Oakland University

Position Information Questionnaire

Excluded Clerical 

The purpose of this questionnaire is to collect information about your duties and responsibilities within the University.  We will use this information in several ways such as writing job descriptions, analyzing content, complying with certain laws, and determining classifications.  Your input will be used to help us better understand the content of your position.

The information requested is intended to be illustrative of the general nature and level of work you perform.  We do not intend for you to write an exhaustive list of every task you perform or every skill you have acquired.

The questionnaire contains four main sections about the following topics:

· General Information and Job Summary

· Primary Duties and Responsibilities

· Knowledge and Skill Requirements

· Comments and Signatures


Each section contains open-ended questions that require you to provide a written response.  Please be thorough but concise.  Please use the Word template to produce the final copy.

There is a space after the last section for any additional comments you may have.  You should also sign and date your copy of the questionnaire on this page.  Please give your completed questionnaire to your supervisor, and review it to assure that both of you reach consensus about your responses.

After both you and your supervisor have signed the questionnaire, please return the original, hard copy form to University Human Resources.  If you have any questions please call Benefits and Compensation Services at 4207.
When responding to the questionnaire, please keep in mind the following guidelines:

· Respond based on work requirements.  This is not an evaluation of your personal background or your performance.  It may be helpful to think about how other people — your supervisor or co-workers, for example — view or describe your position.

· Be objective and accurate.  Try not to understate or inflate information about your job.  Base your responses on the typical duties and responsibilities under normal conditions, not on unusual circumstances that do not recur.

· Read all directions and examples for each question completely.  This will help you focus on the intent and overall meaning of each question.

· Answer every question.  Each response that you select will provide us with information needed to understand and analyze your job.  If there is something you don’t understand, please ask your supervisor.

· Add comments as appropriate.  At the end of the questionnaire, space is provided for you to write additional comments that you may have about your response.  These comments are optional, but you are welcome to provide any additional information or examples that will help us better understand the work that you do.

If you have any questions, please see your supervisor.

Thank you for your time and input.

A.
Organizational Relationships

This first section of the description is intended to provide basic information about your position.  This includes your title; your division within the University; and the title of your supervisor.  This section has the following fields:


Title is the officially recognized title of your position.


Division identifies the organizational area in which your job is found.


School or Department identifies the sub-unit within the division.


Title of Supervisor indicates the member of management to whom you report.


Issue Date is the date that your description is approved.

Title: 









Division: 





_____
______

School or Department: __________________________________
Name/Title of Supervisor: 




______
Issue Date: 









B.
Summary

Briefly describe your primary role using one or two sentences.  The summary should be concise and describe why your position exists.

Please refer to the sample statements below to help you get started.




Your Summary

C.  Primary Duties and Responsibilities

Please describe your primary duties and responsibilities.  Use an action verb to begin each statement.  Then explain the expected results of each duty or responsibility.  It is usually best to list the duties and responsibilities in order of importance.

For each duty and responsibility, estimate the percent of time you spend on the activity.  Generally, any activity that takes less than 5% of your time should not be listed unless it is a critical part of your job.  Indicate time estimates in multiples of 5%.  Total time spent should equal 100%.  

Registrar






 % of Time 

  1.
Ensure that registration of all admitted students takes place each semester in a timely and organized fashion.  40%
  2.
Assures that students’ academic records are maintained permanently and are complete and free of error.  30%

   Business Manager





% of Time         

  1.
Manage the fiscal operations of the department through fiscal planning, coordinating, monitoring, and controlling of departmental budgets and expenditures to ensure the best possible use of university financial resources.__25%
  2.
Monitor expenditures and maintain status reports of state funded construction, maintenance, remodeling, and addition projects.    5%


 Professional Training and Development Manager % of Time 

1. Identify the need for new staff development and training programs for university staff and creates, implements and/or delivers training.  30%

2. Provide consultations and intervention to departments relating to development and training needs.  20%
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D.
Formal Education

This question addresses the type and level of education or formal training that your position requires.  It does not address the type and level of education you may personally have.  Remember, the answer you provide for this question may be different from your personal background.




Your Position’s Formal Education Requirements

E.
Prior Experience

This question addresses the amount of prior work-related experience, either in other organizations or within the University, that your position requires.  Your position’s requirements may differ from the experience and training that you have.



Your Position’s Prior Experience Requirements

After completing the questionnaire, please review your responses carefully to make sure you have responded to each question and that your responses accurately represent your current role.  If there is other information that would be important in understanding your position, please give us your comments below.

When you are finished, please sign your name at the bottom of this page.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	
	
	

	Signature
	
	Date


Please review the questionnaire. Then meet with the employee to clarify responses, agreeing on modifications as necessary. When you have reached consensus on the accuracy of all responses please sign the document. Make a copy for your own use, and send the original to Human Resources.

	

	

	

	

	

	

	

	

	

	

	

	

	

	
	
	

	Supervisor’s Signature
	
	Date


Business Manager





Provides business management direction and oversight in all fiscal matters pertaining to budgetary control, accounting policies and procedures, economic analyses, billing, and special projects for the department.





Registrar





Ensures that admitted students are registered in scheduled courses, that instructional facilities are scheduled for faculty and student use, that permanent records reflecting registration activity and academic progress are properly produced in a timely manner and are permanently secured, and that students who have completed their academic programs are graduated or certified after analysis of credentials.








Professional Training and Development Manager





Creates, implements and provides training to University staff based on employee development needs, interests and analysis, providing follow-up for individuals and units to ensure effectiveness of training given.











My job requires knowledge typically acquired through a formal 2-year program (e.g., Associates degree or Technical degree).








My job requires knowledge typically acquired through a formal 4-year baccalaureate program (e.g., BA or BS degree).








My job requires knowledge typically acquired via graduation from an accredited high school or completion of a G.E.D.








My position requires 1 - 3 years experience in accounting.








My position requires 5 - 7 years technical experience/training.












