pennsylvania State System of Higher Education

Position Description questionnaire
Identifying Information

	Last Name
	First Name
	MI
	Employee Number
	Position Number

	
	
	
	
	

	

	Job Title (Classification)
	Job Code
	Working Title

	
	
	

	

	Department
	Organization
	Organization Code

	
	Mansfield University
	

	

	Supervisor’s Last Name
	Supervisor’s First Name
	Job Title
	Position Number

	
	
	
	

	

	
	Days Worked

	Start Time
	End Time
	Hours/Week
	
	(Check all that apply)

	
	
	
	
	Sun
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat

	
	
	
	
	
	
	
	
	


Position Purpose:  Describe the primary purpose of this position and how it contributes to the organization’s objectives.  Example:  Provides clerical and office support within the Division to ensure its operations are conducted efficiently and effectively.
Description of Duties:  Describe in detail the duties and responsibilities assigned to this position.  Descriptions should include the major end result of the task and the approximate percentage of time in a given year spent on that duty (percentages should total 100%).
	Description of Task
	% of Time

	Example: Using a desktop personal computer, types correspondence, reports, and other various documents from handwritten drafts for review and signature of the supervisor.
	10%

	
	

	The Position Purpose and Description of Duties sections summarized above provide a representative listing only and should not be regarded as a complete statement of tasks performed by incumbents of this position.  It should be recognized, therefore, that employees may be asked to perform job related duties in addition to those outlined above.
	


Decision Making:  Describe the types of decisions made by the incumbent of this position and the types of decisions referred to others.  Identify the problems or issues that can be resolved at the level of this position, versus those that must 
be referred to the supervisor.  Example:  In response to a customer inquiry, I research the status of an activity and prepare a formal response for my supervisor’s signature.

	Fiscal Responsibility:  Describe how the position is responsible for managing budgets, generating income or controlling costs.  Example:  Monitors office supply expenses to ensure budget is not depleted before year-end.



	Supervisory Responsibility:  Describe any lead work or supervisory responsibility and the positions supervised.  Example:  Acts as a lead worker for two work study students by assigning and checking work.



Requirements Profile:  Identify any requirements, such as specific degree, years of experience, licensure, registration, or certification, which may be necessary to perform the functions of the positions.  Position-specific requirements should be consistent with a Necessary Special Requirement or other criteria identified in the classification specification covering this position.  Example:  Professional Engineer License
	Knowledge, Skills and Abilities Requirements:  Describe the knowledge, skills and abilities required to perform the work of the position.  Example:   Demonstrated ability to present ideas clearly and effectively, both orally and in writing.



Essential Functions:  Provide a list of essential functions (physical and mental abilities) for this position.  Example:  Lifts boxes weighing up to 60 pounds.
Below is an example of Essential Functions for clerical employees.  Please change the Essential Functions as needed to what is applicable for the position that you are adding/revising and indicate if the frequency is daily/frequently or occasionally. 

  1.  Sitting – 80%; Walking - 10%; Standing - 10%; Squatting – 3%, Bending – 3%
  2.  Working indoors – 95% and Outdoors (for errands) – 5%
  3.  Frequent lifting of objects weighing less than 10 pounds

  4.  Occasional lifting of objects weighing 25 pounds or greater
  5.  Occasional pushing/pulling objects weighing 25 pounds or greater
  6.  Frequent reaching for objects at, above and below shoulder

  7.  Frequent twisting at waist, and stretching to reach objects

  8.  Occasional fine manipulation with hands 
  9.  Frequent simple grasping; occasional power grasping

 10. Basic math skills (add, subtract, multiply, divide)

 11. Reading skills including understanding written direction. 

 12. Writing skills in preparing and organizing documents

 13. Sensory skills, i.e. visual, hearing, and speaking

 14.  Keyboard skills    
CERTIFICATION

By entering my name below, I certify to the best of my knowledge all statements contained in this position description questionnaire are correct.

Employee Signature _______________________________ Date_____________

Supervisor’s Acknowledgement__________________________________Date_____________
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