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INTRODUCTION

This questionnaire collects information and allows for an accurate description about a job. The information provided will assist with writing appropriate job descriptions and will serve as a tool for comparing them to similar jobs inside and outside the College. This will enable us to remain competitive and equitable internally and externally in the marketplace.

Please read through the entire document before beginning the process.
GENERAL INSTRUCTIONS

1. Please keep in mind throughout the process that this questionnaire will define the JOB and not the incumbent of the job. Please focus on the job’s purpose and the qualifications required to perform it effectively.

2. Describe the position as it exists today and not as it was in the past or may be in the future. Do not describe it as you would like it to be or think it should be.

3. Provide information about the typical and expected duties of the position which are performed on a regular and continuous basis. Include activities which may occur only at certain time of the year but are significant position components. Do not include extreme or unusual tasks that are rarely performed.
4. Please do not refer to specific people, use titles instead.

5. Avoid using abbreviations and technical terms – answer the questions as though someone unfamiliar with the position would gain clear understanding of it through this form.

6. Allow appropriate time to complete this form. Please be as thorough and specific as possible. Do not overstate or understate the responsibilities of the job.

7. Once you have completed the form, if appropriate, review it with the incumbent to ensure a complete understanding of what is required on regular and continuous basis.

8. Return the completed and signed form to Human Resources for review.

Thank you for your anticipated cooperation with this very crucial process. Every effort is made to ensure that Lake Forest remains competitive in the marketplace and your time and effort will help ensure the quality and integrity of our job evaluation and compensation program.

i. POSITION PURPOSE: Describe in one or two sentences, the overall purpose of this job. Why does this job exist? Keep it brief as you will be able to be more detailed later.
ii. ESSENTIAL JOB FUNCTIONS: List the most important job functions and your best estimate of the total percentage of time spent on each, using whole number percentages of 5% or more. Please list the most important duty first. What are the typical and expected major duties and responsibilities of this position?
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Total: 100%

iii. ACCOUNTABILITES: Please check the following items which regularly apply to this position.

A. Prioritize own work. 
B. Schedule the work of others.

C. Develop long-range objectives and plans to meet them. 
D. Check the quality and timelines of own work. 
E. Check the quality and timelines of others’ work.

F. Make hiring decisions.

G. Review salaries and recommend changes. Recommend promotions, transfer, and terminations.

H. Monitor performance of direct reports.

I. Develop procedures to be followed by direct reports.

J. Plan and evaluate performance results of direct reports.

iv. BASIC KNOWLEDGE AND SKILLS: Please describe the necessary skills needed to perform this job effectively. Please do not include specific degrees, years of experience or certifications. (i.e., Proficient with Microsoft Office applications such as Word, Excel, etc.…, Ability to make effective and persuasive presentations in front of large audiences, prior experience with administering budgets, strong written, verbal, and interpersonal skills, etc.)

v. DECISION MAKING / PROBLEM SOLVING / DISCRETIONARY JUDGEMENT: Please list/describe the situations typically encountered in this position that require decisions or independent judgement. Indicate what type of guidance is most often utilized in making these decisions – is this decision made independently? is this decision made by following specific instructions from management or procedure manuals? is this decision first proposed and then given to management for approval?
vi. EQUIPMENT USED ON THE JOB: Extensive work on computers, heavy phone usage, switchboard, etc.…

vii. WORKING CONDITIONS AND THE PHYSICAL REQUIREMENTS: (i.e., Office environment-constant computer work, phone calls, etc.…; classroom environment-continuous standing, walking; warehouse environment-heavy lifting, etc.…)

viii. INTERNAL AND EXTERNAL INTERACTIONS: Not including your own department, please list the titles of others with whom this position will interact with in order to accomplish the essential job duties. Please indicate possible reasons for the interaction and the frequency of its occurrence (i.e., daily, weekly, monthly, etc.…)

ix. MINIMUM REQUIREMENTS: Please list requirements to perform this job (i.ie. education, years of experience, certification, knowledge of certain software packages, applications, etc.…)

ADDITIONAL COMMENTS

Please add any additional relevant information that you feel was not addressed in this questionnaire.

This position description in no way states or implies that these are the only duties to be performed by the jobholder. He / She will be required to follow any other instructions or perform any other duties as requested by his/her supervisor or manager. This is not meant to be an exhaustive list of job duties. Essential elements may change when necessary.

The undersigned have reviewed the contents of this job description and believe it to be accurate.

I have read the contents of this questionnaire and confirm that it is an accurate description of the position.

Employee:                                                                                                                .

(if applicable) (Print Name)                    (Signature)                               (Date)

Supervisor:                                                                                                                .



 (Print Name)
       (Signature)


 (Date)

Reviewed by Human Resources:                                                                            (Signature)
