major sources of discomfort, i.e., near optimal office environment with good lighting, temperature and air conditions.

 FORMCHECKBOX 

Good working conditions with occasional minor discomforts from exposure to less-than-optimal lighting, temperature and air conditions.  May involve dealing with fairly unpleasant situations, as with occasional exposure to office chemicals, such as photocopy toner and/or using a video display terminal.

 FORMCHECKBOX 

Adequate working conditions with routine discomforts such as heat, cold, moisture/wetness, and air pollution.  May involve routine exposure to light chemical substances such as cleaning solutions.

 FORMCHECKBOX 

Undesirable working conditions with routine exposure to extreme levels of temperature, air pollution, noise pollution, chemical gases and substances, and physical trauma conditions.

 FORMCHECKBOX 

Highly undesirable working conditions with continuous or near continuous exposure to very extreme levels of temperature, noise, air pollution, chemical gases or substances, and physical trauma.

J.
Social Demand

Do this position’s contacts with other people inside the University (e.g., other staff members, supervisors, students, etc.) or outside the University (e.g., customers, vendors, guests, etc.) place the employee in situations where they have to deal with several people at the same time or deal with one person right after another for long stretches of time?


 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
If “yes”, describe the types of situations they have to deal with, how often they occur (e.g., weekly, daily) and how their priorities are changed in response to them.
     

This factor considers the frequency with which the job involves immediate, simultaneous, and unpredictable demands from inside and outside the University. In considering the degree, weight not only the frequency with which this occurs, but  whether priorities need to be reordered, whether other important tasks have to be put off, and  whether the supervisor has responsibility for and capability of intervening to eliminate pressure by setting priorities. 

Check the one statement that best applies to the job
 FORMCHECKBOX 

Almost no interpersonal contact with individuals which could result in unexpected and immediate demands. Work demands can typically be anticipated and planned. Supervisor nearly always determines priorities.
 FORMCHECKBOX 

Interpersonal contacts with individuals within or outside the organization may occasionally result in unexpected and immediate demands requiring a restructuring of priorities.  Supervisor frequently determines priorities.
 FORMCHECKBOX 

Interpersonal contacts with individuals within or outside the organization may occasionally result in unexpected and immediate demands requiring a restructuring of priorities and the performance of several related tasks simultaneously. Supervisor may help determine priorities.
 FORMCHECKBOX 

Interpersonal contacts with individuals within or outside the organization regularly create unexpected and immediate demands that require establishing new priorities and the performance of several unrelated tasks simultaneously. Supervisor very infrequently determines work priorities.
 FORMCHECKBOX 

Interpersonal contacts with individuals within or outside the organization create continuous, unexpected, and immediate demands that require setting new priorities and the performance of numerous related and/or unrelated tasks simultaneously.  Supervisor rarely determines work priorities.
K.
Oversight
This factor appraises the responsibility for the organization, selection, assignment, guidance, and review of personnel as well as the performance of other related management tasks. 


Check the one statement that best applies to the job
 FORMCHECKBOX 


The job involves no responsibility or authority for the direction of others. 
 FORMCHECKBOX 


Responsible for orienting and training students on the job and assigning and informally reviewing their work.
 FORMCHECKBOX 


Responsible for providing leadership (in a lead or senior capacity) to one or more functional areas (e.g., an area requiring similar job experience and/or training, regardless of the number of incumbents).
IV.   GENERAL COMMENTS

Recognizing that no single survey can cover every aspect of a position; can you think of any other information which would be important in understanding this job?  If so, please give us your comments below.  

     

Employee’s Signature                                                                 
Date



After completing this Job Analysis Questionnaire (JAQ) forward to your immediate supervisor for her/his review and signature on the next page.  

IMPORTANT:  Evaluation of this position can not be completed until the JAQ has been reviewed and signed by the appropriate authorities.

V.      SUPERVISOR’S REVIEW SECTION

Based on your understanding of the job, as it currently exists, please review the employee’s responses and provide your own comments in the space provided below.  The survey is intended to analyze the job as it is currently being done and not how it might be configured in the future.  The employee’s level of performance in the job is not part of this analysis and is not to be considered.

Section/Question
Comments

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Supervisor Name
 Title



     


     


Supervisor Signature
 Date
                          Campus phone ext.
After reviewing this Job Analysis Questionnaire (JAQ), please sign above and forward to the appropriate administrative head of your department or division for her/his review and signature.

IMPORTANT:  Evaluation of this position can not be completed until the JAQ has been reviewed and signed by the appropriate authorities.

VI.   ADMINISTRATOR’S REVIEW SECTION

Based on your understanding of this job and its place within your organizational area, please review the employee’s and supervisor’s responses to the survey questions.  Indicate your comments in the space provided below.  

Section/Question
Comments

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Administrator Name
 Title



     


     


Administrator Signature
 Date
                          Campus phone ext.

After reviewing this Job Analysis Questionnaire (JAQ), please sign above and forward to the Vice President for her/his review and signature.
IMPORTANT:  Evaluation of this position can not be completed until the JAQ has been reviewed and signed by the appropriate authorities.

VII.   VICE PRESIDENT’S REVIEW/APPROVAL SECTION

Based upon your understanding of this particular position and its place within your organizational area, please review the employee’s, supervisor’s and administrator’s responses to the survey questions.  Indicate your comments in the space provided below.  

Section/Question
Comments
     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Vice President Name
 Title



     


     


Vice President Signature
 Date
                          Campus phone ext.

After reviewing the Job Analysis Questionnaire (JAQ), please sign and forward to Human Resources for final evaluation.

IMPORTANT:  Evaluation of this position can not be completed until the JAQ has been reviewed and signed by the appropriate authorities.
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