Cleveland State University

Position Description Questionnaire
Instructions

This questionnaire was designed to help describe positions. The attached provides you with an outline for preparing a position description and/or the documentation necessary for a classification review. On separate pages, please provide detailed comments and descriptions for all applicable sections. Include specific examples to illustrate job duties, complexity, type of decision-making, knowledge and skills. Examples will add clarity to this description.

Duties are to be listed in order of importance, not necessarily frequency. Commence each statement with a verb ('processes', 'maintains', 'records' etc.). Describe actions by using terms such as:  'obtains', 'coordinates', etc. Frequencies should be identified in multiples of 5%. Duties that take less than 5% of the employee's time should be grouped with other duties.

Finally, please attach an Organizational Chart, depicting the department structure and this job's placement within the structure. 


General Information

Position Title:

Prepared By: 
Department: 

Reports To:  

Date Submitted: 
Position Summary

Briefly state the purpose or objective of the position.  Generally, the summary will require only a few sentences and should answer the questions: "Why does this position exist?" and "What is it expected to accomplish?"

	

	

	

	

	

	

	


Duties

List in priority order the essential duties and responsibilities of this position including what percent (%) of total time on the job is required for each duty/responsibility. Essential duties meet the following standards: (1) the function must be done, (2) taking the function from the job would fundamentally change it, (3) the job exists to perform this function, and (4) there would be significant consequences if the function is not done. The most important item should be listed first. Provide clear, concise statements using action verbs to describe what is done, with or for whom the action is taken and the purpose or outcome to be achieved.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Complexity

From among the principal duties listed, identify between two and four that are the most complex and describe them in detail. Include specific examples to illustrate the scope of the responsibility, the types of problems confronted, the decision making, creativity, judgment and analysis performed.

	

	

	

	

	

	

	

	

	

	

	

	


Personal Contacts

State the purpose of the contacts this position has with persons other than supervisors or subordinates and how often this interaction occurs in the performance of duties.

	

	

	

	

	

	

	

	


Supervision Given

Do you or does this position have responsibility for work direction of other employees (including student workers), distributing work to others, reviewing others work, training new employees, and/or making specific work assignments? (circle one): (YES / NO) If yes, please indicate employees by name and title.

	

	

	

	

	

	

	

	


Requirements

Indicate minimum qualifications required to perform all essential functions: work experience (including type of work and number of years required); education (including desired degree and field of study);  specify certificate or license requirements; e.g. nursing, counseling, lab tech, etc.

	

	

	

	

	

	

	

	


If there are any Preferred Qualifications for this position, please identify them below:

	

	

	

	

	


Finally, please attach an Organizational Chart, depicting the department structure and this job's placement within the structure.
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