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Position Description Questionnaire (PDQ)
Purpose of this Questionnaire

To ensure that we understand what each job in the University entails, we are requesting that all staff (non-faculty) employees complete this Position Description Questionnaire (PDQ).

Your response to this questionnaire will be used to update job descriptions that define the content and minimum requirements of each job. Answers to this questionnaire will also assist in updating the University’s classification program by providing a consistent basis to compare your job with other jobs that have similar responsibilities and skills. The purposes of the classification system are three-fold: 

1. Review and assess the current classification structure to ensure it meets the University’s current needs and results in updated job descriptions.
2. Development of job titling protocol so titles are used consistently and appropriately across USU.
3. Selection of benchmark jobs that are reflective of the staff population University-wide.

4. Define essential job criteria and functions.
This questionnaire does not measure the value of the employee respondent nor their performance. This questionnaire will not be used to eliminate jobs or impact salaries. 

This questionnaire is also designed to assess the essential function of each job that might affect the ability of a person with a disability to perform those duties, as is required for the Americans with Disabilities Act (ADA). Using the information you provide, we can make a determination of job requirements that are job-related and consistent with business necessity, as required by the ADA. Without such analysis, we cannot effectively determine whether a person with a disability can perform the essential functions of the job nor identify appropriate accommodation obligations. 

You are an important part of this project. Thank you for your effort!

Employee Instructions

5. Please read each item carefully and enter your responses. Please be realistic about your job duties and responsibilities when completing this questionnaire. 

6. Please do not just copy an old job description. We want to have your opinions, thoughts, and ideas about your job as it presently exists.

7. If you received an electronic copy of this questionnaire, please email the completed questionnaire to your supervisor. In the email, please state the following, “ I, _________, have completed the attached questionnaire to the best of my ability and believe it accurately reflects the work as I am performing today.”

8. If you received a hard copy of this questionnaire, please sign and give it to your supervisor. 

9. If you have questions or need help, contact either Jodi Morgan at jodi.morgan@usu.edu or Marla Boyer at marla.boyer@usu.edu.

10. Please complete and email, or hand deliver, this questionnaire to your supervisor no later than Monday, February 28, 2011.

Manager Instructions

11. Review the employee’s answers to each of the questions and provide commentary in the allotted space provided, as necessary. Do not change their responses; simply provide commentary in the allotted space.
12. Please return all PDQs to Jodi Morgan in Human Resources at jodi.morgan@usu.edu no later than Wednesday, March 2, 2011.
13. If emailing electronic PDQs to Human Resources, please include the following “I, ______, certify to the best of my ability that the information given on the attached questionnaire accurately reflects the work duties, requirements, and responsibilities of the position.”
	Banner Job Title
	     
	Department 
	     

	Employee Name
	     
	Employee A-Number
	     

	Supervisor/
Manager’s Title
	     

	Date
	     

	Job Summary: Briefly summarize the primary purpose of this job using no more than 4 sentences.

	Example: Administrative Assistant: To provide clerical and project support services for the Dean and Associate Deans of the College of Sciences  

	     

	Essential/Main Job Functions: List the primary functions of the job in the space provided below, indicating the most important first, and the approximate percentage of time spent on each function over the course of a year. DO NOT list any duties or responsibilities that require 5% or less of the position’s time. Please use action verbs when describing primary functions. For a list, please refer to the Glossary of Action Verbs on page 8. If you have more than 6 main job functions, type them into Box #6; include approximate percent of time spent on each additional function.

	Example: Administrative Assistant: Receives and screens visitors and telephone calls, providing information, which may require the use of judgment and interpretation of policies and procedures.
	50% of Time

	1.
     
	      of Time

	2.
     
	      of Time

	3.
     
	      of Time

	4.
     
	      of Time

	5.
     
	      of Time

	6.
     
	      of Time


	Organizational Chart: Indicate this job’s reporting relationship to others by identifying the two levels directly above the position, as well as its peers and direct reports to this job. Please use job titles, not individual’s names, and specify the numbers of individuals. (You may also attach a copy of an Organizational Chart which includes all the information below if you have one already developed).

	

	
	Next Level Management: (Title)
     
	

	

	
	Supervisor/Manager: (Title)
     
	

	

	
	Your Job Title:
     
	

	
	

	
	Job Title(s) and Number of Employees Reporting to Same Supervisor/Manager
	
	
	Job Title(s) and Number of Full-Time Employees Supervised by This Job
	

	
	
	
	
	
	

	
	Job Title
	#
	
	
	Job Title
	#
	

	
	1.
     
	     
	
	
	1.
     
	     
	

	
	2.
     
	     
	
	
	2.
     
	     
	

	
	3.
     
	     
	
	
	3.
     
	     
	

	
	4.
     
	     
	
	
	4.
     
	     
	

	
	5.
     
	     
	
	
	5.
     
	     
	

	
	6.
     
	     
	
	
	6.
     
	     
	

	
	
	
	
	
	

	
	
	
	Number of Student Workers the Job Oversees (indicate range)
	     
	

	
	
	
	
	
	

	
	
	
	

	Supervisory Responsibilities: Indicate the type and scope of supervisory responsibilities of this job. 
NOTE: this refers to supervision of other University employees, and student workers. Check only one box.

	 FORMCHECKBOX 

	Not responsible for supervising others.

	 FORMCHECKBOX 

	Guides work of others who perform essentially the same work. May organize, set priorities, schedule and review work, but has no responsibility to hire, terminate, review performance or make pay decisions.

	 FORMCHECKBOX 

	Supervises work of others, including planning, assigning and scheduling work, reviewing work and ensuring quality standards, training staff and overseeing their productivity. May offer recommendations for hiring, termination and pay adjustments, but does not have responsibility for making these decisions.

	 FORMCHECKBOX 

	Supervises work of others, including planning, assigning, scheduling and reviewing work, ensuring quality standards. Is responsible for hiring, terminating, training and developing, reviewing performance and administering corrective action for staff. Plans organizational structure and job content.

	Education: Indicate the minimum level of education generally necessary to effectively handle the job’s essential functions. This is not necessarily the same as your current level of education, rather what a new employee would require to effectively perform your job. Check only one required educational level.

	Required 
	Preferred
	Educational Level
	Field of Study

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	No degree required
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High school diploma or GED
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vocational or technical training 
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Associate’s degree, or vocational or technical school degree
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Bachelor’s degree
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Master’s degree
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Doctoral degree
	     

	 FORMCHECKBOX 

Check here if experience may substitute for some of the above education and describe how.      

	Work Experience: Indicate the minimum level of work related experience required to effectively perform the job’s responsibilities. This is not necessarily the same as your current level of experience, rather what a new employee would require to effectively perform the job. Check only one box.

	 FORMCHECKBOX 

	Less than 12 months
	 FORMCHECKBOX 

	5 – 8 years

	 FORMCHECKBOX 

	1 – 3 years
	 FORMCHECKBOX 

	More than 8 years

	 FORMCHECKBOX 

	3 – 5 years
	 FORMCHECKBOX 

	Other (please explain)
	     

	Independence of Action: Indicate the job’s general degree of independence of action. Check only one box.

	 FORMCHECKBOX 

	Work is closely monitored by supervisor/manager; detailed instructions and procedures are generally provided.

	 FORMCHECKBOX 

	Work progress is monitored by supervisor/manager; incumbent follows precedents and procedures, and may set priorities and organizes work within general guidelines established by supervisor/manager.

	 FORMCHECKBOX 

	Results are defined and existing practices are used as guidelines to determine specific work methods and carries out work activities independently; supervisor/manager is available to resolve problems.

	 FORMCHECKBOX 

	Results are defined; incumbent sets own goals and determines how to accomplish results with few or no guidelines to follow, although precedents may exist; supervisor/manager provides broad guidance and overall direction.

	Provide additional information if desired.      

	Decision Making: Indicate the type of impact of the decisions typically made by this job. Check only one box.

	 FORMCHECKBOX 

	Decisions generally affect own job or specific functional area. 

	 FORMCHECKBOX 

	Decisions may affect a work unit or area within a department. May contribute to business and operational decisions that affect the department.

	 FORMCHECKBOX 

	Decisions have major implications on the management and operations of an area within a department. Job may contribute to important strategy, operational and business decisions that affect the department. 

	 FORMCHECKBOX 

	Decisions have significant, broad implications for the management and operations of a division. Job contributes to decisions on the overall strategy and direction of The University.

	Provide additional information if desired.      

	

	

	Problem Solving: Indicate the nature of problems regularly encountered by this job. Check only one box.

	 FORMCHECKBOX 

	Problems encountered are routine, somewhat repetitive and generally solved by following clear or established directions and procedures. 

	 FORMCHECKBOX 

	Problems are varied, requiring analysis or interpretation of the situation. Problems are solved using knowledge and skills, and general precedents and practices.

	 FORMCHECKBOX 

	Problems are highly varied, complex and often non-recurring; require novel and creative approaches to resolution. New concepts and approaches may have to be developed.

	Provide additional information if desired.      

	Skills: Describe the type and level of skills required to handle the job’s responsibilities. Check only one box per type.
NOTE:  Basic refers to learning or being in the early stages of the skill
Intermediate refers to being able to apply what you have learned to the job 
            Advanced refers to being able to interpret and teach others in relation to the skill

	
	Level Required

	Type (Please Describe)
	N/A
	Basic
	Intermediate
	Advanced

	Analytical      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Project/Process Management      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Computer/Technical      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Clerical/Secretarial      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment Operation      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Written and Oral Communications      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other 1      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other 2      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Work Environment: This question describes your current working conditions. Check all the boxes that apply.

	
	Office Environment: Employees are protected from weather conditions or contaminants, but not necessarily occasional temperature changes. 

	 FORMCHECKBOX 

	Outdoor Environment: Employees work outdoors and may not be protected from weather conditions.

	 FORMCHECKBOX 

	Extreme Cold: Temperatures typically below 32° for more than an hour.

	 FORMCHECKBOX 

	Extreme Heat: Temperatures above 100° for more than an hour.

	 FORMCHECKBOX 

	Noise: There is sufficient noise to cause you to shout in order to be heard above the noise level.

	 FORMCHECKBOX 

	Vibration: Exposure to oscillating movements of extremities or whole body.

	 FORMCHECKBOX 

	Hazards: Includes a variety of physical conditions, such as proximity to moving mechanical parts, moving vehicles, electrical current, working on scaffolding and high places, or exposure to chemicals. 

	 FORMCHECKBOX 

	Oils: There is air or skin exposure to oils or other cutting fluids.

	 FORMCHECKBOX 

	Infectious Diseases: Employees are frequently exposed to contagious or infectious diseases.

	 FORMCHECKBOX 

	Exposure to Animals: Working in laboratories with animals.

	 FORMCHECKBOX 

	Atmospheric Conditions: Conditions that affect the respiratory system, such as fumes, odors, dusts, mists, gases, or poor ventilation.

	 FORMCHECKBOX 

	Close Quarters: Employees are frequently required to work in crawl spaces, shafts, manholes, sewage and water line pipes, and other areas that could cause claustrophobia.

	Physical Requirements: Please check the level of frequency that best describes the physical demands that are required for you to perform your job duties. Do not consider those parts of your job that, if you had a disability, a reasonable accommodation could be made. For example: If you were in a wheelchair, but had to occasionally move a box of paper, it would be a reasonable accommodation to have someone else move it for you. In that case, you would not consider moving the box as a required part of your job. For each physical activity below, check the box that applies to your job. Check only one box per physical activity.

	
	Frequency of Activity

	Physical Activity
	Not Required
	Seldom
	Often
	Nearly Continuously

	Sitting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Repetitive hand motion (such as typing)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Hearing, listening
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Talking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Standing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Walking
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bending
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Stooping
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Climbing stairs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Climbing ladders
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Kneeling, squatting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Crouching
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Crawling
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Balancing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reaching overhead
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Pulling, pushing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Shoveling
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting – up to 10 pounds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting – up to 20 pounds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting – up to 30 pounds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting – up to 50 pounds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting – over 50 pounds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional Information: Please describe as clearly and concisely as possible any additional information that would be important to fully understand the role, responsibilities, nature and scope of the job.

	Provide additional information if desired.      

	Supervisory Comments: Any comments or additional information related to the position.

	Provide additional information if desired.      


	Please sign below and send to Human Resources.

	Completed by
	     
	Date
	     

	Reviewed by (Department Head/Designated Manager)
	     
	Date
	     

	Received in HR by
	     
	Date
	     


Glossary of Action Verbs 

ADJUST - Bring to more satisfactory state; change to enhance a situation. 

ADMINISTER - Exercise and implement control over the performance of specific operations, approved plans, or established policies within the scope of limited and well-defined authority. 

ADVISE -Give information or opinion pertinent to a probable course of action. 

ANALYZE -Study the factors of a problem to determine a proper solution. 

ARRANGE - Put into suitable order or sequence; to make preparations or plan. 

ASSIST -Take an active part or give support in performing a function. 

BALANCE -Arrange so that one set of elements exactly equals another. 

CALCULATE - Work out by mathematical computation. 

CHECK -Compare with a source, original, or authority. 

COMPILE -Put together a series or group of facts or figures from somewhat related sources into a related whole; usually used in the sense of making a report. 

COMPOSE -Form by putting together; formulate or write. 

CONDUCT -Exercise leadership in a project or study. 

COORDINATE - Combine (through balancing, tuning, or integrating) the efforts of separate groups to accomplish a specific objective; coordination can be exercised without line authority. 

COUNSEL -Give advice and guidance to another. 

DEMONSTRATE - To show clearly; illustrate or explain with many examples. 

DEVELOP - Advance programs, planning or personnel capabilities to higher state. 

DIRECT - Authoritatively define, regulate, or determine the activities of subordinate organizational units to achieve predetermined objectives. 

DISTRIBUTE - Give out; divide among several. 

EXECUTE -Put into effect according to a plan (See "Administer"). 

FILE -Arrange in order for preservation or reference; place among official records. 

GATHER -Come or bring together into a group mass or unit. 

INITIATE -Start, begin, or introduce a program or action. 

INSTALL -Set up for use or service. 

LIST -Place in a specified category; register. 

MAINTAIN -Keep in an existing state; to continue or preserve; keep in a state of efficiency or validity. 

MANAGE -Plan, organize, and control to achieve coordinated objectives by leading and directing subordinates without giving detailed supervision. 

MONITOR - Watch, observe, or check for a special purpose; keep track. 

NEGOTIATE - Reach agreement on specific proposals through discussion with others of a different viewpoint. 

OBTAIN - Gain or attain by planned action or effort. 

OPERATE - Perform a function. 

ORGANIZE - Set up plans and procedures for achieving objectives. 

PARTICIPATE - Take part in and share responsibility with others for action but without individual authority to take action. 

PERFORM -Carry out, accomplish; to do in a formal manner or according to a prescribed method. 

PLAN -Devise or determine a course of action to achieve a desired result. 

PROVIDE -Furnish necessary information or services. 

POST -Transfer an entry or item from one record to another. 

PREPARE -Make ready for further action or purpose. 

PROCESS -Perform a series of actions or operations leading to an end. 

PROVE -Determine extent of agreement or disagreement with intended relation between results. 

RECOMMEND - Offer for acceptance and support a course of action to persons responsible for approval or authorization. 

RECORD -Register, make a record of. 

REPAIR -Restore by replacing a part or putting together what is torn or broken; to fix. 

REPORT -Give an account of; make a written record or summary. 

RESEARCH - Careful or diligent search; investigate or experiment with the aim of discovery and interpretation of facts. 

REVIEW -Critically examine (completed work, reports, performance) with a view to amendment or improvement. 

SCHEDULE - Plan a timetable; to set, appoint, or designate for a fixed time. 

SORT -Put in a certain place or rank according to kind, class or nature. 

SUPERVISE - Oversee or watch with authority work, proceedings, or progress; control employment status, including hiring, salary adjustment, promotion, termination; implies day-to-day concern with details of operation. 

TABULATE - Arrange figures or items in rows and columns; computing by means of a table. 

TRANSCRIBE - Make a written copy; dictated or recorded information in longhand or on a typewriter; transfer from one recording form to another. 

VERIFY - Determine the accuracy of one thing or figure in relation to other things or figures known to be accurate.










5

