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	I. GENERAL INSTRUCTIONS


	1. Please read each item carefully and enter your responses.  Please be realistic about your position’s duties and responsibilities when completing this questionnaire. 

2. Please do not copy your job description.  We want your input about your position.

3. If you need more space, you may attach additional pages.  

4. If you are completing this questionnaire electronically, click in the appropriate boxes and type in the available spaces.  If you are completing this questionnaire by hand, please write legibly.  



	

	


	I. BACKGROUND INFORMATION


	Your Name:
	     

	Your Job Title:
	     

	Your Department:
	     

	Date Completed:
	     


Who regularly supervises your work?

	Name: 
	     

	Job Title:
	     


[image: image1]
	II. ESSENTIAL JOB DUTIES AND RESPONSIBILITIES


A. Changes in Job Content
Describe how your job has changed. List any new responsibilities you have assumed and tell how the job has grown more complex.

B. BASIC JOB SUMMARY
Briefly describe the basic purpose of your position.  

(For example: To provide administrative support to five professional staff in the office, including assisting with scheduling and organizing special events, maintaining the office’s files and databases on Excel and Access, and assisting with the preparation and updates of grant documents.)

	III. ESSENTIAL DUTIES AND RESPONSIBILITIES


1. Please list and describe the most important duties and responsibilities of your position.  This section is intended to capture the essential duties and responsibilities of your position, not each and every task that you perform.  As such, only include those duties and responsibilities that take at least 5% of your time annually.

2. Start with the duty or responsibility that you think is the most important to your current position.

3. Please describe your responsibilities as if you were explaining them to a new employee who is not yet familiar with your work unit or department.  Please do not use abbreviations or acronyms. 

4. Indicate about how often you work on that particular responsibility (daily, weekly, etc.). 

5. Indicate the approximate percentage of your annual time that you spend on each responsibility.  

6. Please list any equipment, machines, or software that are required for you to perform the work.

7. Finally, please indicate the level of importance of each duty/responsibility to your position.

For Example:

	Please list and describe the essential duties and responsibilities associated with your job.
	
	List any applicable equipment, machinery or software applications used for each duty.



	Prepare monthly newsletters that describe the activities of the Finance Department.  Gather information from each division manager, draft articles, and design layout.  Review draft with the Director and make corrections as needed.  Prepare document for publication.  Oversee production and distribution to all employees.

	Approximate Frequency
	Est. % of your time or effort
	Equipment, machines and/or 

software used

	 FORMCHECKBOX 
 Daily (or almost daily)

 FORMCHECKBOX 
 Weekly (or almost weekly)

 FORMCHECKBOX 
 Monthly (or almost monthly)

 FORMCHECKBOX 
 Semi-Annually (about 2x a year)

 FORMCHECKBOX 
Other: _________     

 FORMTEXT 
     
	30%
	· MS Publisher

· MS Word

· MailWorks Pro

· Printers, photocopiers, etc.

	Level of importance to your position.  (See Page 3 for definitions.)

	 FORMCHECKBOX 
 Not  important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical



	Indicate how often you perform each duty (daily, weekly, monthly, infrequently, etc.).
	
	Indicates relative importance of this duty.
	


Definitions of Level of Importance

Please use these definitions for completing Sections III, IV and V.

Not an Important Part of My Position: This responsibility is typically not part of my regular job duties (although I may assist with this task occasionally).
Important: I typically perform this function and my role adds value to the project or program.

Very Important: My role would have a significant impact on the outcome (either positive or negative) of the project or program.

Critical: The entire program or project would fail if I do not perform this function to satisfactory completion.

	III. ESSENTIAL DUTIES AND RESPONSIBILITIES


	1.  

	Approximate Frequency
	Est. %
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)

 FORMCHECKBOX 
 Weekly (or almost weekly)

 FORMCHECKBOX 
 Monthly (or almost monthly)

 FORMCHECKBOX 
 Semi-Annually (about 2x a year)

 FORMCHECKBOX 
 Other: _________     

 FORMTEXT 
     
	     %
	·      
·      
·      
·      

	Level of importance to your position.  (See Page 3 for definitions.)

	 FORMCHECKBOX 
 Not  important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	2.       

	Approximate Frequency
	Est. %
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)

 FORMCHECKBOX 
 Weekly (or almost weekly)

 FORMCHECKBOX 
 Monthly (or almost monthly)

 FORMCHECKBOX 
 Semi-Annually (about 2x a year)

 FORMCHECKBOX 
 Other: _________     

 FORMTEXT 
     
	     %
	·      
·      
·      
·      

	Level of importance to your position.  (See Page 3 for definitions.)

	 FORMCHECKBOX 
 Not  important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	III. ESSENTIAL DUTIES AND RESPONSIBILITIES


	3.       

	Approximate Frequency
	Est. %
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)

 FORMCHECKBOX 
 Weekly (or almost weekly)

 FORMCHECKBOX 
 Monthly (or almost monthly)

 FORMCHECKBOX 
 Semi-Annually (about 2x a year)

 FORMCHECKBOX 
 Other: _________     

 FORMTEXT 
     
	     %
	·      
·      
·      
·      

	Level of importance to your position.  (See Page 3 for definitions.)

	 FORMCHECKBOX 
 Not  important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	4.       

	Approximate Frequency
	Est. %
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)

 FORMCHECKBOX 
 Weekly (or almost weekly)

 FORMCHECKBOX 
 Monthly (or almost monthly)

 FORMCHECKBOX 
 Semi-Annually (about 2x a year)

 FORMCHECKBOX 
 Other: _________     

 FORMTEXT 
     
	     %
	·      
·      
·      
·      

	Level of importance to your position.  (See Page 3 for definitions.)

	 FORMCHECKBOX 
 Not  important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	III. ESSENTIAL DUTIES AND RESPONSIBILITIES


	5.       

	Approximate Frequency
	Est. %
	Equipment, machines and/or software 


	 FORMCHECKBOX 
 Daily (or almost daily)

 FORMCHECKBOX 
 Weekly (or almost weekly)

 FORMCHECKBOX 
 Monthly (or almost monthly)

 FORMCHECKBOX 
 Semi-Annually (about 2x a year)

 FORMCHECKBOX 
 Other: _________     

 FORMTEXT 
     
	     %
	·      
·      
·      
·      

	Level of importance to your position  (See Page 3 for definitions.)

	 FORMCHECKBOX 
 Not  important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	6.       

	Approximate Frequency
	Est. %
	Equipment, machines and/or software 

	 FORMCHECKBOX 
 Daily (or almost daily)

 FORMCHECKBOX 
 Weekly (or almost weekly)

 FORMCHECKBOX 
 Monthly (or almost monthly)

 FORMCHECKBOX 
 Semi-Annually (about 2x a year)

 FORMCHECKBOX 
 Other: _________     

 FORMTEXT 
     
	     %
	·      
·      
·      
·      

	Level of importance to your position (See Page 3 for definitions.)

	 FORMCHECKBOX 
 Not  important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	III. KNOWLEDGE, SKILLS, AND ABILITIES


A. FORMAL EDUCATION, TRAINING, AND EXPERIENCE

1. Please indicate the minimum level of formal education that you think is required for new employees in your position.  Also indicate your current level of education.

	You  Have
	Work Requires
	Minimum Level of Education 

Required to Perform the Duties
	List any specialized areas of study or majors that you think are required for your position. (e.g., Library Science, Accounting, etc.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High school diploma
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Some college or Associate’s (2-year) degree
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Bachelor’s (4-year) college degree (BA, BS)
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Master’s degree (MA, MS) or similar
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Other:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	     


2. List any job-related certifications, licenses, or other special training that you think are required or preferred for new employees in your position. 

	Required
	Preferred
	Certifications, Licenses, or Other Special Training 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


3. Indicate the minimum level of directly related experience that you think is required for new employees in your position.  (Assume that any new employee has the minimum amount of education that you indicated above.)  Also indicate the years of experience that you had when you started your current position.

	You  Had
	Work Requires
	Minimum Directly Related Experience Required
	List any special types of experience that you think should be required of employees in your position. (e.g., experience repairing pianos, searching for bibliographic information, etc.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Less than 2 years
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	At least 2, but less than 4 years
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	At least 4, but less than 6 years
	     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6 or more years
	     


	IV. KNOWLEDGE, SKILLS, AND ABILITIES


B. COMPUTER SKILLS

Does your job require you to use a computer? 

 FORMCHECKBOX 
 No.  (Go to Page 10.)

 FORMCHECKBOX 
 Yes.  Place an X in the boxes to indicate which types of computer software or systems that you use in your position.  Indicate the level of proficiency required for your position (basic, intermediate, expert or programmer), then provide an example of a task that demonstrates your level of proficiency.  Please refer to the next page for the definitions of level of proficiency.

	Use?
	Type of 

Software or System
	Level of Proficiency

(select one level for each type)
	Please give an example of a task that demonstrates your level of proficiency.

	
	
	Basic
	Inter-mediate
	Expert
	Program-mer
	

	 FORMCHECKBOX 

	Word Processing Software (such as Word, Word Perfect, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Spreadsheet Software 

(such as Excel, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Presentation or Design Software (Page Maker, PowerPoint, etc.) 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Illustration, Image, or Photo Editing Software (such as Illustrator, PhotoShop, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Database Software (such as Access, File Maker, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Statistical Software (such as SPSS, SAS, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Research Tools (such as Lexis/Nexis, MedLine, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Web-based Languages and Applications (such as Dream Weaver, Java Script, HTML, etc..)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Yale Specific Applications (such as Oracle, IDX, Banner, Voyager, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 

	Other: ______________

     

 FORMTEXT 
     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	IV. KNOWLEDGE, SKILLS, AND ABILITIES


DEFINITIONS OF PROFICIENCY LEVELS FOR COMPUTER SKILLS

Please use these definitions to complete the questions on the prior page.

Basic:  Use software to transcribe notes, enter or update data, do straightforward calculations or design.  Content of document is important, but formatting is not especially complicated.  Someone else has created template, database, document, or spreadsheet.

Intermediate:  Responsible for formatting, updating, editing or changing the format and structure of existing documents or web sites that contain multiple styles, designs, or more complex calculations.  Performs research queries and list generation.

Expert:  Develop new templates, layouts, or spreadsheets or databases where formatting is important and contains multiple styles with distinct formatting.  Regular use of complex formulas, design packages, or highly specialized research tools.  Individuals who are experts are typically responsible for training or answering questions from other staff.

Programmer:  Program and develop databases and applications.  Create or amend templates, develop complex models, or design web sites.  Provide technical support to program, customize, or re-configure software or applications as a regular part of your position.

	IV. KNOWLEDGE, SKILLS, AND ABILITIES


C. INTERPERSONAL SKILLS

This section measures the nature and type of the personal interactions you have with other staff members, faculty, students, the general public, etc.

Please read each statement and check the one statement that applies to your position.

	 FORMCHECKBOX 

	1 - Interaction requires moderate tact and cooperation.  For example, scheduling and/or coordinating meetings, resolving day-to-day minor conflicts, responding to questions and requests for information, making appointments, etc.

	 FORMCHECKBOX 

	2 - Interaction requires substantial sensitivity and cooperation.  For example, administering tests to patients, giving advice to assist others with their decision making, daily organizing and leading projects and programs, etc.

	 FORMCHECKBOX 

	3 - Interaction involves responsibility for considerable explanation and persuasion leading to a decision on complex issues as required in the process of leading and coordinating ongoing projects or processes within or across departments; diplomacy is required.  For example, problem-solving discussions involving the entire department or University’s policies, mission, or strategic plan.


	How important are Interpersonal Skills to the successful performance of your position?

(Use definitions shown on Page 3.)

	 FORMCHECKBOX 
 Not important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


D. LANGUAGE SKILLS 
	Do the essential duties of your job require you to be fluent in a language other than English?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	          List all languages that you are required to know fluently.

     _________________________________________________


	IV. KNOWLEDGE, SKILLS, AND ABILITIES


E. PROBLEM SOLVING SKILLS 

This section measures the type of problem solving that is required to perform your work at a satisfactory level.  Please read each statement and check all that are required to perform your duties.

	 FORMCHECKBOX 

	1 - I solve or work with others to solve typical problems in my work unit.

	 FORMCHECKBOX 

	2 – I analyze unusual or complex problems that involve multiple issues or tasks and provide guidance to others on how to accomplish objectives or solve problems.

	 FORMCHECKBOX 

	3 – I modify or improve current work processes, procedures, and methods within my work unit.  I coordinate or guide the efforts of staff that are solving less complicated problems.  This may include troubleshooting and resolving problems with members of other Yale constituencies.

	 FORMCHECKBOX 

	4 – I create new work processes, procedures or methods within my work unit.  I solve or work with others to address problems that are related to the mission of my work unit.

	 FORMCHECKBOX 

	5 – I create new work processes, procedures or methods that affect others outside my work unit.  This may include serving on Yale ad-hoc task forces.  I act as a role model to more junior staff in resolving conflicts.

	 FORMCHECKBOX 

	6 – One of my primary job responsibilities is resolving problems and conflicts between Yale and outside stakeholders or constituents.

	Give at least one example of a problem you have resolved (including how you resolved it) that demonstrates the highest level you checked.

	     


	How important are Problem Solving Skills to the successful performance of your position?

(Use definitions shown on Page 3.)

	 FORMCHECKBOX 
 Not important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	IV. KNOWLEDGE, SKILLS, AND ABILITIES


F. COMMUNICATION SKILLS 

Please read each statement and check the one statement that most closely describes the requirements of your position.  We understand that not all aspects of the levels may apply to your position.
	 FORMCHECKBOX 

	1 - Read and interpret instructions, memos, correspondence and documents such as department or University policy and procedure manuals.  Draft portions of reports and write correspondence.  May require the ability to present information one-on-one to employees, students, faculty and/or the public.

	 FORMCHECKBOX 

	2 - Read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Edit and update reports and procedure manuals.  Effectively present information and respond to questions from groups of employees, managers, clients, customers, and/or the public.

	 FORMCHECKBOX 

	3 - Read, analyze, and interpret common scientific and technical journals, financial reports, or legal documents.  Write reports and procedure manuals; edit speeches or articles for publication or presentation by others.  Address more complex inquiries or complaints from outside agencies or institutions, or members of the University community.

	 FORMCHECKBOX 

	4 – Read, analyze, and interpret common scientific and technical journals, financial reports, or legal documents. Draft speeches and articles for publication that conform to a prescribed style and format.  Address more complex inquiries or complaints from customers, outside agencies, or members of the University community.  Effectively present information in a public forum such as top management, public groups, and/or boards of directors.

	Give at least one example of a task or responsibility that demonstrates the level you checked.

	     


	How important are Communication Skills to the successful performance of your position?

(Use definitions on Page 3.)

	 FORMCHECKBOX 
 Not important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	IV. KNOWLEDGE, SKILLS, AND ABILITIES


G. MATHEMATICAL SKILLS 
Please read each statement and check the one statement that most closely describes the requirements of your job.

	 FORMCHECKBOX 

	1 - My position does not require any particular math skills.

	 FORMCHECKBOX 

	2 – Add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Compute rate, ratio, and percent and to draw and interpret bar graphs.

	 FORMCHECKBOX 

	3 – Calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume and apply these concepts to practical situations.  Apply concepts of basic algebra and geometry.

	 FORMCHECKBOX 

	4 – Apply advanced mathematical concepts such as exponents, logarithms, quadratic equations, and permutations. Apply mathematical operations to such tasks as probability and statistical inference, frequency distribution, determination of test reliability and validity, analysis of variance, correlation techniques, sampling theory, or factor analysis.


	How important are Mathematical Skills to the successful performance of your position?

(Use definitions on Page 3.)

	 FORMCHECKBOX 
 Not important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	IV. KNOWLEDGE, SKILLS, AND ABILITIES


H. REASONING SKILLS 
Please read each statement and check the one statement that most closely describes the requirements of your position.

	 FORMCHECKBOX 

	1 – Apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Deal with problems involving multiple factors in routine and recurring situations.  Involves understanding and explaining departmental or University policies to others. 

	 FORMCHECKBOX 

	2 - Solve practical problems involving a variety of factors in routine and unusual situations.  Interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  Involves interpreting and explaining more complex departmental or University policies and procedures to others, such as financial aid policies, matriculation requirements, and guidelines for grants, visa and immigration, etc.

	 FORMCHECKBOX 

	3 - Define problems, analyze data, establish facts, and draw valid conclusions in complex situations.  Interpret an extensive variety of technical instructions in mathematical, scientific, statutory, or diagram form, involving several abstract or concrete factors.  Involves interpreting, explaining, problem solving, and evaluating complex technical, legal, or regulatory matters.

	 FORMCHECKBOX 

	4 – Apply principles of logical or scientific thinking to a wide range of intellectual or practical problems.  Deal with nonverbal symbolism (formulas, scientific equations, graphs, musical notes, etc.) in its most difficult phases.  Involves in-depth comprehension and interpretation skills.  May involve certifying compliance with the University’s academic, administrative, legal, federal rules, or research protocols.

	Give at least one example of a task or responsibility that demonstrates the level you checked.

	     


	How important are Reasoning Skills to the successful performance of your position?

(Use definitions on Page 3.)

	 FORMCHECKBOX 
 Not important
	 FORMCHECKBOX 
 Important
	 FORMCHECKBOX 
 Very Important
	 FORMCHECKBOX 
 Critical


	V. SCOPE OF RESPONSIBILITIES


I. RESPONSIBILITY FOR THE WORK OF OTHER UNIVERSITY EMPLOYEES

Please read each statement and check all that apply to your current position.  The term “other employees” refers to all types of employees, including regular or casual clerical or technical employees, teaching or research assistants, student workers, or any other employees.

	1
	 FORMCHECKBOX 

	None: I am not responsible for the work of any employees (other than myself).

	2
	 FORMCHECKBOX 

	Team Member: I work as part of a team and we are collectively responsible for ensuring that our team meets its objectives.

	3
	 FORMCHECKBOX 

	Working Supervisor or Lead Worker: I am responsible for training, guiding, and leading employees in my work group/unit.  Please list below the job titles of those employees.

	4
	 FORMCHECKBOX 

	Program Coordinator: I coordinate or manage a University program or on-going project.  My role requires me to direct the work of other employees and ensure the quality of work.  Please list below the job titles of the employees whose work you direct or coordinate.

	
	
	If you checked #4, what is the name of the program or on-going project?

     

 FORMTEXT 
     


If you checked #3 or #4, please list the job titles (not names of people) of the positions over which you are the working supervisor/lead worker/coordinator.  Indicate approximately how many individuals are covered by those job titles.  Also indicate the type of employee (regular, student, casual, etc.)

	Job Titles/Roles
	# of Individuals
	Indicate type of employee 

(regular, casual, student, etc.)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	V.  SCOPE OF RESPONSIBILITIES


J. RESPONSIBILITIES

From the list below, please identify those activities that are principal elements of your position, as well as their relative importance.  Refer to Page 3 for definitions of level of importance.
	
	Responsibility
	Not Important
	Important
	Very Important
	Critical

	1
	Project or program coordination
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	Training
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	Distribution of work within a work unit or program
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	Leadership of a unit or function, including overseeing and coordinating daily operations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	Leadership of design of experiments or work processes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6
	Intensive application of interpersonal skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	V.  SCOPE OF RESPONSIBILITIES


K. EXPERT RESOURCE AND HIGHLY SKILLED USER

	1. Please read the definition of “Expert Resource” and answer the questions below. 

	Definition: Individuals who function as expert resources are those who impart specialized subject matter knowledge or information to others as a regular part of their job duties.  Areas of expertise include technical techniques and processes, including (but not limited to) complex use of computer applications, laboratory techniques, art handling, photography, etc., as well as university-specific knowledge in areas such as student services or customer service. 

	Does your position require you to act as an expert resource?  

(Read the definition and check Yes or No.)
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	If Yes, in what ways does your position demonstrate your role as a recognized expert?  Please give an example or explain your role as an expert resource.  Include the types of techniques, processes, or knowledge for which you are a recognized expert.  Also indicate who you act as an expert resource for.

	     



	Please read the definition of a “Highly Skilled User” and answer the questions below.

	Definition: An expert or highly skilled user is someone who uses analytic information, management, technical, communication, presentation, and project management skills to a high degree in order to manage, review or direct project results.  This may include the use of specialized equipment (such as hydro-thermographs, centrifuges, etc.), complex equipment (such as trade or craft tools, etc.), scientific equipment (such as electron microscopes, nuclear accelerator, mass spectrometer, etc.), or highly complex use of computers.  

	Does your position require you to act as a highly skilled user of specialized or complex processes, equipment or instruments?  (Please read the definition and check Yes or No.)
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	If Yes, please list the processes, equipment or instruments and explain what they are used for.

	Process, Equipment, or Instrument
	Purpose

	1.     
	     

	2.     
	     

	3.     
	     

	4.     
	     


	V. SCOPE OF RESPONSIBILITY


L. IMPACT OF ACTIONS/CONSEQUENCE OF ERRORS

This question measures the potential risks that could arise from errors made by someone in your position.  

Please consider the potential cost implication to Yale, as well as non-financial costs such as effect on public relations, human costs, etc.

Please read each statement and check the one statement that applies to your current job.
	 FORMCHECKBOX 

	1 - An error at this level could cause serious, but short-term consequences involving significant financial impact or cost, reduced service, and/or negative community reaction.  These errors may require the intervention of your immediate supervisor.

Example – Mailing of students’ financial aid packages are significantly delayed so that student loans are not processed on a timely basis.

	 FORMCHECKBOX 

	2 - An error at this level could cause serious, long-term consequences involving substantial financial costs, significantly reduced service, and/or negative media reaction. An error at this level may require intervention from a higher-level manager and could affect others outside of a department. 

Example – Research results are destroyed or ruined.

	 FORMCHECKBOX 

	3 - An error at this level could lead to major costs, litigation, destruction of property, loss of funding, or failure of the University to accomplish its mission.  These errors affect others outside of a department and may require the intervention of a department head or dean to resolve.

Example – Reporting a major scientific breakthrough without the results being validated.

	 FORMCHECKBOX 

	4 - An error at this level could lead to serious, irreparable damage, such as loss of life, serious environmental destruction, loss of irreplaceable historical documents, etc.  These errors may require the intervention of Yale’s senior executives to resolve or may not be resolvable.


	Give at least one example of a task or responsibility that demonstrates the level you checked.

	     


	EMPLOYEE’S SIGNATURE PAGE


Please sign and date below, and then give to your Supervisor to complete, sign and date.
	
	

	Employee Signature


	Date


	VI.  SUPERVISOR’S REVIEW SECTION


	SUPERVISOR’S INSTRUCTIONS

Please review the employee’s responses and then complete the questions in this section. We encourage you to discuss your responses with the employee.  Please do not alter or change the employee’s responses.  

Return the questionnaire to Compensation and Classification. 


Please review the employee’s responses and indicate your level of agreement with what the employee has written.  If you have any changes, additions, or corrections, please write them on the next page.  Please do not consider the employee’s performance.

	Section of the 

Questionnaire
	Page
	1

Total Agree-ment
	2

Have minor changes
	3

Have some changes
	4

Have Many Changes

	II. Background Information
	1
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	III. Essential Duties and Responsibilities
	1-6
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	IV. Knowledge, Skills, and Abilities
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A. Formal Education, Training, and Experience
	7
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B. Computer Skills
	8
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C. Interpersonal Skills
	10
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D. Language Skills
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	VI.  SUPERVISOR’S REVIEW SECTION


If you have any comments or changes, please write them in the space below.  

	Supervisor’s Signature and Job Title
	Date


� Please refer to the next page for the definitions of proficiency levels.
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