Instructions to send the form electronically:

1. Complete the form online.

2. Send the form electronically to Carolyn Makary (Human Resources):

· You must first save the form as a Word document.  Click on File, Save As…
· Select a folder (or the Desktop) to save the document.
(The document will now be a Word document.)

3. Open the document in Word.

4. On the Menu Bar, click on File.

5. From the drop-down menu, click on Send to and Mail Recipient (as Attachment).
(If you do not have Mail Recipient (as Attachment), select Mail Recipient.)

6. Outlook opens.  Select Carolyn Makary as the recipient and send as usual.
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METROPOLITAN COMMUNITY COLLEGE

POSITION DESCRIPTION QUESTIONNAIRE

JOB IDENTIFICATION

New Position Request        
Position Review Request      
FTE      



 FORMCHECKBOX 
  Supervisor Initiated




 FORMCHECKBOX 
  Employee Initiated




 FORMCHECKBOX 
  Human Resources Initiated
	Present Position Title
	     

	If changed, proposed Position Title
	     

	Department
	     

	Cost Center
	     
	Position Number
	     

	Immediate Supervisor
	     

	Position Incumbent (if currently filled):
	     


POSITION SUMMARY

Summarize the purpose and primary essential functions of this job in three to four sentences.

     
ESSENTIAL POSITION FUNCTIONS

List the specific duties and responsibilities that are a part of this job, in order of importance and indicate the approximate percent of time each function or duty requires.  The percentages should total 100%.  Please list only the responsibilities (functions) and not the procedures for performing them.

	FUNCTIONS
	% OF TIME

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


POSITION SPECIFICATIONS

Knowledge, Skills, and Abilities: List any specialized knowledge, skills, or abilities required to perform this job.

     
Education:  Indicate the minimum amount and type of formal education or training required to perform this job.  Do not list your own qualifications; list only the minimum qualifications needed for entry into the job). 

     
Additional Training/Certification:  List any licenses or certifications, if any, required to perform this job. 
     
Work Experience:  Indicate the minimum amount and type of prior work experience required to perform this job.  Do not list a range of years. 
     
COMPLEXITY OF DUTIES - To what extent do written policies, procedures and guidelines exist which govern your work?  Established rules, procedures, and/or instructions are defined as specific operating guidelines developed by someone other than the incumbent and which tend to restrict one’s freedom of action.  Indicate the level of complexity required for this position by making an “x” in the box next to the description that most accurately describes this position.

 FORMCHECKBOX 

Work tasks strictly guided by clearly defined and specific policies and procedures such that detailed guidelines covering all important aspects of the assignment are provided to an employee.  The employee works in strict adherence to the guidelines, deviations must be authorized by the supervisor.  Decisions are primarily concerned with the manner and speed of performing the elements of operation.

 FORMCHECKBOX 

Work tasks require only brief instructions to learn requiring an employee to use judgment in locating and selecting the most appropriate guidelines, references, and procedures for application and determine which of several established alternatives to use.  Situations to which the existing guidelines cannot be applied or significant proposed deviations from the guidelines are referred to the supervisor.

 FORMCHECKBOX 

Work tasks require knowledge of functions within a department, some of which require special training.  Work tasks are primarily standardized, but problems may require more extensive choices among a wide range of established procedures and courses of action.  Guidelines are available, but are not completely applicable to the work or have gaps in specificity.  An employee uses judgment in the analysis of individual problems and the interpretation of guidelines such as organizational policies, regulations, precedents, and work directions for application to specific cases or problems within the limits of standard or accepted practice.

 FORMCHECKBOX 

Work tasks require a general knowledge of policies/procedures for several departments.  Work tasks include meeting objectives, the adaptation or modification of established precedents and methods to meet varying conditions or highly technical or involved projects.   Administrative policies and precedents are applicable but are stated in general terms.  Guidelines for performing the work are scarce or of limited use.  The employee uses judgment and initiative in deviating from traditional methods or researching trends and patterns to develop new methods, criteria, or proposed new policies.

 FORMCHECKBOX 

Work tasks require a substantial knowledge of a particular field and participation in formulation and implementation of policies and objectives for a department or division or the well-established knowledge of specialty field to develop new approaches and methods to solve problems.  Work tasks require broad conceptual judgment, initiative, and ability to deal with complex factors not easily evaluated to make decisions based on conclusions for which there is little precedent.  Guidelines are broadly stated and nonspecific; for example, broad policy statements and basic legislation which require extensive interpretation.

 FORMCHECKBOX 

Work tasks require a broad administrative, technical, and professional understanding and leadership in the formulation of major organization-wide policies, practices, and programs.  Work tasks require substantial in-depth analysis and significant discretion in the development of new and complex approaches and methods to solve problems.  Decisions regarding what needs to be done include largely undefined issues and elements requiring extensive probing and analysis to determine the nature and scope of the problems.

SUPERVISORY INVOLVEMENT - Indicate the level a supervisor must be involved in monitoring and assigning the work of your position by making an “x” in the appropriate box.

 FORMCHECKBOX 

The supervisor makes specific assignments that are accompanied by clear, detailed, and specific instructions.  The employee works as instructed and consults with the supervisor as needed on all matters not specifically covered in the original instructions or guidelines.  For all positions, the work is closely monitored through the structured nature of the work itself; through the circumstances in which the work is performed, or through close and frequent review of the work which may include checking progress or reviewing completed work for accuracy, adequacy, and adherence to instructions and established procedures.

 FORMCHECKBOX 

The supervisor provides continuing or individual assignments by indicating generally what is to be done, limitations, quality and quantity expected, deadlines and priority of assignments.  The supervisor provides additional, specific instructions for new, difficult, or unusual assignments including suggested work methods or advice or source material available.  The employee uses initiative in carrying out recurring assignments independently without specific instruction, but refers deviations, problems and unfamiliar situations not covered by instructions to the supervisor for decision or help.  The supervisor assures that finished work and methods used are technically accurate and in compliance with instructions or established procedures.  Review of the work increases with more difficult assignments if the employee has not previously performed similar assignments.

 FORMCHECKBOX 

The supervisor makes assignments by defining objectives, priorities, and deadlines; and assists the employee with unusual situations which do not have clear precedents.  The employee plans and carries out the successive steps and handles problems and deviations in the work assignment in accordance with instructions, policies, previous training, or accepted practice in the occupation.  Completed work is usually evaluated for technical soundness, appropriateness, and conformity to policy and requirements.  The methods used in arriving at the end results are not usually reviewed in detail.

 FORMCHECKBOX 

The supervisor sets the overall objectives and resources available.  The employee and supervisor, in consultation, develop the deadlines, projects and work to be done.  At this level, the employee, having developed expertise in the line of work, is responsible for planning and carrying out the assignment; resolving most of the conflicts which arise; coordinating the work with others as necessary; and interpreting policy on his/her own initiative in terms of established objectives.  In some assignments, the employee also determines the approach to be taken and the methodology to be used.  The employee keeps the supervisor informed of progress, potentially controversial matters, or far-reaching implications.  Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with other work, or effectiveness in meeting requirements or expected results.

 FORMCHECKBOX 

The supervisor provides administrative direction with assignments in terms of broadly defined missions or functions.  The employee has responsibility for planning, designing, and carrying out programs, projects, studies, or other work independently.  Results of the work are considered as technically authoritative and are normally accepted without significant change.  If the work should be reviewed, the review concerns such matters as fulfillment of program objectives, effect of advice and influence of the overall program, or the contribution to the advancement of technology.  Recommendations for new projects and alteration of objectives are usually evaluated for such considerations as availability of funds and other resources and broad organizational goals or priorities.

 FORMCHECKBOX 

The employee works under executive direction and established broad collaborative goals, objectives, and missions for the organization or divisions of the organization.  The employee interprets these broadly established organizational or divisional objectives and determines his/her own standards of performance within the scope of responsibility.  At this level, the employee usually is directly accountable to the top executive position within the organization.

ERRORS - Indicate the consequences of errors you could make in the normal course of your work by placing an “x” next to the appropriate box.  Errors can be reflected by inefficient or ineffective operations, dollar outlays, poor levels of service, or actual damage to individuals or activities. 

 FORMCHECKBOX 

Responsibility for accuracy in the performance of routine work.  Errors are almost always detected by job incumbent upon the completion of the work or in normal course of work by standard check and cross-check.  Most errors would be the result of carelessness.  Errors would have little impact beyond the immediate organizational unit or beyond the timely provisions of limited services to others.

 FORMCHECKBOX 

Errors are detected in succeeding operations and would normally affect a limited scope of organizational operations.  Correction requires more in-depth knowledge of assigned job tasks and routines and may result in the moderate effort on the part of employees in another department.  Errors may result in minor effects on accuracy, reliability, or acceptability of further processes or services.

 FORMCHECKBOX 

Errors are less easily detected through day-to-day operations.  Correction of errors may require the passage of a short period of time, the moderate effort on the part of employees in several departments, and a diverse knowledge of assigned and related tasks and routines.  Errors may result in problems in the design or operation of systems or programs, damage to equipment, moderate reduction of product quality or service, or the social, physical, or economic well being of persons.

 FORMCHECKBOX 

Detection of errors is difficult due to multiple factors and long time lapses between decisions and results.  Correction of errors requires the application of knowledge of related specialty fields and an understanding of organizational policy, procedures, and objectives, may require several actions taken over longer periods of time, and may involve the intense effort of several individuals or an entire department to complete.  Errors may result in disruption of product quality or services with large costs in time, money, or good will.

 FORMCHECKBOX 

Error detection is extremely difficult with little accepted method or procedures for correction; that is, no previously established precedents.  Error correction will occur only through numerous actions taken over a large period of time, involve numerous individuals or several departments to complete, and requires a high level of skill or knowledge.  Errors will impact the development of major aspects of administrative programs or missions, product quality or services and may result in a major cost in time, money, or good will.

 FORMCHECKBOX 

Errors are almost undetectable and can be corrected only through numerous strategic actions occurring over a significant period of time.  An error could result in major disruption of product quality or services and/or harm to the long-term interests of the organization.

CONTACT WITH OTHERS

Internal - Describe the most frequent types of internal contacts (inside Metro) that are related to your job.  The key for frequency is:  Occasional (<20%), Frequent (21-50%), Very Frequent (51-80%), Nearly Constant (>80%).

	TYPE OF CONTACT

(Who)
	REASON FOR CONTACT

(share information, solve problems, persuade, influence, plan, advise)
	FREQUENCY



	     
	     
	     

	     
	     
	     

	     
	     
	      

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


External - Describe the most frequent types of external contacts (outside Metro) that are related to your job. The key for frequency is:  Occasional (<20%), Frequent (21-50%), Very Frequent (51-80%), Nearly Constant (>80%).

	TYPE OF CONTACT

(Who)
	REASON FOR CONTACT

(share information, solve problems, persuade, influence, plan, advise)
	FREQUENCY

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Indicate the level of contact that best describes your job by placing an “x” in the appropriate box.

 FORMCHECKBOX 

Internal contacts are with other employees to exchange factual information related to specific projects and the discussion of job-related tasks.  External contacts include frequent contacts with members of the general public in situations where the purpose of the contact is to solve routine problems or answer routine questions within established guidelines  by obtaining information, clarifying issues, or giving facts or information regardless of the nature of that information; that is, routine to highly technical.  Determination of proper channels must be made for contacts requiring actions and decisions outside established guidelines or established authority limits.  Contacts require ordinary courtesy and tact to ensure others look favorably upon the institution. 

 FORMCHECKBOX 

Internal contacts are with other employees to plan, coordinate, or advise work efforts related to specific projects and the discussion of job-related tasks.  External contacts include frequent contacts with members of the general public, as individuals or groups, in situations where the exact purpose of the contact may be unclear at first to one or more of the parties.  Contacts require in-depth information gathering, interpretation of issues, and the search for solutions or new application within established authority.  Contacts require a skillful approach to diagnose situations and tact to ensure others look favorably upon the organization.

 FORMCHECKBOX 

Internal contacts include discussion of sensitive situations and contacts with other individuals or departments on routine matters.  External contacts are not routine and often occur in an unstructured format requiring the role of the employee to change with each situation; for example, the contacts are not established on a routine basis, the purpose and extent of each contact is different and the role and authority of each party is identified and developed during the course of the contact.  Contacts require considerable tact to enhance the organizational image and to deal with problems and complaints.

 FORMCHECKBOX 

Internal and external contacts involve complex situations and often are for the purpose of carrying out organizational policy and influencing others.  Contacts are often with groups from outside the organization or involve dealing with persons of higher rank and require explanation, persuasion, and cooperative efforts.  Contacts may require a high level of sensitivity to enhance the organizational image and to ensure proper understanding and interpretation of college operations, policies, and programs.

 FORMCHECKBOX 

Internal and external contacts involve complex situations and often are for the purpose of promoting an understanding and/or acceptance of organizational policies, objectives, services, and programs.  Contacts with all organizational levels and outsiders usually requiring extraordinary cooperative problem-solving and persuasion to gain concurrence or cooperation on operational issues in the face of significant differences of opinion.

 FORMCHECKBOX 

Internal and external contacts involve highly complex situations and are often strategic in nature.  Contacts are with officials from outside the organization at all levels in highly unstructured settings.  Contacts require a high degree of diplomacy, involve high-level negotiations, and require a high level of sensitivity.  Attempts are made to influence these parties to give favorable consideration to operational and long-term institutional goals.

CONFIDENTIAL INFORMATION
To what extent are you required to receive and/or communicate highly confidential or sensitive information?

     
Describe the records maintained by you or those under your supervision in terms of their volume and sensitivity.

     
MENTAL EFFORT, PHYSICAL DEMANDS, AND WORKING CONDITIONS

Mental Effort:  Indicate the typical intensity level of mental effort required to perform the majority of job functions by putting an “x” in the appropriate box.

 FORMCHECKBOX 

The flow of work and the character of duties is intermittent and only requires mental and visual attention at varying intervals.  No special emotional demands are placed on the employee.

 FORMCHECKBOX 

Flow of work and character of duties involve normal mental and visual attention.  Work requires about 25-35% hand/eye coordination and attention to detail.

 FORMCHECKBOX 

Flow of work and character of duties involve frequent periods of normal mental and visual attention and occasional periods of constant alertness and concentration.  Work requires about 50% hand/eye coordination and attention to detail.

 FORMCHECKBOX 

Flow of work and character of duties involve continuous alertness and concentrated mental and visual attention—up to 75% hand/eye coordination and attention to detail.  Requires moderate interaction with individuals who are in conflict-laden situations, experiencing stress or anxiety.  

 FORMCHECKBOX 

High degree of concentration where the volume and character of work requires perpetual periods of alertness and intense mental and visual attention.  The work requires considerable (perhaps continual) contact with extremely stressed persons and the incumbent is subject to emotional strain during most of the work day.

Physical Demands: Indicate the physical demands required to do the job by placing an “x” in the appropriate box.

 FORMCHECKBOX 

Sedentary Work - Exerts up to 10 pounds occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

 FORMCHECKBOX 

Light Work - Exerts up to 20 pounds occasionally, and/or up to 10 pounds frequently, and/or a negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that of sedentary work and the worker sits most of the time, the job is rated for light work. 

 FORMCHECKBOX 

Medium Work - Exerts up to 50 pounds occasionally and/or up to 20 pounds frequently and/or up to 10 pounds constantly to move objects.

 FORMCHECKBOX 

Heavy Work - Exerts up to 100 pounds occasionally and/or up to 50 pounds frequently and/or up to 20 pounds constantly.

 FORMCHECKBOX 

Very Heavy Work - Exerts in excess of 100 pounds occasionally and/or in excess of 50 pounds frequently and/or in excess of 20 pounds constantly.

Physical Skills: Identify the physical skills currently used to do this job.  The key for frequency is: Never (0%); Rarely (0-24%); Occasionally (25-49%); Frequently (50-74%); Regularly (75-100%).

	TASK
	FREQUENCY
	TASK
	FREQUENCY

	Stooping: bending body downward and forward by bending spine at the waist
	     
	Grasping: applying pressure to an object with the fingers and palm
	     

	Climbing: ascending ladders, stairs, scaffolding, ramps, poles, etc. using feet and legs and/or hands and arms
	     
	Pushing: using upper extremities to press against something with steady force in order to thrust forward, downward or outward
	     

	Crawling: moving about on hands and knees or hands and feet
	     
	Reaching: extending hands and arms in any direction
	     

	Pulling: using upper extremities to exert force in order to draw, drag, haul or tug objects in a sustained motion
	     
	Lifting: raising objects from a lower to a higher position or moving objects horizontally from position to position
	     


Working Conditions: Identify the working conditions which are most applicable to this position by placing an “x” in the appropriate box.

 FORMCHECKBOX 

The work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meeting and training rooms, libraries, and residences or commercial vehicles, e.g. use of safety work practices with office equipment, avoidance of trips and area is adequately lighted, heated, and ventilated.  Examples would include most people working in typical office settings.

 FORMCHECKBOX 

Good working conditions.  Occasional exposure to elements such as noise, dust, cold/heat, and traffic or interruptions which are not typical of normal processes of the job.  Some elements present which makes conditions less desirable than usually found in an office.

 FORMCHECKBOX 

Somewhat undesirable working conditions.  Exposed to noise, dust, cold/heat, constant traffic or interruptions which are not typical of normal processes of the job, and other elements with no element continuously present to the extent of being excessively disagreeable.

 FORMCHECKBOX 

Undesirable working conditions.  Exposed to noise, dust, cold/heat, fumes and other elements, with one continuously present to the extent of being disagreeable, or with several elements present to the extent of being disagreeable, or with several elements present to the extent of being disagreeable.  May be required to use protective clothing or gear such as masks, gown, coats, boots, goggles or gloves.  This might also include visits to places of residence that offer physical discomfort.

 FORMCHECKBOX 

Extremely undesirable working conditions.  Exposed to noise, dust, cold/heat, oil, fumes, and other elements with several continuously present to the extent of being disagreeable.  Work involves high risk with exposure to potentially dangerous situations.  Subject to possible physical attack or similar situations where conditions cannot be controlled and might result in severe danger.

CHARACTER AND SCOPE OF SUPERVISION

Responsibility for Others: Indicate the level of responsibility for others by placing an “x” next to the appropriate box.

 FORMCHECKBOX 

No responsibility for others.

 FORMCHECKBOX 

Responsible for intermittent guidance of work study or other temporary employees in day-to-day operations.  Serves as a resource to assigned staff and reviews work as required to facilitate work flow and monitor accuracy.

 FORMCHECKBOX 

Responsible for functional supervision of work direction and review while performing similar work to facilitate work flow.  In the absence of supervisor, may perform limited administrative supervision directing employees who are performing the same or directly related work (Lead, Senior, Work Coordinator).

 FORMCHECKBOX 

Administrative and functional supervision of a group, unit, or department by directing, assigning, and reviewing work; and evaluating employee performance and pursuing corrective action as necessary.  Some accountability for determining department work methods and procedures, but final authority rests with the next higher level (First Line Supervisor).

 FORMCHECKBOX 

Administrative and functional supervision of multiple departments or a single department in which differing tasks are performed.  Supervisory functions include planning, directing, coordinating work.  Supervision of specific employees may be assigned to a subordinate.  Responsible for determining and developing departmental work methods and procedures (Department Manager, Area Manager).

 FORMCHECKBOX 

Directs operations of department, division, or branch by assigning functional and administrative supervision of specific areas to subordinate managers.  Supervisory functions include long-range planning, directing, and coordinating work as it related to the division function or branch.  Accountable for division operations, progress, and costs.  Oversees development of divisional work methods and procedures.  Assists in the development of organizational plans and policies (Director, Associate Dean).

 FORMCHECKBOX 

Directs operations of management team and/or multiple divisions or branches through  a team of managers.  Full accountability for organizational and/or divisional results and costs.  Develops organizational policies and performs strategic planning at an organizational level or for multiple divisions (Dean, Vice President, Provost).

This position reports to:      

Name/Title

Positions which report directly to this position and the number of employees they supervise (directly and indirectly)

	TITLE
	#  OF EMPLOYEES SUPERVISED

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Total number of employees you directly supervise:
     


With regard to the following supervisory functions, indicate your degree of responsibility for the jobs you directly supervise (1=full responsibility; 2=decisions require higher approval; 3=input only; 4=no responsibility).

When serving in position where appropriate:  

	     
	Hire
	     
	Adjust pay

	     
	Terminate
	     
	Assign work

	     
	Train
	     
	Counsel

	     
	Discipline
	     
	Other (describe)

	     
	Appraise Performance
	
	


GENERAL COMMENTS
Please share any additional job-related information not already captured in this questionnaire.  Include any thoughts, suggestions, or comments about possible career development for individuals in this job.

     
APPROVALS

Employee (if position currently filled)/Date

Immediate Supervisor/Date

Next Higher Supervisor /Date

Other Administrator (if applicable)/Date
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