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For Additional Information Contact:  Joan Spoltore, HR Mgr.,  516-4138 or 
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Job Documentation Questionnaire
(Please Print)

Employee Name 





  SSN 


Job Title  






  Location 

University School/Division 




  Dept. 

Section/Subdivision   




  Phone # 

Completed by  





  Date 


Signature 



Reviewed and Approved by:

Supervisor     










Name - please print



  Signature


Date

Dept. Head 



Name - please print



  Signature 


Date

HR Representative 




  Name - please print


  Signature


Date

INSTRUCTIONS
PURPOSE:
This questionnaire is designed to capture important aspects of work for jobs at Johns Hopkins University. The purpose of the questionnaire is to obtain an accurate description of this job's responsibilities, requirements, and skills as they currently exist. It is not the purpose of this questionnaire to evaluate your performance or determine your individual rate of pay. The most immediate use of this questionnaire is to:

· Assign this job in the JHU job classification system.

· Develop job descriptions in the Job Description Writer system.

· Define "essential" responsibilities and describe working/physical demands in order to satisfy legal requirements including the Americans With Disabilities Act (ADA).

QUESTIONNAIRE FORMAT:
This questionnaire is divided into the following sections:

· Job Summary Description

· Knowledge and Skill

· Internal/External Contacts

· Analysis and Problem Solving

· Planning

· Work Structure

· Project Planning and Management

· Leadership

· Working Conditions/Physical Effort

· Comments

· Form Assessment

GENERAL INSTRUCTIONS:
· Read all the questions carefully. This questionnaire is designed to cover a wide variety of jobs throughout JHU. You should anticipate that some questions may not be applicable to this job.

· When answering a question, think about how you would describe this job to another person. While completing this questionnaire, try to answer each question for the job as if the position were unoccupied.

· Consider typical assignments and major responsibilities currently and over a period of time to ensure that your answers are representative of this entire job.

· Answer the questionnaire based upon how this job currently exists. Do not try to anticipate changes to this job.

· There will be some questions which will ask you to select one best answer. Please indicate the response which is most representative of this job's responsibilities.

· After completing this questionnaire, submit to your supervisor for review and approval. If possible please attach an organizational chart for your immediate work group.
JOB SUMMARY DESCRIPTION
Job Summary:

Write one or two sentences summarizing the primary function and general purpose of this job.

Example: Responsible for maintaining the general accounting books including accounts payable, accounts receivable and general ledger accounting.

Essential Responsibilities:

a.
Define and explain the major duties and responsibilities of this job in descending order of 
importance. Please indicate percent of time spent on each activity.

Example: Uses personal computer to maintain records and prepare reports - 20%
b.
Indicate the size and number of grants, budgets, payrolls; the amount and value of 
equipment; or other measurements that affect the scope of this position.
Example:  Grants and budget exceed $5 million. Staff affected are principal investigators and  
administrators.

KNOWLEDGE AND SKILL
1.
What level of education is necessary to perform this job? If a specific degree is 
necessary (e.g., M.D., M.P.H., M.S.W.), please indicate the specific area/discipline in 
the space indicated. You may want to confer with your supervisor on this item.
Please indicate the minimum level of education required, and the preferred level of education required to perform the job. (Check one response for each row).

(Check One)
High


Vocational/
Associate

Bachelors

Masters

Doctorate

School*

Technical


Degree

Degree

Degree

Degree
Minimum Education



(


(
(

(
(
(
Specific Degree (if required): 


Preferred Education



(


(
(

(
(
(
Specific Degree (if required): 


*or GED or equivalent

2.
What license(s)/certification(s) does this job require? (Check One)
(
No license/certification is required.

(
Required to be hired into the job. 

(Please specify license(s)/certificate(s))
3.
How many years of job-related experience are normally required to perform this 
job? (Check one) 
(
Less than one year

(
1 year but less than 3 years

(
3 years but less than 5 years

(
5 years but less than 10 years

(
10 or more years

4.
Identify the knowledge and skill required to fully perform the duties and 

responsibilities of the position. Include all knowledge and skills regularly applied.
Example: Knowledge of accounting application systems, e.g., CUFS, AINQ, PAYR, ESAL.
5.
Information Technology Checklist - Check the following items that are required by 
the position and indicate the level of expertise required to perform the job.

Basic
Working 

Knowledge
Advanced

1.  Hardware




Mainframe




Mini-computer




PC




Mac




2.  Software




Applications




Business




Word Processing




Spreadsheets




Data Base




Presentation(Power Point, Other)




Desk Top Publishing




Other __________




Research




SPSS




SAS




Other __________




Mainframe




CICS




USIS




Horizon




IDX




Payroll




Other __________





Basic
Working 

Knowledge
Advanced

Technical Lab




CAD





Other __________




Network




Novell




Windows NT




Other __________




Web-based applications














Operating Systems




SUN




VMS




UNIX




OS




DOS




Windows




Other ________




Programming




C, C++




PAL




Oracle




Java




FOCUS




Visual Basic




MUMPS




HTML




Perle




Other _________




INTERNAL/EXTERNAL CONTACTS
Definitions:

Exchange Information - give and/or receive information verbally, in writing, or over the phone

Advise/Consult - give advice/counsel based on professional background, specialized knowledge, and experience
Negotiate/Influence - promote or sell an idea, service, or product to others
1.
Review the list below of internal and external contacts for those that you regularly and frequently interact with outside your immediate work group. For only those contacts required to perform the major activities of this job, please check the appropriate box(es)and describe the typical purpose of the contact.
Internal Contacts


Exchange

Advise/Consult

Negotiate/Influence
Officers/Deans



(




(




       (
Purpose: 


Faculty




(




(




       (
Purpose:  


Directors/Managers/
Supervisors/Administrators


(




(




       (
Purpose:  


Staff





(




(




       (
Purpose:  


Students




(




(




       (
Purpose:  


Other: ______________


(




(




       (
Purpose: 


Alumni




(




(




       (
Purpose: 


External Contacts


Exchange

Advise/Consult

Negotiate/Influence
Prospective Students/


(




(




       (
Parents
Purpose:

Community




(




(




       (
Purpose: 


Associations




(




(




       (
Purpose:  


Vendors/Suppliers



(




(




       (
Contractors
Purpose:  


Consultants




(




(




       (
Purpose:  


Outside Legal




(




(




       (
Services
Purpose: 


Research Institutions


(




(




       (
Purpose: 


Federal Agencies



(




(




       (
Purpose:  


Sponsored Funding



(




(




       (
Organizations
Purpose:


Job Applicants



(




(




       (
Purpose: 


External Contacts


Exchange

Advise/Consult

Negotiate/Influence
(continued)
Patients




(




(




       (
Purpose:  


Donors & Prospects



(




(




       (
Purpose:  


Editors/Publishers



(




(




       (
Purpose:

Volunteers




(




(




       (
Purpose:  


Other: (Please specify)


(




(




       (
_________________

Purpose:  


2.
Review the list of communication skills provided below. Check the boxes that best describe the communication skills required to perform this job.

Occasionally

Regularly
Interpersonal Communication
One-on-one communication





(


(
Participate in meetings





(


(
Conduct meetings or lead group discussions



(


(
Conduct training sessions





(


(
Make formal presentations/public speaking



(


(
Advise








(


(
Sell, persuade, negotiate





(


(
Other (please specify): 





(


(

Written Communication
General correspondence /letters/memorandums



(


(
Contracts







(


(
Technical documents






(


(
Procedures/manuals/guidelines




(


(
Proposals/requests for proposals




(


(
Reports







(


(
Articles







(


(
Manuscripts







(


(
Press releases







(


(
Regulatory filings






(


(
Translating technical documents




(


(
Other (please specify): 





(


(
ANALYSIS AND PROBLEM SOLVING
1. Describe the types of problem solving you may be called upon to define.

2.
Which statement best describes the information normally available when solving  
problems and making decisions in this job? (Check one)
(
Complete and available.

(
Incomplete and additional information is relatively easy to identify and find.

(
Incomplete and additional information is often difficult to find; determining and gathering 
appropriate information requires significant research.

(
Vague and additional information is not likely to be found. Decisions are solved based on 
a combination of professional judgement and experience.

3.
Which method of analysis is normally required to solve problems in this job?
(Check one)
(
Collect, compile, and organize facts, figures and or other information in accordance with 
established procedures or as directed.

(
Use and interpret information/facts after selecting the proper method of analysis.

(
Examine and analyze information in accordance with generally defined professional 

principles and practices.

(
Interpret and evaluate information using methods or procedures which must be created.

4.
What level of problem solving is required in this job? (Check one)
(
Little opportunity for selecting solutions without receiving prior specific instructions or 
approval.

(
Select the best solutions(s) from several alternatives that already exist.

(
Develop a new approach to problems by collecting and analyzing information.

(
Identify the problem by collecting information from several sources, analyzing the data, and 
recommending an appropriate solution.

(
Identify and coordinate resources to solve the problem, reviewing recommendations 

regarding solutions to problems, and taking or directing action to solve the problem.

5.
Which statement best describes the independent action or judgement typically

employed in this job? (Check one)
(
Duties are routine, repetitive, and standardized.

(
Duties are somewhat routine, requiring occasional independent action and judgement.

(
Duties are varied in nature, requiring independent action and judgement in solving

commonly encountered problems. Unusual cases or questionable matters are referred to

this job's immediate supervisor.

(
Duties are varied in nature, requiring the solving of both commonly encountered and

unusual problems. This job's immediate supervisor is consulted for clarification of

policies/procedures.

(
Duties are highly complex. Significant independent action and judgement are required

subject to overall university policies/procedures.

6.
What type of guidance is normally present for this job? (Check one)
(
Work is guided by defined policies and guidelines, and established practices and precedents. Normally subject to managerial supervision and review of completed tasks.

(
Work is guided by broad operating policies and guidelines pertaining to the department, and approved plans. Normally subject to managerial direction, progress review and evaluation of achievement objectives.

(
Work is guided by University's policies, and established strategies and plans. Normally

subject to senior management guidance and periodic review of goal achievement in

relation to agreed upon strategies.

(
Work is subject to strategic guidance and evaluation from senior management.

(
Work is subject only to broad guidance and review by the president and/or executive

officers (Dean).

7.
What is the expected impact of this position on research results, formulation of policy or procedures and administration, operations and finances, human or animal welfare.
Minor Impact
Moderate Impact
Critical Impact
Academic


(



(



(


Administrative


(



(



(
Medical


(



(



(
Research


(



(



(
PLANNING
What type of ongoing planning of programs, processes, and work is most often needed in this job? (Check one and provide example(s) below)
(
Little planning is required. Programs, services or activities are concluded in short time

frames.

(
Moderate planning is required with periodic review and/or coordination of programs,

services, or activities.

(
Significant planning is required with moderately complex coordination of programs,

services, or activities.

(
Critical planning is required. Adjustments, modifications, or corrections would be

extremely difficult to make.

Example(s): 



WORK STRUCTURE
1.
How is work flow most typically organized in this job? (Check one)
(
Typically completes one task at a time.

(
Handles up to two or three different tasks at a time, but priorities generally do not

conflict.
(
Handles more than three different tasks; priorities often conflict and must be reviewed or

shifted to meet deadlines.
(
Moves between different multiple tasks; balancing priorities is a major challenge of this

position.

2.
How predictable are day-to-day events that could impact this job's priorities or plans? 
(Check one)
(
Events are easily predictable allowing a timely and planned work schedule.

(
Events are usually predictable allowing a planned work schedule most of the time, with

some shifts in priorities and activities.
(
Events are often unpredictable requiring significant shifts in daily priorities and activities.

(
Events are usually unpredictable making the planning of work very difficult; the

accomplishments of a given day are mostly unpredictable.

3.
To what degree does the job require flexibility and responsiveness? (Check one)
(
Minimum level of flexibility and responsiveness; work beyond standard hours is unusual,

normally occurring no more than twice a year.
(
Limited level of flexibility and responsiveness; work beyond standard hours varies

monthly or seasonally.
(
High level of flexibility and responsiveness; work beyond standard hours occurs weekly.

PROJECT PLANNING AND MANAGEMENT
1.
If applicable, what role(s) does the job have in projects? Check the box(es) for each appropriate statement and include specific examples.

Project Role




(
Participate in formal project teams 


(
Lead a part of projects (e.g.,direct a sub-team or evaluation of a specific issue) 


(
Manage projects 


(
Serve as an advisor to project team activities



(
 Identify the need for a project team and delegate responsibility to others


2.
What is this job's responsibility for implementing the results or recommendations of

a project? (Check one)
(
This job is not required to implement project results or recommendation.

(
Have some role; answer questions or disseminate information.

(
Have a role in building consensus for implementing project result. (For example, this job

does not have primary responsibility, but assists.)
(
Have responsibility for building consensus and support for implementing project results

and recommendations.
(
Have final accountability for project implementation and the results.
LEADERSHIP

1.
What is this positions' typical scope of organizational leadership or supervisory

responsibility for full time equivalent (FTE) employees? (Check one)
(
Individual contributor; not responsible for leading or supervising others.
(
Help to coordinate work flow for work group or team.
(
Assign or allocate work to others; may lead a small group.
(
Supervise a department, section, or unit.
(
Supervise/manage a major function of a division, school, or center.

(
Supervise/manage multiple functions of a major division of the institution.
2.
How many full-time equivalent (FTE) employees at Johns Hopkins report directly 
and indirectly (through subordinate supervisors) to this job? (Check one from each 
column)

FTE employees reporting directly to this job
FTE employees reporting both directly and indirectly (total) to this job?

(
0






(
0
(
1






(
1
(
2-5






(
2-5
(
6-15






(
6-15
(
16-30






(
16-30
(
31 or more





(
31-50
(
51-100
(
101 or more

3.
What leadership activities is this position required to perform? (Check the one 
response that best describes the requirements of this position)

Leadership Activities
Provides



recommendation;
Is fully

does not make

accountable for

No responsibility
 final decision


final decision
Assign work activities



(



(




(
Coach and counsel



(



(




(
Mentor





(



(




(
Discipline




(



(




(
Evaluate performance



(



(




(
Determine salary increases


(



(




(
Approve time off



(



(




(
Handle





(



(




(
grievances/complaints

Hire





(



(




(
Promote/reclassify



(



(




(
Schedule work hours



(



(




(
Terminate




(



(




(
Train





(



(




(
Other:  




(



(




(
WORKING CONDITIONS/PHYSICAL EFFORT

This section of the questionnaire collects information about the conditions under which this job works and the physical effort needed to do this job.

(
Working Conditions: The first question deals with selected circumstances which you may 
encounter as you do this job. This includes, for example, exposure to hazardous materials.

(
Physical Effort: The next question deals with the intensity of physical effort required to 
perform this job.

Note: It is important in these questions that you respond based on what is needed to do your job under typical conditions.

1.
Working Conditions
Check the first box on the left if an item does not apply. Otherwise, check box 2, 3 or 4 as defined in the scale below to indicate how often each item applies. Please check one box for each item in the
How Often: (check the appropriate box)
1. Does not apply



3. Frequently = From 21% to 50% of the time

2. Occasionally = Up to 20% of the time
4. Constantly = At least 51% of the time
list.

None

Occas

Freq
Const
(1


(2

(3

(4

Working in a physical environment with unpleasant or 










disagreeable conditions such as high noise levels, 










exposure to heat or cold
(1


(2

(3

(4

Handling or working with potentially dangerous

equipment
(1


(2

(3

(4

Biohazardous conditions such as the risk of radiation

exposure, fumes or airborne particles, and/or toxic or

caustic chemicals may be present in this work

environment which mandate attention to safety

considerations
(1


(2

(3

(4

Working hours significantly beyond regularly scheduled 









hours
(1


(2

(3

(4

Travel to off-site locations

(1


(2

(3

(4

Activities are subject to significant volume changes of 










a seasonal/clinical nature
(1


(2

(3

(4

Work produced is subject to precise measures of 










quantity and quality
2.
Physical Effort
Check the first box on the left if an item is "not needed" to perform job duties. Otherwise check box 2, 3 or 4 as defined in the scale below to indicate how often the physical activity is needed. For the first four questions, please also indicate the maximum weight involved in the physical action. You should check one box for each item in the list

How often: (Check the appropriate box)

1. Does not apply

2. 0ccasionally = Up to 20% of the time

3. Frequent = From 21% to 50% of the time

4. Constant = At least 51 % of the time
How Heavy: (enter number 1 to 5)
1 = 10 lbs. or less 

4 = 80 lbs. or less

2 = 30 lbs. or less 

5 = over 80 lbs.

3 = 50 lbs. or less
How Frequent

Lifting. Carrying. Pushing. Pulling

How Heavy
None
Occas
Freq
Const
(1
(2
(3
(4 

Lifting objects 

(1
(2
(3
(4 
(1
(2
(3
(4

Carrying objects 

(1
(2
(3
(4
(1
(2
(3
(4

Pushing objects

(1
(2
(3
(4
(1
(2
(3
(4

Pulling objects 

(1
(2
(3
(4
None
Occas
Freq
Const 
Mobility
(1
(2
(3
(4
Standing for extended periods of time
(1
(2
(3
(4
Moving about on foot
(1
(2
(3
(4
Sitting in a normal seated position for extended periods of time
(1
(2
(3
(4
Climbing and/or balancing

(1
(2
(3
(4
Stooping and/or kneeling and crawling

None
Occas
Freq
Const 
Reaching. Handling. Finger Dexterity and/or Feeling
(1
(2
(3
(4
Reaching by extending hand(s) or arm(s) in any direction
(1
(2
(3
(4
Handling by seizing, holding, grasping, turning or otherwise

working with the hand or hands, but without finger dexterity 
(1
(2
(3
(4
Finger dexterity required to manipulate objects with fingers

rather than with whole hand(s) or arm(s); using a

keyboard, for example
(1
(2
(3
(4
Feeling to perceive an object's size, shape, temperature or

texture by means of senses in your skin

None
Occas
Freq
Const 
Communication
(1
(2
(3
(4
Communication skills using the spoken word
(1
(2
(3
(4
Hearing ability

None
Occas
Freq
Const 
Seeing
(1
(2
(3
(4
Far vision to see objects clearly beyond 20 feet

(1
(2
(3
(4
Near vision to see objects clearly within 20 inches

(1
(2
(3
(4
Field of vision to see an area up and down or right and left

while eyes are fixed on one point

(1
(2
(3
(4
Sharp focus to adjust vision when doing close work that

changes in distance from eyes

(1
(2
(3
(4
Full spectrum color vision to identify and distinguish color

COMMENTS

1.
Is there any additional information that is significant to this job that is not covered

in this questionnaire?
(    No
(   Yes (If yes, please describe): 

2.
Supervisor=s comments. Please provide any additional information that will further an 
understanding of this position.

Supervisor=s signature _________________________________
Date: ________________

Supervisor=s phone no. ________________________________

This section allows you to provide feedback on this job documentation questionnaire and comments about any additional information not covered.

FORM ASSESSMENT

1.
What percentage of your job has been covered by this questionnaire? (Please circle one of the following numbers) 
0%
10%
20%
30%
40%
50%
60%
70%
80%
90%
100%

2.
Indicate the extent to which you agree/disagree by checking the appropriate boxes in 
each category. (Check one) 

Strongly






Strongly
disagree
Disagree
Neutral 
Agree 
agree
The questionnaire allowed me adequate 

(

(


(


( 


( 

opportunity to describe my job.

The directions were easy to understand. 

(

(


(


( 


(
The questions were easy to understand. 

(

(


(


( 


(
The answer format was easy to understand. 

(

(


(


( 


(
The questions were relevant.



(

(


(


( 


(
Revised: April 1, 1998

