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 GUIDE TO WRITING JOB DESCRIPTIONS 
 

INTRODUCTION 

 
A job description serves several purposes: 
 

 Provides essential information for classification of the position into the salary structure -  
for making objective determinations about the relative value of a specific job in 
comparison with other jobs and assigning the appropriate pay grade, job function and/or 
title for the job; 

 

 Provides the basis for the job posting developed to assist in recruiting efforts for 
screening and interviewing qualified job candidates; 
 

 Identifies the essential functions of the job based on job specific competencies; 
 

 Provides the incumbent an understanding of the primary accountabilities, duties and 
responsibilities they are expected to fulfill; 
 

 Provides information used to develop concrete performance expectations and implement 
a performance management plan; 
 

 Provides information used to determine training and development needs based on skills 
and competencies required for success in the position. 
 

The following guide to writing job descriptions outlines the general model used in developing job 
descriptions that comply with Federal guidelines such as the Americans with Disabilities Act 
(ADA). 
 
 

JOB DESCRIPTION ELEMENTS - WHAT IS INCLUDED 
The following elements are included in each job description: 
 

1. PAY GRADE TITLE 
The title should be brief, descriptive, and consistent with other titles in the classification 
plan. 

 

2.  DIVISION 
The division is the largest level of the organization with which the position or class 
specification is identified. It is identified by the applicable vice-president or president. 

 

3. DEPARTMENT (Organization) 
Department is a level within a division which is titled to more specifically describe the 
specialized function(s) performed by an occupational group. 

 
EXAMPLE: 

Position Title: Administrative Assistant II 



  
Job Descriptions - Human Resources, University of San Diego Page 4 of 22 
Revised: 2011 

Department: Human Resources 
Division: Vice-President for Business Services & Administration 
Reports To: Employment and Training Director (TITLE ONLY) 

 

4. GRADE NUMBER 
The grade number is the end result of the Point Factor job evaluation and analysis. It is 
the number used to express the equitable relationship which exists between that position 
and all other positions and classes, based on difficulty and responsibility of work 
performed, etc. The grade is assigned by Human Resources after the position is 
classified into the salary structure. 

 

5. EXEMPT / NON-EXEMPT 
Non-exempt employees.  Employees who are required to keep a written record of hours 
worked, be paid overtime at one and one-half times their regular rate of pay for all hours 
worked beyond eight hours in a work day or forty hours in a workweek, in accordance 
with applicable state and federal wage and law hours. 

 
Exempt employees.  Employees who are not required to be paid overtime, in accordance 
with applicable federal wage and hour laws, for work performed beyond forty hours in a 
workweek.  Executives, professional employees, and certain employees in administrative 
positions are typically exempt from these wage and hour requirements. 

 

6. DATE 
The date is the date the description is officially approved. 

 

7. GENERAL PURPOSE 
The general purpose should be a brief paragraph which serves as a summary 
description or overview of the position. This capsule description identifies the reason the 
position exists. It should be definitive to differentiate this position from all others and will 
generally start with "Performs...." followed by the level and kind of work. 

 
Kind of Work: Although there is no set terminology, the kind of work should be 
defined as briefly as possible by terms similar to the examples listed below to 
describe the general group of work, followed by the occupational field when 
necessary. For example: 

 

 Labor and Trades 
Manual labor 
Maintenance Work 
Repair work 

 

 Supervisory and Administrative. 
These terms define both level and kind of work. The above items 
should be modified when it is necessary to indicate a 
specialization within a group. For example: "Performs supervisory 
and complex legal clerical work"; or "Performs administrative and 
professional civil engineering work".  These terms should not be 
modified unless absolutely necessary to distinguish between 
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classes in a series, and then modification should usually be 
restricted to words such as "light, heavy, routine or complex".  If 
two or more levels of work are involved, the higher level or the 
most common level should usually be stated first, e.g. "Performs 
supervisory and complex...", or "Performs administrative and 
professional...." 

 
 Occupational Field:   The inclusion of the occupational field is useful if it clarifies 

unusual working conditions, hazards or other classification factors not denoted by 
the level and kind of work. 

 

8. SUPERVISION RECEIVED 
The statement generally starts with "Works under...", followed by the type of supervision 
received and the type of class exercising the supervision. The following terms, and no 
other, should be used for indicating the type of supervision received: 

 
Immediate supervision 
Close supervision 
General supervision 
General guidance and direction  
Broad policy guidance and direction 

 
NOTE: The reference attachment in the back of this guide defines the supervision terms listed 
above. 

 

9. SUPERVISION EXERCISED 
The clause "Exercise supervision over...personnel as assigned" should be used to 
indicate a situation where supervision is not necessarily present or continuous. If the 
position does not have supervisory responsibility, then "None" should be indicated.  The 
following phrases are most frequently used to indicate the type of supervision exercised 
over other personnel: 

 Exercises supervision over (department, division, etc.) personnel 
directly or through subordinate supervisors. 

 Exercises supervision over (technical, clerical, professional, etc.) 
personnel. 

 Serves as lead worker over other personnel as assigned. 
 

For example: A manager would very often supervise all the time. However, an executive 
assistant or lead worker might exercise supervision over another in the absence of a 
manager or the regular supervisor. 

 

10. ESSENTIAL and OTHER RESPONSIBILITIES and DUTIES 

 

A Responsibility is a major function of the position.  Most positions have 4-6 core 
responsibilities or functions.  Assign the percent of time spent on each major area of 
responsibility. 

A Duty is a distinct activity within an area of responsibility that is a logical, essential step 
in the performance of a function and a detailed description of: 
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 What work is done (action) 

 How the work is done (procedures, materials, tools or equipment) 

 Why the work is done (purpose) 
 

Essential functions or responsibilities An essential function is one that is so critical to 
the position that it cannot be eliminated from the description of the job without 
significantly changing that position's role and contribution to the organization.  

 
When identifying essential functions, consider 1) whether employees in the position 
actually are required to perform the function, and 2) whether removing that function 
would fundamentally change the job.  Reasons a function may be considered essential 
include: 

  

 The function is the reason the position exists (e.g., excellent written 
communication skill is an essential function for a writer or editor, since that is the 
reason the position exists); 

 There are a limited number of other employees available to perform the function 
(e.g., it may be an essential function for an administrative assistant to answer the 
phone if there are no other employees available within the office); 

 It is a highly specialized responsibility requiring special expertise or ability (e.g., in 
a position requiring speaking, reading and writing in Spanish, fluency in the 
language is essential). 

 
When listing essential responsibilities and duties: 
 

 Begin each statement with an action verb in the first person, present tense, such 
as, "Performs...", "Inspects...", etc. 

 Closely related duties should generally be grouped in one paragraph or bullet list 
under a main Responsibility. 

 The most important and/or most time consuming duties should be listed first. 
 

Example: 
 
Responsibility: Serves as telephone and office receptionist 40% 
 
Duties: 

 Answers several incoming lines promptly and courteously, takes accurate 
messages 

 Greets visitors with excellent customer service, gives information, directions 
and/or instructions 

 Serves as liaison between faculty, students, and student organizations  

 Receives, sorts, distributes, and sends mail and e-mail promptly and accurately 

 Orders supplies as necessary and as requested 

 Maintains confidentiality  
 

Other responsibilities can include duties of related but non-essential importance.  
These are generally duties which may be performed by other positions and thus may not 
be an essential duty of this position, but are typically undertaken or expected of the 
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employee. An example may be serving on an employee committee, or duties related to 
backing-up or filling-in for other positions when the employee in that position is absent. 

 

The following language should be listed at the end of every job description: 
 

The duties listed above are intended only as illustrations of the various types of 
work that may be performed. The omission of specific statements of duties does 
not exclude them from the position if the work is similar, related or a logical 
assignment to the position. 

 

11. MINIMUM QUALIFICATIONS 
This section describes the lowest level of education, experience, knowledge, skills and 
abilities that would be eligible for consideration in the event of this position becoming 

vacant. It is not intended to be the hiring level. Generally, the successful candidate will 
exceed the minimum requirements. 

 
A. EDUCATION: 
The following terminology should normally be used: 

 High School - "High school diploma or GED (General Education 
Diploma) equivalent." 

 Some College -" years of college with course work in " 

 "Graduation from a college with an Associate degree in...." 

 College - "Graduation from an accredited college or university 

 with a Bachelor's degree in"   

 College plus - "Graduation from a college of law", or "Graduation from 
a college or university with a Master's degree in " 

 
B. EXPERIENCE: 
Always quantify months or years of experience required. If none is required, "None" 
should be listed. The statement of experience should usually be shown as "X years of 
experience...." 

 
C. SUBSTITUTION: 
This section should be used to indicate specific instances where related education 
and/or experience can serve in place of those listed in either the education or experience 
sections. Language such as the following is recommended if you use substitution criteria: 

Or any equivalent combination of education and experience. 
You may want to further define an acceptable and bonafide equivalency, such as "one 
year of full time experience may substitute for a year of the required education". 

 

12. PERFORMANCE EXPECTATIONS: KNOWLEDGE, SKILLS AND ABILITIES 

This section identifies the job competencies and can be used as a guide for developing 
recruitment and selection procedures, including testing. They can also be used to 
evaluate performance, identify training needs and develop employees for future 

assignments.  A Competency is a skill, knowledge or ability required of an employee to 
successfully perform the functions and duties of a job. Core competencies are general or 
organizational success factors.  Functional competencies are specific to the work content 
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and differ based on level of knowledge and skill required.  A good job description 
includes both kinds. 
 

 
A. KNOWLEDGE. 
Level of knowledge required should be indicated as follows: 

 General knowledge - Enough familiarity to know elementary 
terminology and principles and their application to simple problems. 
Ability to use a source to find specific information. 

o For example, a general knowledge of USD policies includes 
familiarity with the purpose of the policies, the general subjects 
the policies cover and how to reference the policies. 

 Working knowledge - Enough knowledge to understand everyday 
terminology and principles and their application to everyday problems. 
Ability to recall important and commonly used information from a 
source. 

o For example, a working knowledge of USD policies includes 
the ability to recall major and commonly used provisions of 
specific rules and apply them to a given situation. 

 Extensive knowledge - The most advanced degree of knowledge likely 
to be found, implying complete mastery and understanding of the 
subject field. In practice, few jobs require extensive knowledge, as 
reference documents are generally available. 

o For example, extensive knowledge of USD policies includes 
knowledge of the provisions of all rules in detail without having 
to look them up, including provisions which are not frequently 
used.  

 
Refer to examples below. 

 
B. SKILLS. 
Skill requirements should be specified only when the skill is in a measurable area or field. 
Skills required should be phrased, "Skill in..," 
Refer to examples below. 

 
C. ABILITIES. 
Abilities required should be phrased, "Ability to...". Certain abilities appear in almost all 
class specifications. 
Refer to examples below. 

 
For example: the knowledge, skills, and abilities section of a job description for an 
administrative assistant might read as follows: 
 
(A)  Working knowledge of computers and electronic data processing; working 
knowledge of modern office practices and procedures; general knowledge of 
accounting principles and practices. 
(B) Skill in operation of listed tools and equipment. 
(C) Ability to perform cashier duties accurately; ability to effectively meet and deal 
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with the public; ability to communicate effectively verbally and in writing; ability to 
maintain poise and control in stressful situations. 

 
Performance expectations applicable to many jobs are listed below.  Most job descriptions will 
have about 8-10 of these statements. If there are performance expectations unique to the job 
or department, then these expectations should be listed first. 

 
Ability and willingness to represent the University in the most positive manner with prospective, former 
and current students, clients, suppliers and the community we serve. 

 
Ability to meet and work effectively with faculty, staff and other customers; learn and use operating 
practices of the department and the University. 

 
Ability to communicate effectively orally and in writing. 

 
Possess excellent human relations skills. 

 
Cooperate as a team member with all departments performing duties essential to the achievement of 
efficient delivery of education. 

 
Ability to provide service in a courteous, prompt and efficient manner. 

 
Ability to establish and maintain strong working relationships with colleagues, staff, administrators, 
students and the general public. 

 
Must have excellent teaching, human relations, communication, and problem-solving skills. 

 
Must possess the ability to get along with diverse personalities and populations. 

 
Must possess flexibility and versatility in order to contribute to evolving work situations. 

 
Use independent judgment to accommodate the needs of the University by determining proper 
corrective action or by referring the problem to other appropriate personnel. 

 
Working knowledge of general office practices and procedures and good business English and 
proofreading. 

 
Ability to access, input and retrieve information from a computer system for word processing, design 
and other uses. 

 
Assume responsibility, deal effectively with problems, and exercise independent judgment when 
making decisions. 

 
Read, understand and express oneself clearly and effectively in written and oral form and request 
clarification when needed. 

 
Possess good organizational skills. 

 
Ability to develop and use empathetic listening skills, communicate with clarity and maintain an 
attitude that conveys respect, assistance, honesty and resourcefulness. 

 
Ability to manage confidential client and employment information with tact and discretion. 
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13. SPECIAL QUALIFICATIONS AND CONDITIONS OF EMPLOYMENT 
This section may be used for required licenses, certification or registration, or other 
requirements and special conditions unique to the position. 

 
Desirable membership in associations or professional societies should not be included. 

 

14. TOOLS AND EQUIPMENT USED 
This section may be used to describe the tools and equipment which the employee will 
normally use to undertake the essential functions of the job.  This is useful in the 
recruitment and selection process, and in considering reasonable accommodations 
which may need to be made for persons with disabilities. 

 

15. PHYSICAL DEMANDS  
This section should describe: 

 how much on-the-job time is spent in a variety of physical activities, such as: stand; walk; 
sit; talk or hear; use hand to finger, handle, feel or operate; climb or balance; stoop, 
kneel, crouch or crawl; reach with hands and arms; taste or smell;  what weights must be 
lifted or be exerted, how much and how often; any special vision requirements to perform 
the essential functions of the job, such as: 

close vision      (20 inches or less)  
distance vision     (clear vision at 20 feet or more) 
color vision      (ability to identify distinguish colors) 
peripheral vision  (ability to observe an area that can be seen up and down or to 
the left and right while eyes are fixed on a given point) 
depth perception  (three-dimensional vision, ability to judge distances and spatial 
relationships). 

 
The understanding of physical demands is useful in the recruitment and selection 
process, and in considering reasonable accommodations which may need to be made 
for persons with disabilities. 

The physical demands described here are representative of those that must 

be met by the employee to successfully perform the essential functions of 

this job.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform these essential functions. 
 

16. WORK ENVIRONMENT 
The Work Environment section describes how much exposure the employee has to 
environmental conditions, such as: wet, humid conditions (non-weather); work near 
moving mechanical parts; work in high, precarious places; fumes or airborne particles; 
toxic or caustic chemicals; outdoor weather conditions; extreme cold (non-weather); 
extreme heat (non-weather); risk of electrical shock; work with explosives; risk of 
radiation; vibration. 

 
The Work Environment section also describes how much noise is typically encountered 
on the job.  This may vary for positions which have both office and field duties. General 
categories include: Very quiet (forest trail, isolation booth), Quiet (library, private office), 
Moderate Noise (open office with office equipment running), Loud Noise ( manufacturing 
processes, earth-moving equipment, congested traffic), Very Loud Noise (jack hammer, 
front row of rock concert). 
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The understanding and description of work environment is useful in the recruitment and 
selection process, and in considering reasonable accommodations which may need to 
be made for persons with disabilities. 

 
The following paragraph should be included in the Work Environment section of every 
job description. The language of the paragraph is intended to fulfill requirements of the 
Americans With Disabilities Act. 
 

The work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of 

this job.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 
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 ATTACHMENT 1 

 

 Description of Various Levels of Supervision 
 
The following section addresses 5 levels of supervision received. This section should also be 
used when determining supervision exercised. 
 

1) IMMEDIATE SUPERVISION 
2) CLOSE SUPERVISION 
3) GENERAL SUPERVISION 
4) GENERAL GUIDANCE AND DIRECTION 
5) BROAD POLICY GUIDANCE AND DIRECTION 

 

1. IMMEDIATE SUPERVISION. This phrase indicates the greatest amount of 

supervision and control from above, the least personal independence of action, and the least 
breadth of matters upon which the employee makes decisions. It is particularized supervision 
that is recognized by its specificity and its application to details. The supervisor has not only the 
responsibility for assignments, flow of work, production, discipline and other management 
functions, but also the responsibility for proper instructions as to objectives, plans, policies, 
procedures and office methods, including specific responsibility for matters which are out of the 
ordinary or unusual when compared to the routine work performed. 
 
The employee's assignments, objectives and sequence of detailed steps in the work are 
prescribed through manuals, policies, directives, etc. Little opportunity is given the employee for 
the exercise of personal initiative, discretion or judgment, or for the assumption of any real 
responsibility for results alone. 
 
Generally, the employee is held personally responsible for accurate and proper application of 
steps in a well-recognized technique. If the employee has followed this technique and the 
instructions, his or her responsibility ends, because the responsibility for results rests with the 
supervisor. The employee is given no assignments requiring the exercise of experienced 
judgment except that gained by experience in a well-recognized, standard, or conventional 
routine such as following procedures outlined in manuals or directives. 
 
When conditions such as those described above are encountered, the employee is said to be 
under "immediate supervision". 
 

2. CLOSE SUPERVISION. The employee under "close supervision" is familiar 

with the routine and with the methods or procedures affecting the particular position. It is 
presumed that the employee will be able to recognize instances which are out of the ordinary 
and which do not fall within existing instructions. The person is then expected to seek advice 
and further instructions. Reviews and checks of the employee's work are applied only to an 
extent sufficient to keep the supervisor aware of progress and to insure that instructions are 
being followed. 
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3. GENERAL SUPERVISION.  This phrase indicates that the control from 

above is not a particularized supervision, but a general control, not intimately bearing upon the 
details of the employee's work. The assignments and objectives are prescribed for the 
employee, but the person's work methods are seldom supervised, reviewed or controlled while 
the work is in process. The employee is expected to plan the sequence of detailed steps by 
using experienced judgment and discretion. The person is expected to solve through initiative, 
most problems of detail that come up in the course of the work. With problems of an unusual 
nature, the employee is expected to revise the procedures and methods to accommodate these 
conditions. There is substantive and personal responsibility for results. 
 
The principal elements of general supervision in relation to the technical aspects of a position 
are personal accountability for accomplishing prescribed results and objectives, and 
considerable freedom while the work is in process. 
 
In those cases where general supervision is found in both management and technical functions, 
the following indicators are also usually present: considerable freedom from control over 
sequence of assignments, a fair degree of responsibility for determining what shall be done next 
and a substantial degree of independence in planning and organizing assigned work activities, 
 

4. GENERAL GUIDANCE AND DIRECTION.  This phrase indicates a 

general and somewhat removed control which manifests itself directly only on limited occasions. 
Such phases as planning and organizing the details of work and deciding the methods to 
produce a given result are completely in the hands of the employee. The employee is expected 
to carry out not only all the ordinary duties of the position, but to meet unusual situations and 
provide proper interpretations without advice or instruction other than that afforded by the 
general plans, policies and procedures applicable to all work in the department or division. 
 
Active control from a higher level is manifested only where matters of broad policy and 
coordination, long range plan, expenditure of funds and related items are involved. And even in 
such matters, the employee generally participates by making recommendations or developing 
ideas in conference with superiors. Actual contact between the employee and superior  is rather 
limited in terms of frequency and matters covered, when compared to the whole scope of the 
employee's duties and responsibilities. 
 

5. BROAD POLICY GUIDANCE AND DIRECTION. This phrase is 

characterized by a heavy personal responsibility on the part of the employee and broad authority 
for accomplishing the mission, as well as for making policy and developing plans for carrying out 
work programs. There is practically complete freedom and relative infrequency of reference to 
others for advice and instructions, even when unusual problems are involved. These are the 
highest level positions, normally reporting to a Vice-President, President, or Board of Trustees. 
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ATTACHMENT 2 

 

Examples of Action Verbs 

To Use In Job Descriptions 
 
 
 
 

 

Administrative 

Action 

 
Administer 

Advise 
Allocate 
Approve 
Assign 

Authorize 

 
Consult 
Control 

Coordinate 
Counsel 
Decide 

Delegate 

 
Determine 

Direct 
Establish 
Execute 
Expedite 
Explain 

 
Implement 

Intitiate 
Maintain 
Manage 

Negotiate 
Organize 

 

 
Participate 

Plan 
Review 

Supervise 
Train 

 

Appraising or 

Analyzing 
 

 
Analyze 
Appraise 

Check  
Compare 
Consider 

 

 
Develop 
Evaluate 
Examine 
Forecast 
Identify 

 
Inspect 
Interpret 

Investigate 
Measure 

Plan 

 
Rate 
Read 

Recommend 
Research 
Review 

 
Study 

Summarize 
Survey  

Test 

 

Control 
 

 
Audit 

Check 
Conserve 

 

 
Control  

Edit 
Enforce 

 
Ensure 

Guarantee 
Inspect 

 
Prevent 

Regulate 
Restrict 

 
Review 
Verify 

 

Create 
 

 
Create 
Design 
Develop 

 

 
Devise 

Establish 
Estimate 

 

 
Forecast 

Formulate 
Initiate 

 
Originate  

Plan 
Propose 

 

 

Give or Take 
 

 
Accept 
Arrange 

Buy 
Collect 

Compile 
Deliver 

Distribute 
 

 
Exchange 

Gather 
Get 
Give 

Inform 
Inquire 
Issue 

 
Mail 

 Notify 
Obtain 

Pick-Up 
Procure 
Provide 

Pull 

 
Purchase 
Receive 
Recruit 
Report 

Request 
Secure 

Sell 

 
Send  
Solicit 
Submit 
Supply 
Take 

Transfer 
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ATTACHMENT 3 

 

Examples of Responsibilities and Duties Statements 

 
 

Position Responsibilities Duties for Specified Responsibility 

 
Administrative 

Assistant 
 

 

 Typing/Word Processing 

 Correspondence 

 Reception 

 Conference Coordination 

 Calendar Management 

 Filing 

 

Conference Coordination: 
Schedule speakers for bi-monthly 
departmental seminars by calling 
individuals from established lists, 
ascertaining availability, determining 
event dates and composing 
confirming correspondence 
 

 
Executive 
Assistant 

 

 

 Organize Work Flow 

 Train/Supervise Student 
Employees 

 Web Site Maintenance  

 Establish Procedures 
 

 

Web Site Maintenance: 
Update, revise, edit and publish 
content for department website that 
promotes unit’s identity, mission and 
goals.  Proofread and edit submitted 
materials for style, content, readability 
and suitability. 
 

 
Budget 

Administrator 
 

 

 Budget Management 

 Budget Control 

 Contract/Grant Administration 

 Personnel Supervision 

 Material Management 

 Space Utilization 

 

Budget Management: 
Provide support for divisional budget 
planning and implementation 
including 1) the balancing of accounts 
and funds, 2) gathering information 
from divisional units on expenditures 
and needs, and 3) reporting on 
expenditure, encumbrances, and 
carry-forward funds. 
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ATTACHMENT 4 

 

Examples of Functional Competency (KSAs) Statements 
 
 

This is not meant to be an all inclusive list, but does provide examples of knowledge, skill and 
ability statements (competencies) for several functional areas. 
 

Vocational Skills: 
 
Clerical/Admin Support  

 Demonstrated skill in using [software applications] to produce business letters and financial 
reports  

 

Communications (publications)  

 Demonstrated journalistic abilities sufficient to write news releases and other PR materials for 
consumer, professional and trade outlets in print, broadcast and on-line media  

 

Construction/Maintenance  

 Knowledge of [specific method, machinery, technique, etc.] to…  

 Demonstrated experience in [building, lathing, cutting, etc.] to…  
 

Food Service  

 Ability to operate equipment such as food cutters, meat slicers, etc.  

 Knowledge of basic principles of food preparation and handling, including standardized recipes, 
batch cooking, and proper temperatures for storage and service  

 

Human Resources  

 Knowledge of public sector collective bargaining including scope of representation, contract 
compliance and public sector labor union behavior  

 Knowledge of federal/state affirmative action and equal employment laws/regulations sufficient to 
analyze proposed personnel policies  

 

Management/Professional  

 Demonstrated experience in managing strategies for successful cultivation and solicitation of 
annual and major gifts with special attention to laws and familiarity with the discipline’s 
terminology  

 

Technical/Engineering  

 Demonstrated skill in Web design, including ability to compose and edit HTML and create Web-
specific graphic forms  

 Knowledge of [hardware/software] configurations, maintenance, procedures, protocols, 
administration, etc.  

 

Communication Skills: 

 
Reading Standard English Text  

 Read documents written in Standard English text (e.g. administrative policy manuals)  
 

Reading Technical  
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 Read [technical, legal or scientific] documents to…  

Basic Writing  

 Use basic English words and phrases to…  

 Write brief sentences to…  
 

Business Writing  

 Write grammatically correct routine business correspondence such as brief transmittal 
memoranda  

 Write concise, logical, grammatically correct analytical reports  

 Write technical reports that are suitable for publication in professional journals  
 

Basic Conversational Speaking  

 Speak simple sentences. Speak on a one-to-one basis using appropriate vocabulary and 
grammar to obtain information and explain policies, procedures, etc.  

 

Public Speaking  

 Make presentations to persuade others to accept a specific opinion or action, or provide 
information and instruction  

 

Extemporaneous  

 Discuss variety of job-related topics on short or no notice  

 Respond effectively to rapid changes or difficult questions in conversation  
 

Speaking with Diverse Audiences  

 Speak with persons of various social, cultural, economic and educational backgrounds…  
 

Bilingual Speaking  

 English/Spanish bilingual oral communication skill to…  
 

Phone Reception  

 Speak clearly and distinctly…  
 
 

Financial Skills: 

 
Accounting  

 Reconcile financial ledgers and process accounts payable/receivable  
 

Basic Math  

 Add, subtract, multiply and divide whole numbers, fractions and decimals without a calculator to…  
 

Budget Management 

 Knowledge of general and fund accounting and business practices to effectively manage budgets  
 

Financial Analysis  

 Develop creative financial solutions and make projections using present and future values, loan 
computations, and annuity calculations  

 

Measures & Weights  

 Perform operations with units such as cup, pint and quart; inch, foot and yard; ounce and pound 
to…  
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Ratios, Rates & Percentages  

 Compute ratios, rates and percentages to…  
 

Statistics  

 Perform routine statistical computations such as correlation coefficients, t-tests, Chi-squares and 
analyses of variance to…  

 Knowledge of descriptive statistics such as measures of central tendency and measures of 
dispersion  

 

Interpersonal Skills: 

 
Coaching  

 Encourage individuals either in a one-to-one or small group situation  

 Establish rapport and gain the trust of others  

 Listen perceptively and convey awareness  
 

Establishing Work Relationships  

 Establish and maintain cooperative working relationships with…  
 

Interacting with Diverse Audiences  

 Interact with persons of various social, cultural, economic and educational backgrounds for the 
purpose of…  

 

Persuading & Negotiating  

 Sell or promote  

 Mediate between contending parties or groups  

 Negotiate or exchange ideas, information and opinions with others to formulate policies and 
programs and/or arrive jointly at decisions, conclusions or solutions  

 Reason persuasively to…  
 

Public Relations  

 Interact diplomatically with the public in a continuous public contact setting  

 Maintain equanimity in the face of resistance or contrary opinions  
 

Supervising  

 Supervise [people, resources, projects, etc.] including:  
o Organizing work flow to accomplish established objectives  
o Delegating responsibility  
o Training  
o Evaluating subordinate effectiveness  
o Administering necessary discipline  

 

Teamwork  

 Work as part of a team or collaborate with colleagues  

 

Analytical Skills: 
 

Classifying  

 Systematically arrange into groups or categories according to established criteria  
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Analyzing  

 Analyze information, problems, situations, practices or procedures in order to:  
o Define the problem or objective  
o Identify relevant concerns or factors  
o Identify patterns, tendencies and relationships  
o Formulate logical and objective conclusions  
o Recognize alternatives and their implications  

 Perceive and define cause and effect relationships in…  

 Analyze complex technical data such as using logic and quantitative reasoning  

 Organize material, information, and/or people in a systematic way to optimize efficiency and 
minimize duplication of effort  

 Coordinate [people, resources, projects, etc.] by determining the time, place and sequence of 
actions to be taken on the basis of analysis of data  

 Modify and/or adapt designs, procedures or methods to…  

 

 

Self-Management Skills: 
 

Changing Tasks  

 Perform effectively in environments with frequent workload changes and competing demands  
 

Repetition  

 Perform repetitive work according to set procedures  
 

Concentration  

 Perform with frequent interruptions and/or distractions  
 

Fluctuating Workload  

 Perform effectively under conditions of fluctuating workload  
 

Prioritizing  

 Set priorities which accurately reflect the relative importance of job responsibilities  

 Prioritize assignments to complete work in a timely manner  
 

Follow Through  

 Work independently and follow through on assignments with minimal direction  
 

Ambiguity  

 Take action when answers to a problem are not readily apparent in equivocal circumstances.  
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ATTACHMENT 5 

 JOB ANALYSIS QUESTIONNAIRE 
 
Name:                               Date:         /       /        

Job Title:                                             Department:                              
 

PHYSICAL DEMANDS 
 
1. How much on-the-job time is spent in the following physical activities?  Show the amount of 

time by checking the appropriate boxes below. 
 

 
Physical Activity 

 
Amount of Time 

 
None 

 
Up to 1/3 

 
1/3 -2/3 

 
More than 

2/3 
 

Stand 
 
 

 
 

 
 

 
 

 
Walk 

 
 

 
 

 
 

 
 

 
Sit 

 
 

 
 

 
 

 
 

 
Talk or hear 

 
 

 
 

 
 

 
 

 
Use hands to finger, handle, or 

feel 

 
 

 
 

 
 

 
 

 
Climb or balance 

 
 

 
 

 
 

 
 

 
Stoop, kneel, crouch, or crawl 

 
 

 
 

 
 

 
 

 
Reach with hands and arms 

 
 

 
 

 
 

 
 

 
Taste or smell 
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2. Does this job require that weight be lifted or force be exerted?  If so, how much and how 
often?  Check the appropriate boxes below. 

 
Amount of Weight 

Lifted 

 
Amount of Time 

 
None 

 
Up to 1/3 

 
1/3 - 2/3 

 
More than 

2/3 
 

Up to 10 pounds 
 
 

 
 

 
 

 
 

 
11 to 25 pounds 

 
 

 
 

 
 

 
 

 
26 to 50 pounds 

 
 

 
 

 
 

 
 

 
51 to 100 pounds 

 
 

 
 

 
 

 
 

 
More than 100 pounds 

 
 

 
 

 
 

 
 

 
 
3. Does this job have any special vision requirements?  Check all that apply. 
 

 Close Vision (clear vision at 20 inches or less) 
 Distance Vision (clear vision at 20 feet or more) 
 Color Vision (ability to identify and distinguish colors) 
 Peripheral Vision (ability to observe an area that can be seen up and down or to the 

left and right while eyes are fixed on a given point) 
 Depth Perception (three-dimensional vision, ability to judge distance and spatial 

relationships) 
 Ability to Adjust Focus (ability to adjust the eye to bring an object into sharp focus) 

 No Special Vision Requirements 
 
4. List any other physical demands not listed above that your job requires. 
 
 
 
 
 
 
 
5. Make notes on the specific job duties that require the physical demands selected above. 
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WORK ENVIRONMENT 
1. How much exposure to the following environmental conditions does this position require? 

Show the amount of time by checking the appropriate boxes below. 
 

 
Environmental Conditions 

 
Amount of Time 

 
None 

 
Up to 1/3 

 
1/3 -2/3 

 
More 
than 
2/3 

 
Wet, humid conditions (non-

weather) 

 
 

 
 

 
 

 
 

 
Work near moving mechanical 

parts 

 
 

 
 

 
 

 
 

 
Work in high, precarious places 

 
 

 
 

 
 

 
 

 
Fumes or airborne particles 

 
 

 
 

 
 

 
 

 
Toxic or caustic chemicals 

 
 

 
 

 
 

 
 

 
Outdoor weather conditions 

 
 

 
 

 
 

 
 

 
Extreme cold (non-weather) 

 
 

 
 

 
 

 
 

 
Extreme heat (non-weather) 

 
 

 
 

 
 

 
 

 
Risk of electrical shock 

 
 

 
 

 
 

 
 

 
Work with explosives 

 
 

 
 

 
 

 
 

 
Risk of radiation 

 
 

 
 

 
 

 
 

 
Vibration 

 
 

 
 

 
 

 
 

 
2. How much noise is typical for the work environment of this job?  Check the appropriate level 

below. 
 

 Very Quiet (e.g. forest trail, closed private office) 
 Quiet (e.g. library, private office) 
 Moderate Noise (e.g. business office with or computers, light traffic) 
 Loud Noise (e.g. Heavy traffic, large contractor equipment) 

 Very Loud Noise (e.g. jack hammer work, front row at rock concert) 
 
3. List any other environmental conditions not listed above that you are exposed to while 

performing required job duties. 
 
 
4. Make notes on the specific job duties that are affected by the environmental conditions 

selected above. 
 


