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Michigan Technological University
POSITION DOCUMENTATION QUESTIONNAIRE

NON-EXEMPT POSITIONS

Name:                                                                                 Position Title:                                                            

Employee #:                                                           Reports to (Title):                                                                   

Department:                                                                                                Date:                                                 

A. POSITION PURPOSE

State briefly the principal purpose or function of your position (what you are paid to accomplish) and the major
objective of your position (why the major function is performed).

The principal function of my job is:

This is done in order to:

B. QUANTITATIVE DATA

Provide quantitative data, specifically applicable to your position, that will best describe or measure its size, influence
or effect on the university's business.  Think in terms of items/areas you control, influence, safeguard, manage or
impact in a measurable way.  These may include dollar measures (average accounts payable balance) or unit
measures (numbers of claims processed.)
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C. SPECIFIC DUTIES AND PERFORMANCE MEASURES

List the duties which comprise your regular assignments, starting with the most important.  This list should include all
the major duties you personally perform.  Use specific verbs of action (i.e., regulate, test, draft, etc.) avoid "generic"
verbs (i.e., handle, assist, responsible for, etc.)

In the first column estimate the percent of your total working time spent on the duty you indicate in the second
column.  To estimate the percent of time, use some reference point such as one hour of an eight hour day (1/8 =
12%); two days a week (2/5 = 40%); or three weeks a year (3/52 = 6%).  Note:  Percentages should add up to 100%.

For each duty also indicate the frequency you perform the duty, and a way to measure satisfactory performance of the
duty.

Example:

% of 
Total Time Duty Frequency Measure of

Satisfactory Performance

12 Maintain complete and accurate fixed assets
records

Monthly Completeness and accuracy of records

30 Supervise and schedule work of subordinate
staff

Daily Cost-effective operation of department

45 Transcribe and edit correspondence,
proposals, minutes, etc.

Daily Number of accurate documents typed on a
timely basis

% of 
Total Time Duty Frequency Measure of

Satisfactory Performance

100% Total



3

Report Preparation:  Are you expected to prepare special reports?    G  Yes         G  No  

If yes, when you prepare these reports, do you:                          

G compile or calculate numeric data:                       

G  interpret data:                                          

G  make recommendations?                                    
                                                                               

Who assigns these tasks to you and what are the reports used for?       

Equipment Operation:

a. What percent of your total working time is spent operating office equipment such as typewriters, calculators,
computer terminals, copiers, fax machines,  etc.?                              %

b. List the various office equipment you must operate as part of your job.

c. If you service or repair the equipment, describe the nature of these duties.
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D. Work Direction

a. Do you have responsibility for providing work direction for others (distributing work to others, reviewing work for
content or completeness, assigning persons to specific work, training new employees)?  If no, go to question
"b".

If yes, specify employees by title and describe the nature of the direction provided.

Title Nature of Direction

b. From whom do you receive work direction?

Job Title(s)                                                                                                                                                  

c. Who reviews and approves your work in progress or when completed?

Job Title(s)                                                                                                                                                  

d. Who would you go to if you had a question about your work?

Job Title(s)                                                                                                                                                  

E. Responsibility and Decision Making Authority

1. What kinds of decisions do you have the authority for making? (Give examples) 

2. What kinds of decisions or problems do you refer to your supervisor?   (Give examples)  
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F. KEY CONTACTS                                                                

Often incumbents must go to sources to accomplish tasks such as gathering information, obtaining advice, or
ensuring coordination.  These sources are considered key contacts and can occur inside or outside the organization.
Who are the most significant contacts you have within or outside the university?  Also, describe approximately how
often (per month) they occur and the purpose of such contact.  Consider only contacts other than your supervisor or
subordinates.  Contacts may be individuals (by title), or groups (task forces, committees, councils, etc.)                
                                                  

Contact Frequency Purpose

Inside:

Outside:

G. PRINCIPAL CHALLENGES                                                        

Describe the nature and variety of the most typical and most complex problems you face in this position, and the
various long and short range challenges in this position.                                      

                                                                               
1. Typical problems:                                                                                                                                      
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2. Most complex problems:                                                                                                                                

 
3. Challenges:

H. JOB KNOWLEDGE AND EXPERIENCE                                                

What bodies of knowledge, skills, qualifications and/or experience are necessary to completely perform this job?
Avoid references to degree requirements and focus on specific areas of knowledge or skill that are MINIMALLY
required for competent performance.         

                                                                         
1. Required job knowledge and skills:            

2. Qualifications or previous experience:          
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3. Licensing and/or certification requirements:                            

                                                                               

4. With the knowledge, skills, and qualifications specified above, how long does it take to learn this job?            
  

                   
                                                                               
                                                                               
                                                                               

                                                                               
I. ENVIRONMENT

Identify the environment aspects affecting your performance in this job, i.e., unusual hours, travel, physical effort, time
schedules, changes in organizational structure, working conditions, etc.

J. SPECIAL PROJECTS AND ADDITIONAL INFORMATION                                 

List any information not included in your previous responses that is important to know about your position.  This may
include special projects or analysis.  If so, describe the nature of the project, your role in the project and the major
expected results.                                    

EMPLOYEE’S SIGNATURE

I certify that the information given in this document is true and complete without qualification.      

Signature:                                                                                                                     Date:                                                     

08/15/01
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SUPERVISOR’S SECTION 
(To be completed by your immediate supervisor)

                                                                          
1. What do you consider the most important aspect of this position? 

2. What are the other aspects you consider important in this position?         

3. What do you consider the most important qualifications of an employee in this position?

4. What do you consider the MINIMUM training, education and experience requirements for the position?

5. Add any additional information that will provide a more complete picture of this position. 
         

SUPERVISOR’S SIGNATURE

I certify that the information given in this document is true and complete without qualification.   Significant changes
made by the supervisor must be reviewed with the new incumbent(s).
   
Signature:                                                                                                        Date:                                                     

Title:                                                                                                             
08/15/01
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