MOUNT HOLYOKE COLLEGE

JOB ANALYSIS FORM

	Name:
     

	Title:
     

	Department:
     

	Date:
     


	PURPOSE


The purpose of this form is to collect information about your job's responsibilities and requirements.  This information, along with input from your supervisor, will be used to ensure that your job is properly evaluated and classified within the Mount Holyoke College Salary Administration Program.

Your direct input is valued for proper evaluation and classification.  Please take time to fill out this form as completely and accurately as possible.  Before you begin the form, please take a minute to review the following instructions.

This form will be used to evaluate the job's responsibilities, not your individual performance.  Please return the form to the Human Resources Department after you and your supervisor have reviewed and signed the form.

	


1996

	INSTRUCTIONS


The form is divided into 18 sections.  Please complete all sections.  Before answering any questions, read all of the instructions carefully.


1.
Review the entire form to make sure you understand the questions.  Please work with your immediate supervisor if you need to clarify any of the questions.  The form should be completed during working hours.


2.
Some questions direct you to describe specific aspects of the job in your own words and other questions direct you to indicate which of the statements best describes the job. In both cases, please provide responses which accurately represent the way the job currently functions.  To help you in this, keep these points in mind:

SYMBOL 119 \f "Wingdings"
Consider the job's usual responsibilities. Do not dwell on limited, short‑term tasks or future responsibilities.

SYMBOL 119 \f "Wingdings"
Try to present a realistic representation of the job without understating or overstating your answer.

SYMBOL 119 \f "Wingdings"
Place your job in the context of the institution.  Consider your job in relation to other jobs with which you are familiar both in your own department and at the College.  (You may discuss this with your supervisor.)

SYMBOL 119 \f "Wingdings"
Remember, you are considering the job and its requirements ‑‑ not your own personal background or how you would like to see the job performed.


3.
Answer all of the questions.


4.
After you have completed the form, sign and date it, and then give it to your supervisor for his/her review.  Your supervisor will review the form for accuracy, completeness and expectations of the job. 


5.
Your supervisor will meet with you after reviewing the form to discuss your job and to resolve any differences of understanding which may exist.  Human Resources is also available to assist in resolving any differences.

If you need any assistance with your form, reference material will be available from your Department Head or Human Resources.

We appreciate your participation.  Thank you for your input.

The following page is an example of how job duties and responsibilities are written.

	



SAMPLE DUTIES FOR ILLUSTRATING COMPLETION


OF SECTION II AND III OF THE


JOB ANALYSIS FORM
TRAINER
Job Purpose Statement: Administers, organizes and conducts training and educational programs in connection with employee development, on-the-job training and employee orientation.  Maintains records of training activities and employee progress and monitors effectiveness of programs.  



Very

Less

Duties and Responsibilities
% of Time
Important
Important
Important
Designs training programs for
30%

all employees.


SYMBOL 119 \f "Wingdings" Management


SYMBOL 119 \f "Wingdings" Skills


SYMBOL 119 \f "Wingdings" Technical

Facilitates training courses.
30%


SYMBOL 119 \f "Wingdings" New employee orientation


SYMBOL 119 \f "Wingdings" Time management

Conducts new employee
10%

orientation training.

Coordinates safety, worker 
10%

SYMBOL 252 \f "Wingdings"
compensation and benefits

training with the Benefits Manager.
  

Monitors effectiveness of training 
15%


SYMBOL 252 \f "Wingdings"
programs.


Miscellaneous
 5%




   Attends meetings for training


SYMBOL 252 \f "Wingdings"
       development committee.

   Acts as backup for training



SYMBOL 252 \f "Wingdings"
       manager.

   Maintains employee training records.



SYMBOL 252 \f "Wingdings"
	


	I.
	GENERAL BACKGROUND INFORMATION


	Name:        

	Current Job Title:        

	Department:        

	Date:        
	Work Phone/Extension:        

	Immediate

Supervisor's Name:        


Job Status:
 FORMCHECKBOX 
 Full Time
 FORMCHECKBOX 
 Part Time

I am scheduled to work       hours per week.

I am scheduled to work       weeks per year.

Please indicate if you routinely work in excess of your scheduled hours and indicate if you routinely are required to work evenings or weekends.


 FORMCHECKBOX 

Excess of scheduled hours


 FORMCHECKBOX 

Evenings


 FORMCHECKBOX 

Weekends

	


	II.
	JOB PURPOSE STATEMENT


Briefly describe the basic purpose of the job.
     
	


	III.
	DUTIES AND RESPONSIBILITIES


List and explain the major responsibilities of your job.  Estimate the average percentage of time to perform each separate job responsibility. Consider work performed over a regular work year (fiscal or academic) period. The percentages should total 100%. Please describe only those responsibilities that ordinarily take up at least 5% of time.  Other miscellaneous duties may be grouped as described in the example.  Most jobs can be described in 10 to 15 items or less.  An example of duties and responsibilities is included at the beginning of this form for reference purposes.

You may want to consider completing this section in outline format.
	Duties and Responsibilities
	% of Time
	Very Important
	Important
	Less Important

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Total of all percentages

should equal 100%.

100%

	


	IV.
	EDUCATION


1.
List specifically the degrees, technical training, or post‑high school course work required to qualify for this job and justify how the level of education or training is essential to the performance of the duties and responsibilities.


     
	


2.
What licenses or certifications (e.g., nursing license, teaching certification), if any, are required for the job?


     
	


3.
Please indicate the minimum level of education and/or training usually required to understand and perform the work. Indicate what is required, not necessarily your own educational level. Do not include job‑related experience because that is covered in the next question. Check the one most appropriate level.

 FORMCHECKBOX 


Job requires basic knowledge of grammar, spelling, punctuation, and simple



(A)


mathematical functions like percentages, ratios, etc., as might normally be acquired through attainment of a high school diploma or GED.


 FORMCHECKBOX 


Job requires technical or business knowledge normally acquired through


(B)

specific educational and/or training programs in a specialty field.  An associate's degree or completion of technical specialty programs up to 3 years in duration (e.g., apprenticeship) are characteristics of this level.


 FORMCHECKBOX 


Job requires knowledge of principles, concepts and methodology of a highly


(C)

technical, professional, or administrative occupation. A thorough knowledge of a professional discipline or technical specialty as would normally be acquired through a baccalaureate educational program is consistent with this level.


 FORMCHECKBOX 


Job requires a broad or in‑depth body of knowledge such as would normally


(D)


be acquired through a Master's level educational program that is directly related to the type of work being performed. Advanced knowledge in a particular field of expertise with the skill in applying this knowledge to difficult and complex work assignments is characteristic of this level.


 FORMCHECKBOX 


Job requires substantial professional or administrative knowledge in a singular

       
(E)


advanced professional discipline as would normally be acquired through a doctoral educational program, or requires broad knowledge within multiple fields such as would be attained from educational programs covering several specialized disciplines. 

	


	V.
	JOB RELATED EXPERIENCE


1.
In addition to formal education and/or training requirements, how much overall experience in this field and/or closely related work is normally required to achieve proficiency for this position?  Check the one most appropriate level.


 FORMCHECKBOX 

Less than one year of experience



(A)


 FORMCHECKBOX 

One year to three years of experience



 (B)


 FORMCHECKBOX 

More than three years and up to five years of experience



 (C)


 FORMCHECKBOX 

More than five years and up to ten years of experience



 (D)


 FORMCHECKBOX 

More than ten years of experience



 (E)

	


2.
Please describe the type and the minimum amount of work experience required for a person coming into this job.

	Type of Experience Needed 
	Amount of Experience Needed

	
	(i.e., 1 year, 2 years, etc.)

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	


	VI.
	DEGREE OF TECHNICAL AND/OR ANALYTICAL COMPLEXITY


1.
Briefly describe one or two of the more difficult and/or complex problems or projects that have required technical or analytical ability in your job in the past twelve months.

     
	


2.
This question considers the variety and difficulty of the tasks necessary for successful completion of the work.  Consider the use of technology, amount of  judgment and/or analytical thinking necessary along with the availability of policies, procedures, precedents and standards for guiding the incumbent's actions.  Check the one response that best describes the job.

 FORMCHECKBOX 


Work requires following procedures, policies and/or precedents and consists



(A)

of established routines where some judgment is required.


 FORMCHECKBOX 


Work requires the direct application of a variety of procedures, policies, and/or



(B)

precedents.  Judgment is required in applying guidelines, policies and precedents, and in adapting standard methods to fit facts, conditions and situations.  


 FORMCHECKBOX 


Work is substantially complex, varied, or requires the interpretation of technical


 
(C)
and detailed guidelines, policies, procedures and situations.  Analytical ability and inductive thinking are required.  


 FORMCHECKBOX 

Work is highly technical or extremely analytical.  Policies, procedures and precedents 



(D)
may actually be created and/or recommended.  A high degree of analytical ability and 




inductive thinking is required to devise new approaches.



Inductive:  of, relating to or employing mathematical or logical induction.
	


	 VII.
	RESOURCEFULNESS AND/OR CREATIVITY


1.
Describe an example of your duties that illustrates the creative nature of the work and/or the degree to which ingenuity, resourcefulness or originality is required to develop new or improved methods, procedures or techniques.

     
	


2.
This question considers resourcefulness, expressiveness, ingenuity, or inventiveness required to perform the job. It considers the degree of original thinking required to perform a job where creative thinking is required to organize or develop new or improved methods, ideas, strategies, procedures or techniques.  Check the one response that best describes the job.



 FORMCHECKBOX 


Requires modest resourcefulness or creative ability; selects response from



 (A)

alternatives and adapts response to fit circumstances.  



 FORMCHECKBOX 


Requires significant resourcefulness or creative ability; extends, elaborates and/or



(B)

refines existing procedures or methods including the need to analyze flaws or shortcomings in an existing approach and devise modifications to correct the same.  



 FORMCHECKBOX 


Requires very substantial resourcefulness or creative ability; develops, formulates



(C)

and/or designs new methods, procedures, or systems using old approaches only as a conceptual foundation/ or utilizes imaginative and expressive ways of performing duties, demands for insight and ingenuity are defined by need to inventively think through a novel perspective with past practice as a general reference on how to proceed.  

	


	VIII.
	JUDGMENT


1.
Indicate the freedom of judgment required to carry out your duties and responsibilities.  This factor does not measure decision making authority.  Check the one most appropriate level. 


 FORMCHECKBOX 


The work is performed in accordance with established procedures and



(A)

methods, but incumbents are expected to prioritize and organize assignments, occasionally deviate from schedules or alter the sequence of steps as necessary in order to obtain desired results.  Work is subject to supervisory review.  



 FORMCHECKBOX 


Work requires judgment and/or independent thinking in performing varied



(B)

job duties which may not always be guided by standard routines or procedures.  Supervision is available for direction as needed.  



 FORMCHECKBOX 


Work requires considerable judgment and/or independent thinking, generally may



(C)

involve originating or developing programs or procedures.  Supervision is available for consultation.  



 FORMCHECKBOX 


Work requires creative judgment and/or original thinking in developing



(D)

methods, programs and procedures in new and undefined areas.  Assignments are typically received in the form of broad goals, but incumbents have substantial latitude for independent action in setting goals, policies and procedures for their areas.

	


	IX.
	 SUPERVISION 


1.
Is the job formally responsible for the supervision of staff or student employees?


 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No

	


2.
If yes, indicate the nature or type of supervision.  Check the one most appropriate level.



 FORMCHECKBOX 


Involves scheduling, supervising, evaluating work of, and communicating relevant



(A)
information to, staff and/or students.  Does not have authority to take personnel 
  



    

actions (hiring, terminating, and recommending pay changes).  May make disciplinary recommendations through verbal warnings.



 FORMCHECKBOX 


Involves scheduling, supervising, evaluating work of, and communicating



(B)
relevant information to, staff and/or students.  Make disciplinary recommendations through verbal and written warnings.  May make recommendations for student and/or staff personnel actions (hiring, terminating, and recommending pay changes.)



 FORMCHECKBOX 

Involves scheduling, supervising and evaluating work of staff and/or students.  Has



(C) 
authority to make recommendations for personnel actions (e.g., creating a job, hiring, terminating, performance appraisal and recommending pay changes).  Responsible for communicating/disseminating relevant information to other staff members.   May also manage supervisors.

	


3.
List the number of staff and/or student employees this job supervises.  (Please provide a list of full-time and/or part-time staff that you directly supervise.)





Direct
Indirect*
Total



Full-time Staff
     
     
     





Part-Time Staff
     
     
     





Student Employees
     
     
     



*Indirect Supervision:  Staff and student employees who report directly to the employees you supervise.

	


	X.
	TEAM WORK


1.
These questions ask for the amount of team work typically required of your job.  Consider whether the teams are within or outside of the department.  Check the one most appropriate level.


 FORMCHECKBOX 

Works independently or within a department, but is available as


(A)
needed to assist others in their job.


 FORMCHECKBOX 

Occasionally works with others outside the department or attends


(B)
meetings to become informed of issues that will impact the work of the job.


 FORMCHECKBOX 

Frequently works with others in other departments to coordinate work


(C)
activities, resolve outstanding issues, etc.  Incumbents in this job are often asked to be a member of a work team, committee or attend meetings focused on resolving a specific issue.


 FORMCHECKBOX 

Frequently acts as a team leader to coordinate individuals primarily representing the 



(D)
department to accomplish an assignment most frequently related to the department itself.  Team work skills are necessary to build consensus, direct, empower and support all individuals involved.


 FORMCHECKBOX 

Frequently acts as a team leader to coordinate and integrate individuals spanning various 



(E)
functional areas to accomplish a particular College objective or resolve a College issue.  Team work skills are necessary to build consensus, direct, empower and support all individuals involved.

	


	 XI.
	DECISION MAKING


This question refers to the positive impact of, and authority to make, decisions within the scope of the job and the effect of these decisions on achieving the goals and objectives of the College.  Consider the following as possible points of impact of decisions: instruction, instructional support, research, public relations, administration, student advising and development. Check the one most appropriate level.


 FORMCHECKBOX 

Decisions are limited to a single work unit.  Actions are typically related


(A)
to a specific function and have limited consequences on the activities within the unit.


 FORMCHECKBOX 

Decisions may affect a single department or program.  Actions are generally


(B)
related to regular work functions and have short-term consequences.


 FORMCHECKBOX 

Decisions may affect more than one department or program.  Actions are


(C)
generally related to application of standard policies or job procedures and



have short or long-term consequences.


 FORMCHECKBOX 

Decisions may affect major divisions, broad ranges of departments and 


(D)
programs of the entire College.  Actions are generally related to policy



interpretation or complex systems applications and have short- or long-



term consequences.


 FORMCHECKBOX 

Decisions often affect the entire College.  Actions are generally related to


(E)
policy formulation, objective setting or complex systems designs and have long-



term consequences.

	


	XII.
	FINANCIAL RESPONSIBILITY


1.
This question looks at your responsibility for the operating budget.  The operating budget may include non-faculty wages and salaries.  Please check the one level which is applicable and indicate the budget amount for which you are responsible.

Amount   


 FORMCHECKBOX 


No budget responsibility.
Not Applicable

(A)



 FORMCHECKBOX 


Responsibility for budget recordkeeping.
       



(B)




 FORMCHECKBOX 


Prepares a budget.
        



(C)




 FORMCHECKBOX 


Prepares a budget and has authorization to sign
     

(D)

for expenses without further signature.  


 FORMCHECKBOX 

Responsible for multiple budgets of several recognized sub-departments
       


(E)

and/or functions.  Generally manage people who are managing budgets.

	


2.
This question looks at your responsibility for generating revenue.  Please check


the one level which is applicable and indicate the revenue amount for which you


are responsible.


 FORMCHECKBOX 


No revenue responsibility.
Not Applicable

(A)



 FORMCHECKBOX 


Limited responsibility for revenue generation or enhancement;
      


(B)

not a primary job function.


 FORMCHECKBOX 


Overall responsibility for  revenue generating program(s).
     

(C)




 FORMCHECKBOX 


Responsible for generating revenue through
     

(D)

 individual and corporate donations, and/or other




external sources.

	


	XIII.
	EXTERNAL CONTACTS


1.
With whom do you regularly communicate outside the College in order to perform your duties (e.g., suppliers, governmental agencies, product representatives)?  Do not include students or parents as an answer to this question; this information is asked in the next question.  Explain what is normally discussed and how frequently the contact occurs (e.g., daily, weekly).

     
	


2.
This question looks at the people you regularly have contact with outside the College.  Check all that apply.


Level of Contact

 FORMCHECKBOX 


Limited outside contact required.


(A)


 FORMCHECKBOX 


Contacts with general public, visitors, and/or product/service


(B)

representatives.


 FORMCHECKBOX 


Contacts with product/service/government, university or other


(C)

professionals.  


 FORMCHECKBOX 


Contacts with media, foundations, grant-giving agencies and


(D)

potential donors.

	


3.
This question looks at the kind of conversations and discussions you have with people outside the College.  Consider whether the contacts involve furnishing or obtaining information, explaining policies or procedures or discussing controversial issues.  Check the one most appropriate response.


 FORMCHECKBOX 


Routine information exchange and/or simple service activity; requires common


(A)

 courtesy (e.g., describing simple procedures a providing basic factual information).


 FORMCHECKBOX 


Communication is largely of a non‑controversial nature and handled in accordance


(B)

with standard practices and procedures; tact and cooperation is required (e.g., explaining simple policies, coordinating/scheduling meetings, conferences, or appointments).


 FORMCHECKBOX 


Substantial sensitivity and cooperation required; discussions are frequently


(C)

controversial and require considerable follow‑up action (e.g., project interaction, problem resolution, or interpretation of policies).

 
 FORMCHECKBOX 


Discussions about important and controversial issues; tact, diplomacy and

 
(D)

persuasion usually required (e.g., problem‑solving, discussions about key issues

 


which have substantial impact on the College).

	


	XIV.
	STUDENT AND/OR PARENT INTERACTIONS


1.
This question looks at the kind of conversations and discussions you have with students and/or parents.  Consider whether the contacts involve furnishing or obtaining information, explaining policies or procedures or discussing controversial issues.  Check the one most appropriate response.

 FORMCHECKBOX 

Infrequent contact.


(A)


 FORMCHECKBOX 

Routine information exchange and/or simple service activity; requires common


(B)
 courtesy (e.g., describing simple policies or  procedures and providing basic factual




information).


 FORMCHECKBOX 

Communication is largely of a non‑controversial nature and handled in accordance


(C)
with standard practices and procedures (e.g., explaining more complex policies and 


procedures, coordinating/scheduling appointments/meetings).  Tact and cooperation 


are required.


 FORMCHECKBOX 

Substantial sensitivity and cooperation required; utilizing some persuasion and


(D) 
problem solving skills (e.g., instructional activities, financial aid, admissions, and career development counseling).


 FORMCHECKBOX 

Discussions about complex and sometimes critical issues; tact, diplomacy and


(E)


persuasion required (e.g., crisis intervention or emotional counseling).

	


2.
Within this category, with whom do you normally communicate and what is usually the nature of the discussion?


     
	


 PLEASE REVIEW THE FOLLOWING SECTION AND COMPLETE ONLY IF IT APPROPRIATELY REFLECTS CONDITIONS UNDER WHICH YOU ROUTINELY WORK.  THIS IS NOT A REQUIRED SECTION OF THE JOB ANALYSIS FORM. 

	XV.
	PHYSICAL EFFECTS OF WORKING CONDITIONS


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:

	Activity
	Amount of Time

	Stand
	 FORMDROPDOWN 


	Walk
	 FORMDROPDOWN 


	Sit
	 FORMDROPDOWN 


	Driving
	 FORMDROPDOWN 


	Horse Riding
	 FORMDROPDOWN 


	Bicycling
	 FORMDROPDOWN 



	


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:

	Weight
	Amount of Time

	Up to 20 pounds
	 FORMDROPDOWN 


	Up to 50 pounds
	 FORMDROPDOWN 


	Up to 100 pounds
	 FORMDROPDOWN 


	More than 100 pounds
	 FORMDROPDOWN 



	


3.
This factor measures the degree of mental and/or visual fatigue involved in your work.  Consider the volume of work that requires intensity and constancy (e.g., data entry, financial reports, use of microscope).


 FORMCHECKBOX 

Not Applicable


 FORMCHECKBOX 

Less than 20%


 FORMCHECKBOX 

21% to 50%


 FORMCHECKBOX 

more than 50%

	


XV.
PHYSICAL EFFECTS OF WORKING CONDITIONS (Cont’d)

4.
Describe the type of work activity that leads to mental and/or visual fatigue in your job.

     
	


5.
How much exposure to the following environmental conditions does this job require?  Show the amount of time by checking appropriate boxes below.

	Conditions
	Amount of Time

	Wet/humid conditions (non-weather)
	 FORMDROPDOWN 


	Work near moving mechanical parts
	 FORMDROPDOWN 


	Fumes or airborne particles
	 FORMDROPDOWN 


	Toxic or caustic chemicals
	 FORMDROPDOWN 


	Extreme cold (non-weather)
	 FORMDROPDOWN 


	Risk of Electrical shock
	 FORMDROPDOWN 


	On-call
	 FORMDROPDOWN 


	Risk of radiation exposure
	 FORMDROPDOWN 


	Adverse weather conditions (heat, cold)
	 FORMDROPDOWN 


	Potentially Dangerous Human Interactions
	 FORMDROPDOWN 


	Potentially Dangerous Animal Interactions
	 FORMDROPDOWN 


	Other
	 FORMDROPDOWN 


	
	 FORMDROPDOWN 


	
	 FORMDROPDOWN 


	
	 FORMDROPDOWN 


	
	 FORMDROPDOWN 



	


	 XVI.
	EMPLOYEE GENERAL COMMENTS


Because no single form can cover every part of a job, can you think of any other information

which would be important in understanding your job? If so, please give us your comments below.

     
______________________________________

_____________________

Employee Signature 




Date

	XVII.
	IMMEDIATE SUPERVISOR’S COMMENT SECTION


This portion of the form is to be completed by the employee's immediate supervisor. As a supervisor, it is important that you review and approve this form.  Note any comments you may have next to the employee's responses.  Discuss with your employee any areas on the form which the two of you view differently.  The space provided below is for general remarks you may have. Remember, this form is intended solely for the purpose of accurately describing this job and not the person or his/her performance.

     
_________________________________________

_______________________

Immediate Supervisor's Signature 




Date

     










Print Name

	


	XVIII.
	SECOND LEVEL SUPERVISOR’S COMMENT SECTION

	
	(If Applicable)


This portion of the form is reserved for comments by the second‑level supervisor and other management staff members, where applicable, who indirectly supervise this job through other supervisors. As the next level of management over this job, it is important that you review this form and note any comments you may have next to the employee's responses.  The space provided below is for general remarks you may have. Remember, this form is intended solely for the purpose of accurately describing this job and not the person or his/her performance.

     
_______________________________________

___________________

Second Level Supervisor's Signature 


Date

                            








Print Name

	


	N  O  T  E  S


     

