POSITION DESCRIPTION QUESTIONNAIRE
	1. 
	Identification
	Date:
	

	
	Name:
	
	Proposed Job Title:
	

	
	Department:
	
	

	
	Supervisor Name:
	
	Title:
	

	2. 
	Primary Duties and Responsibilities

	
	Please list the primary duties and responsibilities you perform in the spaces on the next three pages.  Before beginning, read the following instructions:

	
	1. List one primary duty or responsibility in each space, and try to place them in the order of their importance to your job (#1 being the most important duty or responsibility).

	
	2. Try to describe your position so that it can be understood by someone not immediately familiar with your work.

	
	3. Begin each statement with an action verb, such as "plans," "counsels," "analyzes," "schedules," "prepares," etc.; then tell who or what is done and why or how it is done.

	
	Example:
	verb
	who or what
	why or how

	
	
	Plans
	Work of subordinate personnel
	By establishing priorities, setting deadlines and assigning work

	3. 
	If applicable, give examples of decisions you can make on your own authority without the need for approval by your supervisor.

	
	Example:
	Orders office supplies when stock falls below specified inventory levels.

	4. 
	If applicable, give examples of recommendations you would make to your own supervisor for final decision.

	
	Example:
	Equipment that should be repaired.

	5. 
	After listing all responsibilities and duties, indicate your best estimate of the percent of work time roughly devoted to each task in a year. The total of these percentages must equal 100%.  (Other duties and responsibilities that encompass less than 5% should be listed under one decision statement.  Do not list decisions and recommendations for this category.)


	6. 
	For each duty, indicate the approximate frequency with which it is performed (e.g., daily, weekly, monthly, quarterly or annually).

	
	Examples:
	

	
	Task
	Frequency
	Annual % of Time

	
	1. 
	Process incoming and outgoing mail.

Decisions:  When to increase amount of postage on mail machine.

Recommendations:  Equipment that should be repaired  
	Daily
	30%

	
	2. 
	Edit and oversee distribution of newsletter for final publication.


Decisions:  Articles to include, copy revisions, layout.

Recommendations:  New equipment to enhance graphics capability.
	Monthly
	25%

	
	3. 
	Responds to general inquiries and requests from members and Member Boards.  Responsible for maintaining list of books and manuals in the law library, working with filer to keep manuals current.  Gather and categorize documents for discovery purposes, file court documents.

Decisions: Probes caller to determine whether written material will be adequate to answer questions, answers question if able to do so or determines that caller needs to be referred to attorney.
	Daily
	20%


I.
PRIMARY DUTIES AND RESPONSIBILITIES

	PRIMARY DUTIES AND RESPONSIBILITIES
	FREQUENCY

(D,W,M,A)
	% OF ANNUAL 

TIME

	
	
	

	1.


	Decisions:



	Recommendations:



	PRIMARY DUTIES AND RESPONSIBILITIES
	FREQUENCY

(D,W,M,A)
	% OF ANNUAL 

TIME

	
	
	

	2.


	Decisions:



	Recommendations:



	PRIMARY DUTIES AND RESPONSIBILITIES
	FREQUENCY

(D,W,M,A)
	% OF ANNUAL 

TIME

	
	
	

	3.


	Decisions:



	Recommendations:



	PRIMARY DUTIES AND RESPONSIBILITIES
	FREQUENCY

(D,W,M,A)
	% OF ANNUAL 

TIME

	
	
	

	4.


	Decisions:



	Recommendations:



	PRIMARY DUTIES AND RESPONSIBILITIES
	FREQUENCY

(D,W,M,A)
	% OF ANNUAL 

TIME

	
	
	

	5.


	Decisions:



	Recommendations:



	PRIMARY DUTIES AND RESPONSIBILITIES
	FREQUENCY

(D,W,M,A)
	% OF ANNUAL 

TIME

	
	
	

	6.


	Decisions:



	Recommendations:



(Please describe additional duties and responsibilities on a separate sheet if necessary.)

II.     SUPERVISORY RESPONSIBILITIES
	1. 
	How many employees do you supervise directly?
	

	2. 
	List the names of your direct reports.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3. 
	How many, total, employees are under your span of responsibility?
	
	

	
	
	
	

	
	Employee’s Signature




	Print Employee’s Name


III.
SUPERVISORY REVIEW AND COMMENTS

It is important that you, the immediate supervisor, review this questionnaire, since you may have a different perspective on the job described.  Do not change the incumbent's description of the job in the questionnaire itself.  Rather, please make any changes you feel are necessary below and discuss them with the incumbent. 

	Primary Duties/Responsibilities
(indicate below which duty you’re referring to)
	
	COMMENTS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please check the one statement which applies: 

	Supervisor:
	
	

	
	
	I agree with the incumbent's position questionnaire as written.

	
	
	The above modifications have been discussed with the incumbent, and the incumbent agrees with these modifications.

	
	
	The above modifications have been discussed with the incumbent, and the incumbent disagrees with these modifications.

	
	
	

	Supervisor’s Signature
	
	Date

	
	
	

	Vice President’s Signature
	
	Date

	
	
	

	I have noted the modifications made by my immediate supervisor in the Comments Section above.

	
	
	

	Employee’s Signature
	
	Date


