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Mott Community College
ADMINISTRATIVE SUPPORT BARGAINING UNIT

CLASSIFICATION REVIEW REQUEST AND

JOB INFORMATION QUESTIONNAIRE
This request for classification review must be accompanied by a signed job description for the position.  This position will not be evaluated by the job evaluation committee until the job description and this questionnaire are complete and signed.  Please note that items on the JD may change (i.e., pay grade, title, etc) and the JD may need to be updated and re-signed once the job evaluation process is complete.

THIS QUESTIONNAIRE/REQUEST FORM SHOULD BE COMPLETED BY THE SUPERVISOR


Current position title:



Desired position title:



Reason for review:

This is a new job


Change in responsibilities and accountabilities

Reclassification that has resulted in a bargaining unit change
If reason for review is a change in responsibilities/accountabilities, I feel the changes made to the position may warrant an:


Upgrade


Downgrade


Not Sure

Employee name (incumbent):


(Leave blank if position is vacant)


Date employee began duties:

(Leave blank if position is vacant)


Date this form and attached job description were 

provided to the employee and union:
Please explain why this position is being submitted for evaluation.  If the position has changed, please describe in detail the changes and attach any other documents that illustrate your explanation (i.e., organization charts, workflow diagrams, procedures, etc).

Attach additional sheets, if necessary

Supervisor Signature: 
Date:  
VP or Executive Dean Signature: 
Date:  
Employee Comments (Not required)
Attach additional sheets, if necessary
Employee Signature:  
Date:  

(Not required)
JOB INFORMATION QUESTIONNAIRE
A.  JOB KNOWLEDGE / QUALIFICATIONS

When completing this section, focus on the minimum requirements of the job and not your own personal qualifications.  Make sure the education level, training or certifications are required to perform the job satisfactorily and not simply an additional skill or attribute.  The objective is to identify the combination of education, experience, certifications, skills and attributes necessary to meet basic expectations of your position.

1. Check the highest level of formal education necessary to do your job:


High School (or GED)


High School plus some additional training (such as co-op)

High School plus some specialized training program, or certification, that
lasts less than two years


Two-year specialized training program or Associate’s degree

2. Describe/list the minimum amount of specialized training, certification, or directly applicable work experience necessary:












3. Place a check in all of the following work skills needed before a person could enter your job.

Skill






          Desirable
       Necessary

Keyboard/typing speed – minimum 45 words per minute




Keyboard/typing speed – minimum 55 words per minute




Keyboard/typing speed – minimum 60 words per minute




Keyboard/typing speed – minimum           words per minute


(If other than speed above, please enter required or desirable speed.)

JOB KNOWLEDGE / QUALIFICATIONS (Continued)
Skill
          Desirable
          Necessary

Filing










Maintain appointment schedule(s)




Schedule travel









Data entry and editing






Duplicate materials



Answer telephone/ record message – single line



Answer telephone/ record message – multiple lines



Proofreading for typing errors





Maintain office supplies







Record dictation (speed/wpm          )





Transcribe dictation (speed/wpm           )



Calculating, posting/ verifying of financial data




Handle cash transactions, maintain cash balance




Other (Please specify)  



Other (Please specify) 

Other (Please specify) 

Other (Please specify) 


Other (Please specify) 



Other (Please specify)  


Other (Please specify)  


JOB KNOWLEDGE / QUALIFICATIONS (Continued)
4. Which of the following software programs/ packages do you need to use (“often” or “occasionally”) on the job.  Put a mark in the “would help” column if you don’t currently use the program/ package but would be more efficient/ effective if you did.  In the “training needed” column, indicate by a checkmark if a formal program is needed in order to become competent in the program/ package.  Indicate your current skill level in the far column for each program/package.





 Formal
----------- SKILL LEVEL ----------


Use
Use
Would
Training
 Inter-
Program/Package
Often
Occasionally
 Help
Needed
Basic
mediate
Advanced

Windows


Microsoft Word



Excel


Powerpoint


Access


Lotus Notes


Datatel


Outlook





5. How long would it take a person with only the necessary qualifications to learn to perform this job efficiently? (Check one)


One to three months


Three to six months


Six to nine months


Nine months to one year


One or more years

JOB KNOWLEDGE / QUALIFICATIONS (Continued)
6. Which of the following types of written communications occur on your job?


Filling in blanks on forms


Writing summaries of work/ projects


Completing recurring reports


Edit or improve appearance of draft reports made by others


Composing memos/ letters


Writing business reports


Writing technical reports


Other (Please specify) 
7. Which of the following types of verbal communications occur on your job?


Exchanging job-related information with staff


Exchanging job-related information with public or students


Presentations to other staff


Presentations to public or students


Other (Please specify) 


B.  WORK ENVIRONMENT

1. Does your work involve any unusual physical effort or activity?





Yes
No
(If yes, check below all that apply:)
  
Often
Constantly
Purpose/Task




Standing/Squatting









Bending/Stooping









Walking










Sitting (Check only if you cannot move



from work station except at breaks)







Lifting; heaviest weight lifted 












Repetitive motion (e.g. typing)




WORK ENVIRONMENT (Continued)
2. Does your work involve any exposure to disagreeable or harmful conditions?



Yes
No
(If “Yes,” please describe:)

3. Must your work be performed under stressful or pressure conditions?



Yes
No
(If “yes,” how often?)


Infrequently












Occasionally











Frequently











Constantly

4. Please describe any stressful or pressure conditions:


C.  CONTACT AND INTERACTIONS

All positions require the incumbent to have contact (in person, by phone, by mail) with people inside/ outside the College (such as other employees, students, vendors, or public).

1. About what percent (on average) of your contact involve the following:  (Section should total 100%.)


Informing the public or others of general information (e.g., location of facilities, hour of operation).


Informing the public or others about complex information or the results of activities (e.g., informing students or media of reasons for tuition or scheduling changes).


Convincing others to take a particular position or to act in a certain way (e.g., working out a change in class hours or locations, getting a policy change approved by a cross-functional committee).



Contacts between departments and cross-functional.



Other (Please explain)
       

100%

        




2. How often are you communicating with the following groups of people? (Check one from each.)
a) Employees of the College – including student employees



Several times per day/ with every task



Daily



Less than weekly






Weekly

b) Students, public, agencies, and others outside the College



Several times per day/ with every task



Daily


Less than weekly






Weekly

D.  PROBLEM SOLVING

1.  
If a job-related problem occurs on your job, who is expected to solve the problem (most of the time)?  (Check one.)

You


Your supervisor


Individual who gave you the work assignment

Other College employee

2. Which of the following best describes how you solve most of the job-related problems that occur on your job?  (Check one or more.)

I have a few choices, and I select the one that fits the problem.



I have some choices for each problem, and I choose the best one.

I have some choices, but sometimes I need to change an existing option to solve the problem.
Sometimes there is an established option, but most of the time I have to design my own solutions.

3. Which of the following best describes how the College’s policies and procedures affect your work?  (Check one or more.)


College policies and procedures define how I do almost all my work.



College policies and procedures define how I do most of my work.



College policies and procedures help me do my work.



College policies and procedures give me some guidance on how to do my work.



College policies and procedures give me very little guidance on how to do my work.

4. Can the problems that come up on your job be resolved with policy or technical manuals or procedures you have been taught?  (Check one.)


Yes, nearly all of the time.


Yes, some of the time.


Rarely



No

E.  IMPACT ON THE WORK OF OTHERS

1. Do you plan for, check the work of, and/ or instruct or direct other employees, student employees or co-ops?



Yes
No
If Yes:  
2. How many and how often do you “lead” or assist other employees?


a) Student employees/co-ops:
Frequency: 
Several times per day/ with every task





Number:

Daily




Less than weekly


Weekly


b) Other employees:
Frequency: 
Several times per day/ with every task


Number: 

Daily


Who:
Less than weekly



Weekly


3. What type of work “leading” or assisting do you do?


a) Student employees/co-ops:
Plan work









Assign work



Direct work



Instruct on methods and procedures of work


Check and approve work



Correct errors



Assist in resolving routine problems



Assist in resolving complex problems



Recommend employee discipline



Other (Please describe) 




IMPACT ON THE WORK OF OTHERS (Continued)

b) Other employees:
Plan work



Assign work



Direct work



Instruct on methods and procedures of work



Check and approve work



Correct errors



Assist in resolving routine problems



Assist in resolving complex problems



Recommend employee discipline



Other (Please describe) 



4. When you need to solve a problem, do you ever do something different than the normal College practice?  (Check one.)


No



Yes, but usually just a small change, and only after getting approval.


Yes, but usually just a small change.

Yes, sometimes a major change, but only with approval.


Yes, sometimes a major change.

IMPACT ON THE WORK OF OTHERS (Continued)
5. When you have to solve a problem on the job, which of the following do you usually have to think about?  (Check as many as apply.)


Only you and your job



You and others who work directly with you



Others in your department



Employees in other departments



Students



Public


List examples of the problems you routinely handle.


F.  POSITION DISCRETION

1. How frequently does a supervisor provide direction for the performance of your job duties?


Several times per day/ with every task


Daily


Less than weekly


Weekly

2. Who, other than your supervisor, assigns work to you?


Other departmental employees.  


How many? 
Who?  




Other College staff, outside department.


How many?  
Who?  










POSITION DISCRETION (Continued)
3. How frequently is your work normally reviewed?  (Check one.)


Several times per day/ with every task



Daily



Less than weekly



Weekly

4. Are there established policies and standard procedures that help you make decisions and perform your job duties?  (These procedures might or might not be written.)


Yes
Sometimes      
No

Explain or list these policies and procedures.
 


5. Which of the following statements best describes how you get the most of your assignments?  (Check one or more.)

I get specific assignments, with specific directions and instructions of when they should be completed.



I get specific assignments, instructions on when they should be completed and basically what it should look like.


I get a basic idea of what I’m supposed to do, when it is due, and an idea about what it should look like when it is completed.


  
I have some things to do every day but I decide what order to do them.



I’m told to investigate something, and provide answers to some general questions.



I’m told to investigate something, and to suggest what to do about it.

6. Which of these statements best describes the freedom you have to organize your job duties?  (Check one or more.)


Almost everything I do is what I’m told to do and when I’m told to do it.


I have some things I have to get done every day, but other events often change how I do them.


I have some things to do every day but I decide what order to do them.

POSITION DISCRETION (Continued)

I have some things to do every week, and I usually can decide what order to do them.



I have things to do every week, and I can almost always decide how to do them.


I have a number of things to do each month, and some special projects, and I can usually decide what order to do them.
7. Confidential Data/Information:  Check one of the following which describes the expectations of your position relative to confidential data and/or information:


Little or no contact with confidential data/information.

Occasional contact with confidential data/information.  Disclosure would have negligible impact.


Regular contact with confidential data/information.  Disclosure would have moderate impact internally but minimal external impact.


Regular contact with confidential data/information.  Disclosure may be harmful to the College (either internal or external).

G.  IMPACT OF WORK

1. Errors occur when doing your job.  Who is likely to be affected?  (Check one or more.)

You
Others in your department


Your supervisor
Other employee in College


Person who gave you the work assignment
Student/Public

2. If errors occur when doing your job, what is the likely result?  (Check one.)

Inconvenience and confusion may occur but little cost in time, money or public/ employee goodwill.



Moderate cost in time, money or public/ employee goodwill may result.





Significant cost in time, money or public/ employee goodwill may be incurred.  

H.  GENERAL COMMENTS

List any additional comments which would help describe the position further.


ATTACH JOB DESCRIPTION TO THIS REQUEST







e)











a)





	





























d)











c)











b)
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