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Job Information Questionnaire (JIQ) 

	PURPOSE

The purposes of this JIQ are to identify the specific dimensions of the position so that appropriate job classification and compensation levels are ensured, and to define key criteria for use in recruiting and screening candidates.



APPROVAL TO EVALUATE:
School/Unit/Department:     
Supervisor’s Signature: ______________________________________ Date: __________

Name/Title:       
Phone Number: (XXX) XXX-XXXX
FOR HUMAN RESOURCES COMPENSATION USE ONLY
Questionnaire Reviewed By:  ________________________________

Signature: ______________________________________________ Date: ____________

Name/Title _____________________________________________

Approved Title: _________________________________________

Salary Range: ___________________________________________

Exemption Status/Test Passed: ______________________________
Section I. 

ORGANIZATION STRUCTURE 

Complete below reflecting position titles or attach a current org chart reflecting position titles.

2nd Level Supervisor Title
	     


Immediate Supervisor’s Title
	     


	
	
	Position Being Analyzed
	
	


Positions that report to the position being analyzed

	     
	     
	     
	     
	     


Section II.

GENERAL PROFILE OF THE POSITION

Describe in 2-3 sentences the goals/objectives you expect the person in this position to accomplish.
(Do not list duties/responsibilities) 

	     


Given the expectation(s) listed above, identify the 2-3 key items the individual in this position will be accountable for (i.e.: work process, work product, activities, etc).  Do not list duties/responsibilities.

	     


Describe the key skills (or combination of skills) needed to be successful in this role.  Please be specific as to how these skills will be applied.
Skill               

Specific Application of Skill____________________________________            

Example:


MS Access
Design & manage complex databases (incl. building queries, running reports, etc.)

	     
	     


List any licenses or certifications required 

	     


Section III.

SUMMARY OF RESPONSIBILITIES / DUTIES
Define this position’s duties/responsibilities and related time commitment (Total = 100%).
	Duties/Responsibilities
	% Time
	E/NE

HR ONLY

	1.     
	     %
	□ E □ NE

	2.     
	     %
	□ E □ NE

	3.     
	     %
	□ E □ NE

	4.     
	     %
	□ E □ NE

	5.     
	     %
	□ E □ NE

	6.     
	     %
	□ E □ NE

	7.     
	     %
	□ E □ NE

	8.     
	     %
	□ E □ NE

	9.Other duties as assigned
	5%
	


Minimum Requirements: 

Select only ONE level of minimum education and only ONE level of minimum experience.

	 FORMCHECKBOX 
 High School/equivalent
	 FORMCHECKBOX 
 Associates
	 FORMCHECKBOX 
 Bachelor’s
	 FORMCHECKBOX 
 Master’s
	 FORMCHECKBOX 
 MD/PhD

	Degree major:
	     

	
	 FORMCHECKBOX 
 Less than 1 year
	 FORMCHECKBOX 
 1-2 yrs
	 FORMCHECKBOX 
 3-4 yrs
	 FORMCHECKBOX 
 5-6 yrs

	
	 FORMCHECKBOX 
 7-8 yrs
	 FORMCHECKBOX 
 9-10 yrs
	 FORMCHECKBOX 
 10+ yrs
	


Leadership:  Check the most descriptive statement for the job as a whole.
 FORMCHECKBOX 
 1) Work/Project Leader: answers general questions and provides assistance; maintains assignment completion schedules; performs the same tasks as others.

 FORMCHECKBOX 
 2) Team Leader: advises and directs the teams; answers complex questions functioning as an expert resource; maintains assignment completion schedules.  Performs the same and higher level tasks.

 FORMCHECKBOX 
 3) Supervisor: participates in the selection process of new employees; assists with performance appraisals; disciplinary problems are referred to a higher level. Performs similar and higher level tasks.

 FORMCHECKBOX 
 4) Supervisor: solely responsible for the hire/fire decisions; performance appraisals; employee training and development; handles disciplinary problems.  This person will be evaluated on these decisions.

 FORMCHECKBOX 
 5) Supervisor: responsible for multiples units or areas, each with supervisors who have hire/fire authority.

 FORMCHECKBOX 
  6) Not applicable to this position

Complexity of Work:  check the most descriptive statement
 FORMCHECKBOX 
  1) Routine: Primarily deals in one singularly directive functional area.  Awareness of related areas is not significant.

 FORMCHECKBOX 
  2) Semi-Complex: Requires some integration of different but relatively similar bodies of knowledge and/or functions.  Some analytical ability becomes prevalent.

 FORMCHECKBOX 
  3) Complex: Functions differ significantly from each other or a major function is broad and requires integration of differing complicated bodies of knowledge. Analytical ability is clearly required.

 FORMCHECKBOX 
  4) Very Complex: Involves complicated bodies of knowledge/functions that differ substantially from each other.

Impact:  Check the most descriptive statement
 FORMCHECKBOX 
  1) Decisions could positively or negatively affect the immediate work, individual user or group of users.
 FORMCHECKBOX 
  2) Decisions could positively or negatively affect a large group of users, entire department, or networked systems.

 FORMCHECKBOX 
  3) Decisions could positively or negatively affect multiple departments

 FORMCHECKBOX 
  4) Decisions could positively or negatively affect the entire university

Fiscal Responsibility
What budget responsibility does this position hold and if any, what is the budget amount ( e.g. creation of department-level budget, $94,000.00)?
	     


Section IV.

ADDITIONAL CANDIDATE RECRUITING/SCREENING QUESTIONS

What would differentiate a great candidate from an average candidate (e.g. specific knowledge, specific skills, attitudes, specific experience, etc.)? 
	     


What is the one thing (above all else) that the successful candidate must have that you absolutely will not compromise on? 
	     


Briefly describe the work environment this position will operate in (e.g. team vs. individual, remote/isolated, shift, reporting structure, animal contact, risk factors, etc.…) 

	     


Comments:
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