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Job Analysis Questionnaire 

	Employee Name: 

	Job Title: 

	Department Name: 

	Work Location/Number: 

	Supervisor's Title: 

	Supervisor Approval:  


This Job Analysis Questionnaire (JAQ) is designed to gather information about the job.  Once this questionnaire is completed, it will be used to analyze and evaluate the job and update the job description.  If there are several individuals who have the same job, one main JAQ should be completed.  If there is something unique about an individual job, it should be noted at the end.

KNOWLEDGE REQUIREMENTS

What is the minimum level of formal education required to perform this job? (Only consider the basic job requirement for knowledge, not actual education level achieved).
Select one of the following choices:
  Completion of 4-years of high school, or equivalent
  Completion of 4-years of high school, or equivalent, plus some additional specialized training
  Completion of 4-years of high school, or equivalent, plus completion of two years of college or graduation from a two-year technical college with an associate’s degree
  Completion of 4-years of high school, or equivalent, plus completion of 4 years of college with a bachelor’s degree
  Completion of 4-years of high school, or equivalent, plus completion of 4 years of college with a bachelor’s degree, plus attainment of a master’s degree
  Completion of 4-years of high school, or equivalent, plus completion of 4 years of college with a bachelor’s degree, plus attainment of a master’s degree, plus attainment of a doctoral degree
EXPERIENCE REQUIREMENTS
Given the education level specified above, how long would it take for the average employee to become proficient in this job? (Proficient is defined as fulfilling quality/quantity of work standards and functioning independently). Two types of experience should be counted:

· Previous qualifying experience on related work including relevant lower level jobs within or outside the company

· Required adjustment/adaptation time on the job

                                                                                                                                                                                     Add the two types of experience, if necessary, and select one of the following choices:
  Up to and including 3 months
  Over 3 months up to and including 12 months
  Over 1 year and up to and including 3 years
  Over 3 years and up to and including 5 years
  Over 5 years and up to and including 7 years
  Over 7 years and up to and including 10 years
LICENSE OR CERTIFICATE REQUIRED: 

Describe any certifications, licenses or registrations that are required for this job.
SUPERVISION RECEIVED
In general, how frequently are work assignments given?  Check one:
	  More than once per day

	 Daily

	 FORMCHECKBOX 
  Several times per week

	  Weekly

	  Less than once per week


To what degree are duties and assignments predetermined or structured? Check one:
	  Very little deviation from a set “routine”



	 Only moderate deviation from “routine”



	 FORMCHECKBOX 
  Considerable change from day to day, but usually within some reasonable and expected bounds

	  Relatively little “routine” work; considerable opportunity for improving methods and the necessity to make decisions

	  Very little set “routine”, work changes substantially from day to day; significant non-recurring tasks


Give an example of when and how this job may be required to develop alternative methods or variations in approaches to deal with unusual circumstances in the work.
JOB RESPONSIBILITIES
Give examples of the types of problems solved by someone in this job and what impact that has on the department and the entire organization (include any financial, operating and external impacts).
Give examples of the types of decisions made by someone in this job and what impact that has on the department and the entire organization (include any financial, operating and external impacts).

Describe how this job develops, or assists in the development of, policies and procedures or administers policies (if applicable).

What precedents, instructions, procedures, or rules are available to guide the work performed in this job? (For example, reference manuals, handbooks, legislation, regulations, etc.)

To what extent, if any, does this job have the freedom to change or modify procedures or instructions?
CONFIDENTIAL INFORMATION

Provide several examples of information that this job is responsible for keeping confidential.
Explain the implications if someone in this job would fail to keep the above information confidential.
IMPACT OF ERRORS

If errors were made in this job or if the duties of this job were not performed, what would be the impact on the department (Example: a backlog would be created or number of complaints would increase), the organization (Example: revenue might be lost or lawsuits would result), or others outside the organization (Example: customers would not be served)
How quickly, or how likely, would errors in this job’s work be detected?  (Example:  through routine checks or not at all)
CONTACT WITH OTHERS
Describe the purpose and frequency of any recurring contacts this job would be required to have with others both internally and externally.  Give examples of specific kinds of working relationship required for this job.  State the purpose (helping, instructing, negotiating, selling, etc.) and the impact of that contact (customer satisfaction, safety, sales, etc.) as well as frequency and method (phone, email, in-person, etc.)  

	People Contacted (Name/Title)
	Purpose
	Frequency

	
	
	

	
	
	

	

	
	

	
	
	

	
	
	


SUPERVISORY REQUIREMENTS (if applicable)
List the job titles and numbers of individuals this job directly supervises.
List the job titles and numbers of individuals this job does not directly supervise, but where work direction is given.
Check each of the phrases below which describe the kind of supervision this job is required to do.
	  Assign work, add or delete duties
	  Make final decision to terminate 

	  Plan work, establish priorities
	  Recommend salary adjustment



	  Instruct and train in methods and procedures
	  Make adjustments in compensation

	  Make hiring recommendations
	  Make promotional recommendations

	  Make final decision on hiring
	  Make final decision on promotions

	  Prepare performance evaluations
	  Maintain staff personnel records

	  Make recommendations regarding       unsatisfactory employees 
	  Respond to complaints and grievances

	  Make recommendations regarding terminations    
	  Other


PHYSICAL JOB REQUIREMENTS AND WORK ENVIRONMENT
For each physical requirement and/or working condition that is applicable to the job, place an “x” in the column that best represents the amount of time spent. 
· INTERMITTENT:  less than 15% of the time in a typical week
· OCCASIONAL:  15% to 45% of the time in a typical week
· FREQUENT:  45% to 70% of the time in a typical week 

· CONTINUOUS:  over 70% of the time in a typical week

· MAXIMUM: maximum hours during any one day of a week
	ACTIVITY
	N/A
	INTERM
	OCCAS.
	FREQUENT
	CONT.
	MAX

	SPEAK
	
	
	
	
	
	

	HEAR 
	
	
	
	
	
	

	SMELL/TASTE
	
	
	
	
	
	

	WALK
	
	
	
	
	
	

	STAND 
	
	
	
	
	
	

	SIT 
	
	
	
	
	
	

	ACTIVITY
	N/A
	INTERM
	OCCAS.
	FREQUENT
	CONT.
	MAX

	BEND OR STOOP
	
	
	
	
	
	

	KNEEL OR SQUAT
	
	
	
	
	
	

	CLIMB
	
	
	
	
	
	

	WORK WITH ARMS ABOVE SHOULDER
	
	
	
	
	
	

	LIFT OR CARRY LESS THAN 5 LBS.
	
	
	
	
	
	

	LIFT OR CARRY 5 TO 25 LBS. 
	
	
	
	
	
	

	LIFT OR CARRY 25 TO 60 LBS.
	
	
	
	
	
	

	LIFT OR CARRY OVER 60 LBS. 
	
	
	
	
	
	

	FULL USE OF TWO HANDS 
	
	
	
	
	
	

	GRASP OR PINCH
	
	
	
	
	
	

	WORK AT HEIGHTS > 12 FT.
	
	
	
	
	
	

	REPETITIVE MOVEMENT 
	
	
	
	
	
	

	WORK IN EXTREME HEAT
	
	
	
	
	
	

	WORK IN EXTREME COLD 
	
	
	
	
	
	

	DISTINGUISH COLORS
	
	
	
	
	
	

	CLEAR CLOSE VISION (UNDER 20”)
	
	
	
	
	
	

	CLEAR DISTANCE VISION (>20 FT.)
	
	
	
	
	
	


Identity the protective clothing or equipment required.  For example, steel-toe shoes, hearing or eye protection, etc.  
Identify hazardous or caustic materials that this job is exposed to.  
Describe any working conditions not captured above or that need further explanation.    
Describe the types of injuries or illnesses that employees may be subject to and that cannot effectively be removed from this job, despite efforts to mitigate risks.  Include driving and travel requirements (including overnight), as well as frequency.      
ADDITIONAL INFORMATION

Provide any other information that may help us understand the job better.  
QUESTIONNAIRE PREPARED BY
	Name: 

	Date: 

	Title: 

	

	Basis for knowledge of job:   Other, Explain __________ Supervise job    Hold job now    



QUESTIONNAIRE REVIEWED BY
	Name: 

	Date: 

	Title: 

	


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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