
Please Complete Your Pay Study Questionnaire (JPQ) by Dec. 20  
 

Data collection is a vital part of any successful Classification & Compensation Study, so it is 

critical for each employee to complete an electronic Job Profile Questionnaire (JPQ) by the 

December 20 deadline. FAQ’s and JPQ Tip Sheet is attached. 

 

Go to www.magintl.org then click the QUESTIONNAIRE button located toward the 

bottom left side of the page, then Scroll down the drop down menu in the box to find KENT 

COUNTY DE, click GO, then enter your County issued Employee Number (User ID) in the log 

in and in the password blocks. This number does NOT have to be 4 digits long like your e-

paystub sign in on the Employee Portal.  If your employee number is 1, then type 1, and if it is 

9023 then type 9023… 

 

Remember to regularly and routinely SAVE the page that you are working on. After a 

few minutes of inactivity the page will automatically log out and you will lose your work. Click 

the SAVE button often!! 

 

According to consultants from Management Advisory Group International, Inc., the 

questionnaire should take about one hour to complete.  You can log in and log out as often as 

you want, but always SAVE your work.  The questionnaire does not have to be completed in one 

sitting.  Do not click submit at the end until you are completely satisfied with what you have 

written. Once you click submit, you will be locked out and cannot make any additional changes.    

 

 The purpose of the study is to compare the job responsibilities of employees in Kent 

County positions, the compensation of the Kent County position, and overall Kent County 

employee benefits with similar jurisdictions in the marketplace such as the State of Delaware, 

Sussex County, New Castle County, City of Dover, Wicomico County, MD etc.  

 

The information provided by employees in the questionnaire will allow the pay study 

consultant to accurately compare job duties with positions in the responding entities, since not all 

position description titles match exactly across governments or businesses.  The data collected 

will be analyzed by the consultant to determine if Kent County has correctly classified the 

position into a grade containing similar skill/education/training levels. Once that is determined 

the pay ranges are developed from the information submitted by the responding 

governments/businesses and a minimum and maximum rate for each grade is calculated with 

appropriate differences between pay grades. The consultant then calculates the overall cost of 

any recommended adjustments for possible inclusion in the County budget.   

 

The consultant will also compare benefit packages from each jurisdiction in order to 

determine if the County’s total compensation package is competitive.  If not, the consultant may 

recommend adjustments to Levy Court.  

 

 Your assistance with the important study is greatly appreciated. 

 

(posted 12/05/19)  

 

http://www.magintl.org/


Use Internet Explorer to visit 

www.magintl.org– DO NOT USE A 

SHORTCUT 

Click the JPQ button  
to access your 
Job Profile Questionnaire 

 

 JPQ Completion Tip Sheet 

 

 

 

 

 

 

Enter your individual 
User ID and Password – 
they are the same  

User ID: Employee ID# 

Password: Employee ID# 

ESSENTIAL: SET SUPERVISOR 

Select Supervisor from list 

1. 

2. 

4. 

5. List Essential Tasks 

Enter Task Statements 

Rank order of Importance 

6. 

Go to the Employee Screen and at the bottom select your supervisor from the drop down lists 

3. 

Select the ONE that is closest 

% of time spent on task 

• BE SURE TO CLICK SAVE AFTER COMPLETING EACH PAGE 

• Each box on the Main Menu must be checked before you can click FINISH. 

• Only Saved Pages will show a check in the box. 

Give examples from your work 

http://www.magintl.org/


 

 
 
To: Employees and Supervisors 
 
From: Management Advisory Group International (MAG) 
 
Re: Completion Procedure for the Job Profile Questionnaire (JPQ) 
 For the Classification Study 
 
As you know, the County has requested a review of the classification system. We are now ready to embark on the 
Job Information gathering phase of this study which requires individual employees to complete a Job Profile 
Questionnaire (JPQ).  The questionnaires can be completed via the MAG website.   
 

What Is This JPQ All About? 
 
The Job Profile Questionnaire (JPQ) is a document that asks you to tell us about your job. We are gathering 
information about what you actually do. What tasks does the work require? What combination of education and 
experience must someone have to perform the kind of work you do?  Do you work primarily in an office or are you 
exposed to hazards working outside? What level of mental and physical effort is required by your job?  These and 
similar work-related questions are asked. 
 
MAG’s questionnaire gathers information about the requirements of the job, not how well anyone does their 
work. In the JPQ we ask for information about the work, not about people. There is nothing in the questionnaire of 
a personal or sensitive nature. The information you provide should be the kind of information that can be used to 
write an accurate job description. Please write all of your responses and comments in terms of what the job 
requires, and not in terms of personalities or individuals performing the work.  
 

How Do I Answer That? 
Responding to the JPQ can be just as difficult or as easy as you want to make it. Once you get through listing the 
five (5) or 10 most important “tasks” that your work requires, the Job Profile Questionnaire is designed to provide 
several statements that represent various levels of involvement with a specific compensable factor. The JPQ has 14 
compensable factors, each of which has a list of 9 or 10 statements. Here’s the simplest way to deal with these 
factors:  

1) Read the entire list of examples over once, quickly 
2) Re-read the list of examples, looking for specific things that remind you of the work you perform. You 

will find that you perform work at several levels. 
3) Click the highest level that best represents the level of work you perform on a regular basis as part of 

your job. After that, go to the comments box on the page and describe what you do that supports 
your selection. Most of the questions we ask provide these kinds of recognition statements to jog 
your memory. Don’t fret over the level you choose, just do your best, then tell us, in your own words 
how the factor applies to your job. 

 

This Factor Doesn’t Apply to My Job! 
Great! This page will only take a few seconds to complete. 
Still you need to select a level, add your comment, save the page and you are quickly done! Now go on to the next 
question. MAG has found that all work has some involvement with each of the factors.  Just do your best to find an 
appropriate selection. 
 
The Job Profile Questionnaire is designed to include all of the jobs in the organization, and every level of 
responsibility.  One or several of the factors may not apply to your job except at a very low level of involvement. 
For example, certain management positions will have greater levels of education than will most office jobs. Using 
one questionnaire for every job class in the organization allows us to compare every job class against every other 

Job Profile Questionnaire Preparation Instructions 
Frequently Asked Questions and Frequent Comments 



 
job class within the organization, and everyone’s job is evaluated on the same scale.  Different jobs are more 
deeply involved in some areas than other jobs are.  It is supposed to be that way. 
 

This Is Really Difficult! (or) This Is Really Time-Consuming! 
It does require considerable thought to properly describe your work, and it should take approximately one hour to 
complete the JPQ. If it seems more difficult than that, you are over-thinking it.  While we are asking for accurate 
information, it is about the work you do every day. Go back and read “How Do I Answer That” and lighten up on 
yourself. 

I Don’t Have Enough Time To Finish! 
Normally, we ask for JPQ’s to be completed in seven (7) to 10 days, (and one or two weekends). You can work on it 
a little at a time and come back whenever you want until you mark it finished. You can get to it on the World Wide 
Web from any computer that has internet access, including the library or a home computer. You can print it out 
and work on it by hand, and have a friend type it in for you if you are not a great typist. Of course, if you wait until 
the last two hours to get started, you won’t have time to do a good job. Start right away, schedule yourself, and 
you will have plenty of time.  
 

Will My Supervisor See What I Write? 
Absolutely. In fact, your supervisor is supposed to provide input as well. Your supervisor’s comments and your 
comments about the duties and responsibilities of your job together create a document that is recognized by the 
courts as having been prepared by the “subject matter experts”. However, your supervisor cannot change what 
you say about the requirements of the job once you officially mark it “Finished”. Supervisors can only agree or 
disagree with you, and enter their own comments separately. 
 

Do I Really Have To Do This? 
Participation is usually required. If you don’t participate or you are tempted to do a half-hearted job, please 
remember that we are evaluating your job to properly place it in the classification plan. If you help us understand 
what your job entails, we can be more accurate. If you don’t care, then you are trusting that others in the same job 
class will properly represent the work that they do, and your work is the same as theirs.  
 

Can Other People Change What I wrote? 
Please read through your JPQ one last time before you select the “Finished” button.  Once you mark your JPQ 
“FINISHED”, no one can make no changes. Be sure to do a quick read-through on everything you have written to 
assure that it is accurate when you believe you are done, and then return to the MAIN MENU page and click the 
“FINISHED” button. That locks it up, and no further changes can be made. 
 

Getting Started – Signing On to the JPQ 
 
You can get into the MAG web site to complete your JPQ from the office, from the job site, from home, on 
vacation or from any location as long as you have a computer with internet access. Use Microsoft Internet 
Explorer to connect to the Management Advisory Group web site at www.maginc.org . Do not use Apple’s Safari 
browser nor Microsoft Edge. 

http://www.maginc.org/


 

 
 

 
From the home page, click the JPQ button on the left side of the screen.  You will be presented with a JPQ box.  
 



 

 
 

 Click the arrow, select  your organization’s name from the drop-down list and click GO. 
 
 

 
 
You will be presented with a login page. 
 Enter the user ID:  Employee ID Enter the password:  Employee ID Then click GO. 
 

 
 
 
 
 
 
 



 
Select Your Supervisor from a list at the bottom of the Employee Introductory Page: 
 
Next, select your supervisor’s name from the supervisor drop-down list, following the same process you used to 
locate yourself. If your supervisor’s information does not appear, please contact HR.  
 

 
 
Once your supervisor’s name appears, click the GO button, and your supervisor’s information will appear. 

After your supervisor’s name appears,   click the SET SUPERVISOR  button 

 

Select your supervisor, then 
Click  
SET SUPERVISOR 



 
This places your name on a list in the supervisor’s JPQ so that your supervisor can provide the required review of 
your comments.  The supervisor is not allowed to make any changes in your JPQ, but may agree or disagree with 
your statements about your job duties and responsibilities. If the supervisor disagrees with what you have said 
about your job, a supervisor comment must be entered, stating the reason for the disagreement.  
 
If your supervisor’s name is not in the list, report the fact to your HR representative who will need to provide 
information to MAG so that it can be entered into the database.  Your supervisor cannot perform the supervisor 
review and your responses cannot be considered until your supervisor has been selected. 
 
Click the SAVE button at the bottom of the screen to save the identification information page and to activate the 
navigation buttons at the top of the page.  
 

From this point, it is easiest to click Main Menu, to navigate to the various pages of the JPQ. Just click the 
button for each page number in order, complete the information and return to the main menu.  
 

 



 
 

JPQ Main Menu 
 

 
 
The easiest and fastest way to get around in the JPQ is from the Main Menu page. 
If you cannot complete your JPQ in one sitting, log out and return to it later.  You may log back in to your JPQ as 
many times as necessary to complete it, until you mark it “finished”. 
 
COMPLETING THE INDIVIDUAL JPQ PAGES: 
 
Follow the general instructions on the main menu, and the individual instructions on each page. 
To complete most JPQ pages, re-read the “How Do I Answer That” segment earlier in this document.  Read the 
definition at the top of the page (provided where appropriate).  

Complete Each Section 
- Main Menu displays 

where you have Saved 



 

 
 
Task Statements on the Essential Tasks Page: 
Please list at least 5 tasks that are essential components of your job. You can enter as many as 20. Follow the 
instructions on the page for guidance. For additional help, click the “Show Examples” button on the page. 
 

 
 
 
When your JPQ is completed, click the FINISHED button on the Main Menu page. 
This finalizes, locks it against anyone making changes to your responses, and enables your supervisor to complete 

List Essential 

Tasks
 

Task Statement 

Rank order of 
Importance:1,2,3… 

% of time 
spent on task 

Select Frequency 
of Task 

1) Read all choices 
 
 

2) Select the most appropriate level based on 
the work required in your job 
 
 

3) Provide examples of your work that apply to 
your selection 



 
the supervisor comments sections.  Your supervisor is required to review your JPQ, but is not cannot change what 
you have said about the requirements of your job once you mark it “finished”.   
 

 
 
Your supervisor cannot finish the supervisory review of your JPQ until you have marked it as FINISHED, so please 
complete the JPQ early, and inform your supervisor when you have done so.  
 
Supervisors 
 
Please review the JPQ completed by each employee covered by this study who reports to you.  These employees 
will appear at the bottom of the Subordinates page (5) of your own JPQ.  If you do not see the name of one or 
more of your reports, make sure that employee has started and finished his/her JPQ, has selected you as the 
supervisor, and has clicked the SET SUPERVISOR button on the employee information page.  If necessary, ask the 
employee to reselect you as their supervisor, and Click the SET SUPERVISOR BUTTON – NOT the Save 
button on their own JPQ until their names appear on your “subordinates” page. 
 
Instructions for reviewing subordinates’ JPQs are also found on the Subordinates page. 
 
Assistance 
 
Management Advisory Group requests that if you have problems, please go back and read the instructions a 
second time.  If you are still having a problem, you should call your Human resources department. They will have 
most of the answers to your questions. If there is anything they cannot answer, they will contact MAG to get an 
answer for you. 
 
Thank you and have an enjoyable experience!  
 

 



Management Advisory Group International, Inc. 
 

JOB PROFILE QUESTIONNAIRE© 
 

 

 
 
 

YOUR INFORMATION 
Name: 
Official  
Job Title: 
Working  
Job Title: 
Department: 
Date Hired: ____/____/______.  Date Promoted to Current Title _____/_____/______ 
Phone    (                 )                 - Extension# 
Employee’s Signature: 
 

YOUR IMMEDIATE SUPERVISOR 
Name: 
Official  
Job Title: 
Phone     (                 )                 - Extension# 
Supervisor’s Signature



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

 
1. INSTRUCTIONS© 

Management Advisory Group International, Inc. is gathering information to classify your job.  Part of the 
information comes from this questionnaire.  We appreciate your cooperation. 

 For best results, please look through the entire questionnaire before you begin answering questions to get a 
"feel" for the information we need.  Then start at the beginning and answer each question as carefully, 
accurately and thoughtfully as possible, to help us understand the work that you perform. 

Please write legibly in ink; it is not necessary to type your responses.   

You may add additional comments in space provided at the end of the questionnaire. 

2. GENERAL INFORMATION ABOUT YOUR JOB© 

PURPOSE: 
Please complete the following statement: 

The PURPOSE of my job is to  
  

  

  

  

  

  

  

 

Please circle the number of the item below that comes closest to describing your job: 

1. I work under direct supervision according to set procedures. 
2. I work under general supervision according to some procedures but I decide how or when to complete 

tasks. 
3. I am given a general supervision, independently developing work methods and sequences.   
4. I work independently, reporting major activities through periodic meetings. 
5. I develop and implement programs within organizational policies, and report major activities to executive 

level administrators through conferences and reports. 
6. I formulate long-range goals for the organization, develop policy and position papers and negotiate with 

the chief administrative officer and/or elected officials. 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

3. ORGANIZATION CHART© 

Please circle the number of the ONE statement below that is closest to where your job fits in the 
organizational chart.  
1. Trainee/Apprentice 
2. Employee 
3. Lead Worker 
4. Supervisor/Coordinator 
5. Department Manager/Administrator 
6. Second level Director 
7. Director reporting to City Manager 
8. Other (describe)    

  

 
Please complete the organizational chart below by entering your title in the “Your Position” box.  Then 
indicate your immediate supervisor’s name and title in the box above yours.  If applicable, enter any 
peers and/or subordinates over whom you have direct supervisory authority. 
 
 

 
 
 
 
 
 

Your Supervisor 

Peer Peer Your Position 

Subordinate Subordinate Subordinate 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

 
4. ESSENTIAL TASKS© 

In the space below list the essential tasks that you perform.  Please list only significant tasks that take up at 
least five percent (5%) of your time.  Most jobs will have 10 to 15 significant tasks.  BEGIN EACH TASK WITH 
AN ACTION VERB.  Examples include "Type"; “Enter”, for each task state why you do it. 
Rank: In the “Rank” column, indicate the 5 most important tasks you perform in your work.  Use“1” for the 

most important, “2” for next most important, etc. Ranking does not have to match the % of time spent 
on a task. 

Percent of your time: In the “%” column, enter the percent of time you spend on that task in the column 
labeled "%”.  Note that the total of percentages should equal 100%. 

Frequency:  In the “Frequency” column, enter how often you perform the task using the following symbols: 
D=Daily W=Weekly M=Monthly Q=Quarterly S=Semiannually A=Annually 

ESSENTIAL TASKS© Ra
nk

 

% 

Fr
eq

ue
nc
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Enters data into the computer system to produce accurate reports for submission to the 
state. 

2 25% D 

Prepares performance evaluations for subordinates. 1 5% A 

Assist in preparation of the Departmental budget using Excel and MSWord. 6 5% A 

Performs on-site visits and in-home patient assessments. 5 20% D 

Balance cash receipts and reconcile deposit slips to assure accurate transactions. 4 10% W 

Provides oversight and control of special contracts and projects. 7 10% M 

Operates heavy and medium equipment (backhoe, forklift, dump trucks, and tractor 
mowers). 

3 25% D 

 
TOTAL: 

 100%  

 

ESSENTIAL TASKS© Ra
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Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

ESSENTIAL TASKS© Ra
nk
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Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

 

5. DATA RESPONSIBILITY© 

Data are information, knowledge, and conceptions obtained by observation, investigation, interpretation, 
visualization, and mental creation.  Data are intangible and include numbers, words, symbols, ideas, concepts, 
and oral verbalizations. 

Please circle the ONE number below that is closest your responsibility for data or information.  At the end of this 
section you will be asked to provide specific examples of how you do this. 

1. I compare or inspect items against a standard. 
2. I copy, transcribe, enter, or post data or information. 
3. I compute or perform arithmetic operations using data or information. 
4. I collect, classify or format data or information in accordance with a prescribed schema or plan to facilitate 

the identification and extraction of useful information. 
5. I gather, organize, analyze, examine, or evaluate data or information and may prescribe action based on 

these data or information. 
6. I coordinate or determine time; place or sequence of operations or activities based on analysis of data or 

information and may implement and report on operations and activities. 
7. I plan and direct others in the sequence of major activities and report on operations and activities which are 

very broad in scope. 
8. I synthesize or integrate analysis of data or information to discover facts or develop knowledge or 

interpretations; change policies, procedures, or methodologies based on new facts, knowledge, or 
interpretations. 

9. I conduct research to discover new methodologies or to find solutions for unresolved problems. 
10. I formulate hypotheses, experimental designs or concepts based on original research 
Provide specific examples of how the statement you checked applies to your job. 

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

6. PEOPLE RESPONSIBILITY© 

People include co-workers, workers in other areas or agencies and the general public. 

Please circle the ONE number below that is closest to how you are involved with people.  At the end of this 
section you will be asked to provide specific examples of how you do this. 
1. I follow instructions and orders of my supervisor. 
2. I serve others such as customers, attend to their requests and exchange information with them. 
3. I speak or signal to people to convey or exchange information of a general nature. 
4. I give information, guidance, or assistance to people which directly facilitates task accomplishment; may give 

instructions or assignments to helpers or assistants. 
5. I persuade or influence others in favor of a service, point of view, or course of action; may enforce laws, 

rules, regulations, or ordinances. 
6. I supervise or lead others by determining work procedures, assigning duties, maintaining harmonious 

relations, and promoting efficiency. 
7. I counsel or instruct/train others through explanation, demonstration and supervised practice or make 

recommendations based on technical expertise. 
8. I negotiate, exchange ideas, information, and opinions with others to formulate policy and programs or arrive 

jointly at decisions, conclusions, or solutions. 
9. I direct or command others by issuing orders and instructions. 

10. I mentor others by advising, counseling, or guiding them regarding problems that may be resolved by legal, 
scientific, clinical, spiritual, or professional principles. 

Provide specific examples of how the statement you checked applies to your job. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

Indicate the number of employees you INDIRECTLY supervise. #_________   
Please list the names and titles of employees you DIRECTLY supervise. 

Employee Title 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

7. ASSETS RESPONSIBILITY© 

Assets responsibility refers to the responsibility for achieving economies or preventing loss within the 
organization. 

Please circle the ONE number below that is closest to how you are involved with assets.  At the end of this section you will 
be asked to provide specific examples of how you do this. 

1. I have minimum responsibility for only small quantities of low cost items or supplies where opportunities for achieving 
economies or preventing loss are negligible. 

2. I have some responsibility for achieving minor economies and/or preventing minor losses through the handling of or 
accounting for materials, supplies or small amounts of money. 

3. I have responsibility and opportunity for achieving moderate economies and/or preventing moderate losses through the 
management of a small division; handling supplies of high value or moderate amounts of money consistent with the 
operation of a small division. 

4. I have responsibility and opportunity for achieving considerable economies and/or preventing considerable losses through 
the management of a large division or minor department; and/or  handling of very large amounts of money. 

5. I have responsibility and opportunity for achieving major economies and/or preventing major losses through the 
management of a moderate sized department, authorizing expenditures of large amounts of money or supervising the 
purchasing of high value materials, supplies and equipment, or for providing routine legal counsel. 

6. I have responsibility for achieving major economies or preventing major losses through the management of a large 
department, or through interpreting policy as legal counsel. 

7. I have responsibility for achieving major economies or preventing major losses through the management of a highly 
complex and/or technical department, or through developing and recommending policy as legal counsel. 

8. I have responsibility and opportunity for achieving wide-spread economies and/or prevent losses through the management 
of a department that has an organization-wide impact or significant impact on the general population, or the supervision of 
a staff of attorneys. 

9. I have responsibility and opportunity for achieving widespread economies and/or preventing losses through the 
development and administration of organization-wide programs and policies that impact the operations of two or more 
major departments or three or more minor department, or for providing legal counsel to the elected officials. 

10. I have responsibility for the overall administration of fiscal and administrative policy with authority and responsibility over all 
departments or the direction of the organization’s legal department. Reports directly to the Board of Directors or other top 
elected/appointed body.  

Provide specific examples of how the statement you checked applies to your job. 
Include the size of the budget you control or oversee:  

  

  

  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

8. EXPERIENCE– RELATED VOCATIONAL REQUIREMENTS© 

Experience refers to the minimum amount of work experience that is required for entry into the position that 
would result in a reasonable expectation that the employee can perform the job.  It may be experience that can 
be gained on the job or experience in a previous job. 
Please circle the ONE number below that is closest to the experience required for entry into your job. 

1. No prior experience or a short demonstration of one month or less. 
2. Over one month and up to and including three months. 
3. Over three months and up to and including six months. 
4. Over six months and up to and including one year. 
5. Over one year and up to and including two years. 
6. Over two years and up to and including four years. 
7. Over four years and up to and including eight years. 
8. Over six years and up to and including ten years. 
9. Over ten years. 

Provide specific examples of how the statement you checked applies to your job. 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

9. EDUCATIONAL REQUIREMENTS© 

Vocational/Educational preparation includes job specific training and education that may be acquired in a 
school, work, military, institutional or vocational environment.  It does not include the orientation time required 
of a fully qualified worker to become accustomed to the special conditions of any new job, nor does it include 
the amount of time that a worker spends to learn reasoning, language, and mathematical skills, which are often 
learned in school. 
Please circle the ONE number below that is closest to the educational preparation required for an entry-level 
position in your job. 

1. Entry level education for this position does not require completion of high school. 
2. Requires High school, GED or specialized vocational training.  
3. Requires High school diploma, GED and formal training, special courses or self-education that is equivalent 

to satisfactory completion of one year of college education or specialized advanced training. 
4. Requires Associate’s degree, vocational technical degree or specialized training that is equivalent to 

satisfactory completion of two years of college education. 
5. Requires Bachelor's degree or education and training equivalent to four years of college education in 

business, liberal arts, or any field other than engineering or the hard sciences. 
6. Requires Bachelor's degree in engineering or the hard sciences such as engineering, chemistry, geology, 

biology, mathematics, or physics; or a Master's degree in Liberal Arts or Business. 
7. Requires Master of Science degree in a professional or scientific field such as physics, engineering, geology 

or similar field. 
8. Requires Master of Science degree in a professional or scientific field such as physics, engineering, geology, 

or similar field with one year Doctoral work.   
9. Requires Medical Doctor, or Doctorate level degree. 
Provide specific information to demonstrate why the level you selected is related to your job. 
  
  
  
  
  
  
  
  
  
  
 

SPECIAL CERTIFICATIONS AND LICENSES: 
Special Certifications and Licenses refer to state, federal, or professional certifications or licenses required to 
enter or maintain your job. 
List each certificate or license required and state why it is required by your job.  
  
  
  
 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

10. MATHEMATICAL REQUIREMENTS© 

Mathematics requires the use of symbols, numbers and formulas to solve mathematical problems. 
Please circle the ONE number below that is closest to the level of mathematics you use.  At the end of this 
section you will be asked to provide specific examples. 

1. I use basic addition and subtraction, such as making change or measuring. 
2. I use addition and subtraction, multiplication and division, and/or and calculate ratios, rates and percents. 
3. I use basic algebra involving variables and formulas and/or basic geometry involving plane and solid figures, 

circumferences, areas, and volumes and/or compute discounts and interest rates. 
4. I use mathematics involving the practical application of fractions, percentages, ratios and proportions; or 

measurements, logarithmic, or geometric construction; may use algebraic solutions of equations and 
inequalities; descriptive statistics; deductive geometry, plane and solid, and rectangular coordinates; 
mathematical and classifications or schemes.   

5. I use algebra working with such factors as exponents, logarithms, linear and quadratic equations; concepts 
of analytic geometry, differentiation and integration of algebraic functions; statistics applying such functions as 
frequency, distribution, reliability, validity and correlation techniques; finance and economics using financial and 
econometric models. 

6. I use advanced calculus using such factors as limits, real number systems, mean values; algebraic functions 
including very complex functions; inferential statistics and econometrics.   

7. I use advanced mathematical concepts and models in experimental design. 
8. I use theoretical mathematical theorems and concepts to solve theoretical and practical problems and in 

original research to advance the mathematical body of knowledge. 
9. I develop advanced mathematical theories and concepts with application in such areas as nuclear science, 

chemistry, economics and physics. 
Provide specific examples of how the selected level of math is used in your job. 
  

  

  

  

  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

11. COMMUNICATIONS REQUIREMENTS© 
Communications involves the ability to read, write, and speak. 
Please circle the ONE number below that is closest to the language skills (reading, writing and speaking) you 
use.  At the end of this section you will be asked to provide specific examples of how this applies to your job. 

1. I comprehend simple signs, labels, symbols; understand routine lists of instructions when explained; little or no 
reading or writing required by the job; basic speaking skills not necessarily including complete sentences. 

2. I read simple sentences, instructions, or work orders; write simple sentences and complete simple job forms; 
speak simple sentences using basic grammar. 

3. I read routine sentences, instructions, regulations, procedures, or work orders; write routine sentences and 
complete routine job forms and incident reports; speak routine sentences using proper grammar. 

4. I read technical instructions, procedures manuals, and charts to solve practical problems such as assembly 
instruction for tools, routine office equipment operating instructions, and methods and procedures for 
investigations, and in drawing and layout work; compose routine reports and specialized reports, forms, and 
business letters, with proper format; speak compound sentences using normal grammar and word form. 

5. I read journals, manuals, and professional publications; speak informally to groups of co-workers, staff in other 
organizational agencies, general public, people in other organizations, and present training; compose original 
reports, training and other written materials, using proper language, punctuation, grammar, and style. 

6. I read professional literature and technical manuals; speak to groups of employees, other public and private 
groups; write manuals and complex reports. 

7. I read scientific and technical journals, abstracts, financial reports, and legal documents; speak before 
professional and civic groups; participate in panel discussions and speak extemporaneously on a variety of 
subjects; write complex articles, reports, and develop presentations for sophisticated audiences. 

8. I read and interpret professional materials involving advanced bodies of knowledge related to politics, 
economics, technology, law, medicine, and other complex disciplines; write extremely complex papers and 
reports; speak to high level scientific, political, economic, legal, medical, or other such groups. 

9. I read and interpret highly complex scientific, medical, or professional materials involving abstract theories and 
concepts; speak before scientific, professional, and civic groups; write articles for scientific and technical 
journals, and develop papers and presentations for professional symposiums and conferences.  
Provide specific examples of how the selected communications level applies to your job. 
  

  

  

  

  

  

  

  

  

  

  

 

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

12. JUDGMENT REQUIREMENTS© 
 

Judgment requirements refer to the frequency and complexity of judgments and decisions given the stability of the work 
environments, the nature and type of guidance, and the breadth of impact of the judgments and decisions. 

Please circle the ONE number below that is closest to the judgments/decisions you make. 
1. I am responsible for very few decisions, affecting only the individual; I work in a very stable environment with clear and 

uncomplicated written/oral instructions. 
2. I am responsible for guiding others, requiring a few decisions, affecting the individual and a few co-workers; I work in a 

stable environment with clear and uncomplicated written/oral instructions but with some variations from the routine. 
3. I am responsible for guiding others, requiring frequent decisions, affecting the individual, co-workers, and others whom 

depend on the service or product; work in a somewhat fluid environment with rules and procedures but many variations 
from the routine. 

4. I am responsible for the actions of others, requiring almost constant decisions affecting co-workers, crime victims, patients, 
customers, clients or others in the general public; I work in a moderately fluid environment with guidelines and rules, but 
frequent variations from the routine. 

5. I am responsible for the actions of others, requiring development of procedures and constant decisions affecting 
subordinate workers, crime victims, patients, customers, clients, or others in the general public; I work in a very fluid 
environment with guidelines but significant variation. 

6. Decision-making is a significant part of my job, affecting a large segment of the organization and the general public; I work 
in a dynamic environment, responsible to assist in developing policies and practices. 

7. Decision-making is a major part of my job, affecting a major segment of the organization and the general public; I work in a 
dynamic environment; I’m responsible for developing policies and practices. 

8. Decision-making is almost entire focus of my job, affecting most segments of the organization and the general public; I work 
in a highly dynamic environment, and am responsible for establishing goals, objectives and policies. 

9. I am responsible for long range goals, planning and methodologies.  Decision-making is focus of job, affecting entire 
organization and surrounding population; I work in an unstable environment with frequent and significant changes in 
conditions. 

10. I am responsible for long range goals, planning, and methodologies.  Decision-making is a primary focus of the job, affecting 
organization, related organizations, and major segments of the general population; I work in an evolving environment with 
emerging knowledge and technologies, competing priorities, and changing politics. 

Provide specific examples of how the selected judgment level applies to your job. 
  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

13. COMPLEXITY OF WORK© 

Complexity addresses the analysis, initiative, ingenuity, concentration and creativity, required by the job and the presence of any unusual 
pressures present in the job. 
 Please check the ONE block below that is closest to the mental requirements of your job.  At the end of this section you will be asked to provide specific 
examples. 

1. I perform routine work using common sense; requires little attention for accurate results. 
2. I perform semi-routine work, following procedures, with occasional problems; requires normal attention for accurate results. 
3. I perform semi-skilled work involving set procedures and rules but with frequent problems; requires normal attention with 

short periods of concentration for accurate results or occasional exposure to unusual pressure. 
4. I perform skilled work involving rules/systems with almost constant problem solving; requires normal attention with short 

periods of concentration for accurate results and occasional exposure to unusual pressure. 
5. I perform coordinating work involving guidelines and rules, with constant problem solving; requires continuous, close 

attention for accurate results or frequent exposure to unusual pressures. 
6. I perform supervisory work involving policy and guidelines, solving both people and work related problems; requires 

continuous, close attention for accurate results and frequent exposure to unusual pressures. 
7. I perform work involving the application of logical principles and thinking to solve practical problems within or applying to a 

unit or division of the organization; requires continuous, close attention for accurate results and frequent exposure to 
unusual pressures. 

8. I perform work involving the application of principles of logical thinking, scientific, medical, or legal practice to diagnose or 
define problems, collect data and solve abstract problems with widespread unit or organization impact; requires sustained, 
intense concentration for accurate results and continuous exposure to unusual pressures. 

9. I perform work involving the application of broad principles of professional management and leadership to solve new 
problems for which conventional solutions do not exist; requires sustained, intense concentration for accurate results and 
continuous exposure to unusual pressure. 

Provide specific examples of how the selected level of complexity applies  
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

14. IMPACT OF ERRORS© 

Impact of errors refers to consequences such as damage to equipment and property, loss of data, exposure of 
the organization to legal liability, and injury or death for individuals. 

Please circle the ONE number below that is closest to the level of reasoning you must use in your job.  At the end 
of this section you will be asked to provide specific examples of how you do this. 

1. The impact of errors is very minor – affects only the individual. 
2. The impact of errors is minor – affects only those in immediate work area. 
3. The impact of errors is moderate – affects those in work unit. 
4. The impact of errors is moderately serious – affects work unit and may affect other units or citizens or loss 

of life could occur but probability is low.  
5. The impact of errors is serious – affects most units in organization, and may affect citizens or loss of life 

and/or damage could occur and probability is likely. 
6. The impact of errors is very serious - affects entire organization and the general public or loss of life and/or 

damage could occur and probability is very likely.  
7. The impact of errors is extremely serious -- affects entire organization and impacts other 

activities/organizations and the general public or loss of life and/or damage could occur and is highly likely. 
8. The impact of errors is severe - affects entire organization, other activities/organizations, the general public, 

and a wide geographic area or loss of life and/or damage could occur and is highly likely. 
9. The impact of errors is catastrophic - has a widespread impact on both public and private organizations, the 

general public, an extensive geographic area and may impact private citizens, the community or a larger 
geographic area; survival of organization is threatened or widespread loss of life and severe damage is 
probable. 

Provide specific examples indicating how the selected impact level applies to your job. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

15. PHYSICAL DEMANDS© 

Physical demands refer to the requirements for physical exertion and coordination of limb and body movement. 

Please circle the ONE number below that is closest the physical demands your job requires. 

1. I perform sedentary work that involves sitting most of the time, but may involve walking or standing for brief 
periods of time; requires little or no dexterity. 

2. I perform sedentary work that involves walking or standing some of the time and involves exerting up to 10 
pounds of force on a regular and recurring basis or sustained keyboard operations. 

3. I perform light work that involves walking or standing most of the time and involves exerting up to 20 pounds 
of force on a regular and recurring basis, or skill, adeptness and speed in the use of fingers, hands or limbs 
on repetitive operation of mechanical or electronic office or shop machines or tools within moderate 
tolerances or limits of accuracy. 

4. I perform light to medium work that involves walking or standing virtually all of the time and also involves 
exerting between 20 and 50 pounds of force on a regular and recurring basis or considerable skill, 
adeptness and speed in the use of the fingers, hands or limbs in tasks involving close tolerances or limits of 
accuracy. 

5. I perform medium work that involves walking, standing, stooping, jumping, dancing, stretching, or lifting all of 
the time and also involves exerting between 20 and 50 pounds of force on a regular and recurring basis or 
exceptional skill, adeptness, and speed in the use of fingers, hands, or limbs in tasks involving very close 
tolerances or limits of accuracy. 

6. I perform medium to heavy work that involves walking, standing, stooping, lifting, digging, pushing and 
raising objects and also involves exerting between 20 to 50 pounds of force on a regular and recurring basis 
and 50 to 100 pounds of force on an occasional basis. 

7. I perform heavy work that involves constantly lifting, shoveling, and carrying 35 to 50 pounds on a regular 
and recurring basis and exerting 100 pounds of force on a frequent basis. 

8. I perform very heavy work that involves constantly lifting, shoveling, and carrying 50 to 75 pounds on a 
 regular and recurring basis and exerting 100 pounds of force on a frequent basis. 

9. I perform very heavy work that involves exerting more than 120 pounds of force on a regular and recurring 
basis, loading and unloading, moving, lifting, fabricating and installing very large or very heavy equipment. 

Provide specific examples of how the statement you checked applies to your job. 

  

  

  

  

  

  

  

  

  



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

16. EQUIPMENT USAGE© 

Equipment usage involves responsibility for materials, machines, tools, equipment, work aids, and products. 

Please check the ONE block below that is closest to how you use equipment.  At the end of this section you will 
be asked to provide specific examples of how you do this. 

1. I handle or use machines, tools, equipment or work aids involving little or no latitude for judgment regarding 
attainment of a standard or in selecting appropriate items. 

2.  I handle or use machines, tools, equipment or work aids involving some latitude for judgment regarding 
attainment of a standard or in selecting appropriate items. 

3. I handle or use machines, tools, equipment or work aids involving moderate latitude for judgment regarding 
attainment of a standard or in selecting appropriate items. 

4. I lead or handle machines, tools, equipment or work aids involving moderate latitude for judgment regarding 
attainment of a standard or in selecting appropriate items. 

5. I coordinate the handling of machines, tools, equipment or work aids involving extensive latitude for 
judgment regarding attainment of a standard or in selecting appropriate items. 

6.  I supervise the handling of machines, tools, equipment or work aids involving extensive latitude for 
judgment regarding attainment of a standard or in selecting appropriate items. 

7. I establish methods and procedures for acquiring and handling of machines, tools, equipment or work aids 
involving extensive latitude for judgment regarding attainment of a standard or in selecting appropriate 
items. 

8. I establish policies for acquiring and handling of machines, tools, equipment or work aids involving extensive 
latitude for judgment regarding attainment of a standard or in selecting appropriate items. 

9. I develop and implement long-range capital plans and programs to support the goals and objective of the 
organization. 

10. I formulate new concepts or theories through original research to resolve unconventional problems. 
Provide specific examples demonstrating how the selected level applies to your job. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

17. UNAVOIDABLE HAZARDS© 

Unavoidable hazards refer to the job conditions that may lead to injury or health hazards even though 
precautions have been taken. 

If your job requires routine and frequent exposure to any of the following hazards, Circle all that apply 

1. None 
2. Bright/dim light; Dusts and pollen 
3. Extreme heat and/or cold; Wet or humid conditions 
4. Extreme noise levels, Animals/wildlife 
5. Vibration; Fumes and/or noxious odors 
6. Traffic; Moving machinery 
7. Electrical shock; Heights 
8. Radiation; Disease/pathogens 
9. Toxic/caustic chemicals; Explosives; Violence 

10. Other extreme hazards not listed above (describe). 
   

Provide specific examples demonstrating how these hazards are encountered on the job. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

18. SAFETY OF OTHERS© 

Refers to the level of responsibility for the safety of others, either inherent in the job or to ensure the safety of 
the general public. (Does not include safety of subordinates). 
Please circle the ONE number below that is closest to the responsibility you have for the safety of others.  At the 
end of this section you will be asked to provide specific examples of how you do this. 

1. My position requires no responsibility for the safety and health of others. 
2. My position requires some responsibility for safety and health of others and/or for occasional enforcement 

of the standards of public safety or health. 
3. My position requires responsibility for the safety and health of others and for occasional enforcement of the 

laws and standards of public health and safety. 
4. My position requires considerable responsibility for the safety and health of others and/or continuous 

enforcement of the laws and standards of public health and safety. 
5. My position involves considerable responsibility for the first-line supervision of the provision of continuous 

enforcement of the laws and standards of public health and safety. 
6. My position involves considerable responsibility for the mid-level management of the provision of continuous 

enforcement of the laws and standards of public health and safety. 
7. My position involves management level responsibility for application and interpretation of the policies 

regarding the provision of continuous enforcement of the laws and standards of public health and safety. 
8. My position involves responsibility and authority for the development of policies regarding the provision of 

continuous enforcement of the laws and standards of public health and safety. 
9. My position serves as the head of an agency or department that has primary responsibility for the 

enforcement of public safety laws. 
Provide specific examples demonstrating your level of responsibility for others’ safety. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

19. SENSORY (ADA) REQUIREMENTS© 

Sensory ability refers to hearing, sight, touch, taste, and smell required by the job. 

Please circle the numbers of the items that indicate the sensory requirements of your job.  

 Please mark all items that apply. 

1. Visual acuity, and field of vision 

2. Hearing 

3. Speaking 

4. Color perception 

5. Sense of taste 

6. Sense of smell 

7. Depth perception 

8. Texture perception 

Provide specific examples of how these apply to your job. 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

 

 
20. ADDITIONAL EMPLOYEE COMMENTS© 

 
The space provided below allows the employee to comment on any aspect of your work that you feel was not 
adequately covered in the previous sections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  

 

 
21. ADDITIONAL SUPERVISOR COMMENTS© 

 
The space provided below allows the supervisor to comment on any aspect of the work that you feel was not 
adequately covered in the previous sections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Supervisor Comments:                          
I Agree I Disagree

 
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
 _________________________________________________________________________________  
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