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Position Description Questionnaire, Professional Staff
The purpose of this questionnaire is to gather job-related information in order to develop job descriptions and ensure proper classification assignments.  This questionnaire helps clarify responsibilities, provide documentation for employee selection and helps supervisors and employees develop and communicate performance standards and objectives.  Once this form has been reviewed by HR, HR will complete an official job description.
JOB OVERVIEW
In a few sentences, briefly describe the primary function and purpose of position.    
ESSENTIAL FUNCTIONS
List up to ten major tasks starting with the most important for which the position is responsible.  Include the estimate percentage of time spent on performing the tasks.  This is suggested, but not required, for Exempt positions.  Also, identify how critical the task is to the position, with 1 being the least important, and 5 being the most important.
Responsibilities/Duties
Estimated % of Time
Critical Level
11. Perform additional duties as assigned.
JOB EVALUATION FACTORS
Listed below are job evaluation factors.  Select the best answer that applies.  See Job Evaluation Factors Guidelines, found at www.drexel.edu/hr/forms/JobEvalFactors.pdf, for more information.
1.  Formal Education 
     (minimum required)
2.  Minimum Experience 
     (minimum required)
3a. Planning Scope 
      (highest level of planning required)
3b.  Planning Level
4a. Impact on Operating Budget
4b.  Impact on Grant Funds
4c. Impact on Revenue Generating
5.  Complexity
6.  Decision Making
     (level of direction and supervision)
7.  Problem Solving
     (typical level encountered over
      extensive period of time)
8a.  Internal Contacts
8b. External Contacts
9.  Supervisory Responsibility
10.  Job-Related Knowledge
11. Innovation/Creativity
      (Degree job requires developing/
      improving procedures, policies, 
      systems, etc.)
ORGANIZATIONAL CHART
Use names and titles of manager/supervisor, peers, and direct reports.
WORKING CONDITIONS/PHYSICAL EFFORT  
Check as many that apply.
Working Conditions
Physical Effort
EMPLOYEE COMMENTS  
SUPERVISOR COMMENTS
Signature of employee completing form
Print name of employee completing form
Date Signed
Supervisor's Signature
Print supervisor's name
Print supervisor's title
Date of Signature
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