Reclassification Questionnaire


STUDENT AFFAIRS OFFICER

Employee Name        Date Completed      
Department Name       Dept 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.

APPLIED KNOWLEDGE

1.
What distinct programs are you involved with and what is your role?

     
2.
What are some typical problems that you are called on to solve?  What do you need to know to solve these problems?  What are the most complex problems that you are called on to solve and how often do these complex problems occur?  What steps do you take to solve problems?

     
3.
What professional knowledge, skills and abilities are needed to perform the duties of your position?

     
4.
If you have managerial responsibilities, describe what you need to know and your role in order to fulfill these responsibilities.  Here is a list of some of the managerial areas:

Budget/Finance (posting, recordkeeping, recharges, etc.)

     


Contract & Grant (proposal preparation, recordkeeping, etc.)

     


Supervision (# of FTE's)

     
Long-Range Planning (include Space/Facilities issues)

     
Policies/Procedures

     
Program Development and Implementation

     
IMPACT
Freedom to Act

1.
From whom do you receive your work assignments?

     
2.
How often do you meet with your supervisor to discuss work assignments?  Describe the type of direction that you receive.

     
Scope

1.
Who do you typically interact with and on what issues/problems?

     
2.
What are the consequences if you fail to perform your duties?
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