	CITY OF ROCKVILLE

CLASSIFICATION AND PAY STUDY
	JOB DESCRIPTION

QUESTIONNAIRE
	

	1.  Name (Last, First, Middle)


	2.  Present Job Title
	3. Present Annual Salary

     $

	4. Department


	5.  Division 
	6.  Cost Center – Facility
	7.  Anniversary Date

	8. Total Hours worked per Week


	9.  Number Years with City
	10. Number Years in

Present Position

	11.
	Names and titles of persons from whom you receive supervision or direction.

	
	

	
	

	12.
	How does your supervisor assign work to you? What instruction or guidance is furnished?  Who checks your work?

	
	

	
	

	
	

	
	

	13.
	If your job involves the direction or supervision of others, give the number of employees supervised and their titles. 

	
	

	
	

	
	

	14.


	DESCRIPTION OF DUTIES:  Please start with the work, which takes the greatest amount of your time.  Explain in simple terms exactly what you do.  Then list and explain the next most time consuming job, and so on, until you explain all your activities.  Use a separate paragraph for each kind of work.  In the column at the left, give you best estimate of the percentage of you total working time taken up by each kind of work your described. (You may use your present job description and delete duties that you know longer perform and add new duties that you are now performing.)

Continue 14. from page one if you need more room..



	15.
	List any machines, equipment, or motor vehicles you are required to use. Indicate percentage of working time spent in operating each.

	
	

	
	

	16.
	Date
	
	
	17. 
	Signature
	

	

	I certify that the answers to the above questions are my own and to the best of my knowledge and belief are correct and complete.



	TO BE FILLED IN BY IMMEDIATE SUPERVISOR OF EMPLOYEE

	18.
	Are the above statements of the employee accurate and complete?  ( yes  ( no   Please indicate any inaccuracies or incomplete items.

	
	

	
	

	19.
	EDUCATION required of a new employee to perform this job satisfactory.               20.  EXPERIENCE required for this level of work.

( Elementary (0-7)   ( less than high school (8-11)   ( high school graduate                   Years of experience  _______________

( A.A. ( B.S. ( M.S.  Major __________________________________                         

Vocational Technical (specify)  __________________________________                          Type of experience  _______________



	21. 
	Under normal situations for this position, what LEVEL OF WORK is performed by this employee?  (Check one)

( RESPONSIBLE – Most fundamental level; handles everyday, reoccurring basic assignments and problems.

( INTERMEDIATE – Handles a variety of typical assignments and problems independently.

( DIFFICULT – Senior or supervisory level; handles all assignments & problems except those requiring policy or procedural change

( COMPLEX – Highest level of work; managerial in nature; directs all assignments and deals with all problems.



	22.
	What level of KNOWLEDGE of the basic job is required to perform this job satisfactorily? (Check one)

( SOME – Fundamental knowledge of principles and terminology that allow performance of the basic job.

( GENERAL – Sufficient knowledge to perform and deal effectively and normally encountered work situations.

( THOROUGH – Sufficient comprehension to deal with and resolve unusual and difficult work problems.

( COMPREHENSIVE-Complete mastery&understanding of the subject;most advanced degree of knowledge likely to be found



	23.
	What level of HUMAN RELATION SKILLS are required to perform the job satisfactorily?  (Check one)

( LIMITED – Little or no contact required except with immediate associates and own supervisor.

( BASIC – Requires regular contact within the department & periodic contacts with other departments, outside agencies & the general public.

( REACTIVE – Requires regular contact within the department and with other departments, outside agencies and the general public,      

     supplying or seeking information on specialized matters.

( PROACTIVE –Requires outside & inside contacts to carry out organizational programs or occasional contacts with officials at higher levels

     on matters requiring cooperation, explanation & persuasion or work requiring the enforcement of laws, ordinances, policies & procedures

( INFLUENTIAL – Requires regular contacts with persons of importance & influence involving considerable tact, discretion & persuasion

( MANAGERIAL – Requires continuing contacts involving difficult negotiations calling for well-developed sense of timing & strategy.


	

	24.
	What level of PHYSCIAL DEMANDS does this position require?  (Check one)

( LIMITED – Requires little or no physical effort of exertion.

( LIGHT – Requires light physical effort working almost exclusively with light weight materials or short periods in difficult work positions.

( MODERATE–Requires moderate physical effort working regularly with light weight materials & occasionally with heavy weight materials

( CONSIDERABLE – Requires considerable physical effort working continuously with light to medium & frequently with heavy weights.

( HEAVY – Requires heavy physical effort continually working with heavy weight materials for the entire work period.



	25.
	What JOB HAZARD or MENTAL STRESS is involved in this work?  (Check one)

( EXCELLENT – Working conditions with absence of disagreeable conditions (or) limited mental effort and/or stress.

( GOOD – Working conditions, may be slightly dirty or involve occasional exposure to some disagreeable elements (dust, heat, fumes, cold,

     noise, vibration or wetness) & accidents are improbable other than minor injuries (or) some mental effort & stress involved resulting in

     inconvenience and frustration.

( SOMEWHAT DISAGREEABLE – Working conditions due to exposure to one or more of the elements listed above; work involves 

     frequent exposure to hazards where lost-time accidents are definitely possible, (or) considerable mental effort and stress.

( DISAGREEABLE – Working conditions under which several of the above elements are occasionally present to the extent of being

     objectionable or regular exposure to work situations which could result in incapacitating accidents or, on occasion, loss of life (or)

     serious mental stress involved which could, over a period of time, result in temporary nervous disorder and severe mental anguish.

( DANGEROUS – Working conditions where one or more of the above elements are regularly present and objectionable, or continuing

     exposure to work situations which could result in incapacitating accidents or periodic exposure to work situations involving hazards that

     could result in total disability, critical illness or loss of life, (or) severe mental stress involved that could result in permanent nervous 

     disorder or mental instability.

( VERY DANGEROUS – Constant exposure to work situations involving hazards which could result in total disability, critical illness or

      loss of life despite the provision and/or implementation of available safety measures.



	26.
	How INDEPENDENTLY is an employee in this position required (allowed) to work?  (Check one)

( PRESCRIBED – Work subject to direct and detailed instruction with close supervision.

( STANDARDIZED – Work subject to general instructions, established routines and/or standardized practices and procedures.

( DIRECTED – Work is subject to general policy direction, practices, and procedures covered by precedents & general supervisory review.

( BROAD – Work, by nature and scope, is subject to functional policies and goals under general managerial direction.

( STRATEGIC – Work, based on scope, complexity and effect on overall agency results, is subject only to broad policy guidance.



	27.
	How much direct IMPACT ON END RESULTS does this position have?  (Check one)

( INCIDENTAL – Supportive, informational, recording or other service to assist others to meaningful and correct end results.

( ADVISORY – Paraprofessional or technical support to others or individually providing data or facilitating services for use by others.

( OPERATIONAL – Daily actions or services affect individual clients/citizens; activity has meaningful impact on specific cases within

    service area 

( CONTRIBUTORY – Participating with others (within and/or outside the organizational unit) in program development, service delivery and

     supervision of subordinate staff.

( PRIMARY – Major individual impact on and accountability for end results affecting organizational unit or total organization.



	28.
	What special LICENSES OR CERTIFICATES are required for this position?

	
	

	
	

	
	

	29.
	Does this position require  ( Stenographic and/or  ( transcription         30.  Does this position require  ( typing  ( work processing

skills?                                                                                                                 ( date processing skills?

At what level? ( basic  ( intermediate  ( advanced                                     At what level? ( basic  ( intermediate ( advanced/supervisory



	31.
	Date
	
	
	32. 
	Signature
	

	TO BE FILLED IN BY THE DEPARTMENT HEAD

	33.
	Do the above statements portray this employee’s job? ( yes  ( no           Please indicate any inaccuracies.

	
	

	
	

	34.
	Date
	
	
	35. 
	Signature of Department Head
	


