Frequently Asked Questions - Job Analysis Questionnaire

Getting Started

Q: I am having a hard time starting the JAQ.  What should I do?
A: Feel free to use your current job or position description.  However, only use it for a starting point and be sure to include additional or different, more accurate information in the JAQ.

Q: Several of my coworkers have the same job I do.  Do we all need to complete our own JAQ?
A: If the job (not just the job title) is the same, you may complete the JAQ as a group, but be sure that each staff member agrees on the information provided.

Filling Out the JAQ

Employee Information

Q: What is my Position Status?
A: If you work less than 40 hours per week in the job, please check Part-time and provide the number of hours you work each week, on average.

Section I – Job Purpose
Q: What is my Job Purpose?
A: Your Job Purpose should describe the most important component of your job.  It should be no more than three (3) sentences.

Section II – Essential Job Functions
Q: I have more than six (6) Essential Job Functions.  What should I do?
A: Please consider your job functions carefully and identify those that take the most time at work and/or those that are most important to the RSC or your director.

Q: I’m not sure how much time I spend on my job functions.  What should I do?
A: It may help to think of your entire year as one day to figure out the percentage of time spent on each function.  Some functions may only be performed a few times per year, but are crucial to the function and flow of your department.  Increments of 5% or 10% are usually best for estimating time spent on each function.  Be sure that your total percentage adds up to 100%.

Section III – Qualifications
Q: I have additional qualifications that are beyond the minimum qualifications for my job.  Should I include these?
A: No.  Please be sure to identify only the qualifications required to perform, or be hired into, the position.




Section IV – Knowledge, Skills & Abilities (KSA)
Q: I have many KSAs.  Which ones should I include here?
A: Many of your KSAs are probably apparent in your information in Section II.  The KSAs you identify here should be unique features you have not noted elsewhere in the JAQ, and they should be related to your job.

Section V – Reporting Relationships
Q: I help my supervisor/director monitor the work of other staff.  Should I include these staff members as direct reports?
A: No.  The number of individuals you directly supervise should be only the number of employees for which you are responsible for continuously assigning and reviewing work, conducting performance evaluations, etc.

Q: I am responsible for supervising staff when my supervisor/director is gone.  Should I include these staff members as direct reports?
A: No.  The number of individuals you directly supervise should be only the number of employees for which you are responsible for continuously assigning and reviewing work, conducting performance evaluations, etc.

Q: I don’t know how many individuals report to a supervisor/director reporting to me.  What should I do?
A: An estimate is fine; however, please think carefully about each of your direct reports and try your best to determine how many employees report to each of them.

Section VI – Problem Solving
Q: Some of my problems are simple and others are complex.  How should I respond to Kinds of Problems and Discretion Used for Solving Problems?
A: Think of the problems you encounter most of the time or on a daily basis, not the worst case scenario.

Section VII – Decision Making
Q: Some of my decisions have the potential to affect the entire University or the public, but this is very unlikely.  How should I respond?
A: Consider those that are affected or most likely to be affected.  If more employee or external parties would only be affected in very rare circumstances, do not check those boxes.

Q: I make lots of decisions.  Which ones should I list?
A: Provide detail on the decisions that are a regular part of your job and/or have a significant impact on your department.


Section VIII – Consequences of Error
Q: Lots of errors could be made in my job.  Which ones should I describe?
A: Think of the errors that are most likely to happen in your job, not the worst case scenario.  Actual examples that you have experienced are good.

Section IX – Consequences of Error
Q: What does “feeling attributes of objects mean?”
A: This is rare for many office positions, as it relates to feeling temperature, pressure, texture, etc.

Q: My cubicle is very small.  Should I identify this as “work in a confined space?”
A: No.  This is referring to spaces that it is very difficult to move within (e.g., air ducts, mine shafts, etc.).

Q: It is very cold in my office.  Should I identify this as “extreme cold or heat (non-weather)?”
A: No.  This is referring to temperatures that may be the result of materials you are working with (e.g., ovens, furnaces, etc.) rather than indoor thermostat.

Other

Q: What should I do if I have other questions?
A: Please contact Amanda Schmits in the Human Resources Department.
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