Reclassification Questionnaire


ANALYST SERIES

Employee Name        Date Completed      
Department Name       Department Code     
Current Title Code      Current Payroll Title      
Name of person filling out questionnaire 
 FORMCHECKBOX 
 Same as above







 FORMCHECKBOX 
 Supervisor      






 FORMCHECKBOX 
 MSO/Other      

If this questionnaire has been completed by the Employee… 

Check here if the Supervisor has reviewed this document and supports the content:     FORMCHECKBOX 

How to Complete this Questionnaire

The below questions will help the Compensation Analyst determine the appropriate classification for your job.  Please complete the questions to the best of your ability.  Contact the Compensation Analyst for your department if you have any questions.

What is Analysis?

Analysis is defined as the process of breaking a complex system or problem into its component parts in order to determine the relations between them.   Analysis is applied when there is an organizational need to identify all the elements that make up a policy, structure or process.  At the professional level, analytical procedures are conducted without formulas or preset guidelines.  A high level of discrimination and independent decision-making are assumed on the part of the Analyst.


The analytical process itself is composed of several phases.  These phases are:

 

1. Provide one ore more examples of the types of problems you analyze.

     
2. What analytical procedures do you employ to understand how these problems arise?

     
3. What level of independent judgement do you exercise in this process?

     
4. At what level is your work reviewed? (i.e., Who reviews your work and how detailed is their review?)

     
5. How do you locate sources for collecting information (data) to resolve the problem?

     
6. Do you write reports that summarize your findings and recommendations? If so, explain.

     
7. Do you advise management in written or oral form as to the proper courses for resolving problems? If so, provide an example.

     
8. Do you prepare directives, regulations and other instructions for subordinate administrative units within your organization? If so, explain.

     
9. Are you seen as the dept/unit expert on the types of problems you routinely analyze? If so, provide an example.

     
10. What are the consequences of error in the decisions that result from your analyses?

     
11. Identify and describe any other analytical elements in your job that may not have been covered by this questionnaire.

     
Also May Include:


( Deciding course of action to take


( implementing solution


( evaluating results





Identification of all parts of the problem





Making recommendations for problem solution





Synthesizing data and documenting analysis (such as writing reports)





Collection of data
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