Personnel Planning Questionnaire

The purpose of this questionnaire is to gather information about your job.  Your answers will serve as the basis for summarizing key information about your position and ensuring that your job is accurately assessed.  Our goal is to review all positions and identify those that have changed significantly, as well as to help in planning for training needs. 
Before you begin to answer the questions, please take a few minutes to read through the entire questionnaire.  Once you begin to answer the questions, be as objective as possible in responding about your job, not your personal situation or performance.  As you respond to the questions, your answers should reflect what would normally be expected of someone in performing the routine duties of the job rather than out-of-the ordinary circumstances.  Provide examples where appropriate.  Please feel free to write comments in any section and to attach additional materials if needed or desired.

After you have completed this questionnaire, please give it to your supervisor by April 22, 2005.  If you have any questions, please contact Eloise Hitchcock, Assistant Director for Personnel and Planning at x3421 or by e-mail:  Hitchcock@email.wcu.edu.
Thank you for your participation.
Draft 2/24/05

Erh
Name:
______________________________________________________
Position Number: 
_____________________________________________
Library Unit: 

Working Job Title: 

Classification Title: 

Grade Level: 

I. Position Summary

Please provide a brief summary of your position.  You may wish to complete this section after you have completed the rest of the questionnaire.

______________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
II. Duties and Responsibilities

Please describe the primary duties and responsibilities of your job in order of importance.

These statements should reflect the scope of your position under normal circumstances.  
Consider your work assignments over a long enough period of time to picture your job as a whole.  For instance, if your work varies from season to season or at specific times, you may have to view your job over an entire year to accurately estimate percentages.  On the other hand, if your duties are basically the same from month to month, you may only have to consider your job over a week or month to accurately reflect percentages.

Generally, any activity that requires less than 5 percent of your time over the course of the year would not be listed unless it is a critical aspect of your work.  For these duties you can use more general terms and combine all or some of them to estimate a percentage.
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Total


   100%                                                                                             
III. Special Projects
Please describe any special projects or assignments you have worked on this past year or anticipate working on in the upcoming year.  Include an estimate duration or time frame for each (i.e. one month, summer, etc.)

	Project
	Duration

	
	

	
	

	
	

	
	

	
	

	
	


IV. Training

What special training is needed to perform your job?

______________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________
What changes do you foresee in your job in the immediate future (2years) and in the long term (10 years), and what sort of training will these changes require in order for you to succeed in implementing them?
______________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
V.  Customer Relations
Please provide information about the nature and extent of your regular contact and interaction with customers.  Customers include internal customers, defined as other library employees, vendors, contractors, or external customers, defined as those that use the library’s services.
This question focuses on the type of interaction the position has with customers as well as with the level of responsibility for customer satisfaction.  Please check one of the statements below that identifies the level of customer relations generally required for your job.

 FORMCHECKBOX 
 My work requires understanding and communicating routine, work-related information and requires normal courtesy and tact in dealing with others.

 FORMCHECKBOX 
 My work requires understanding and communicating moderately complex information and identifying and resolving routine problems to ensure that customer satisfaction and service are maintained through daily interaction with internal and external contacts.
 FORMCHECKBOX 
 My work requires understanding and communicating complex information or resolving complex problems; the job includes some accountability for ensuring customer satisfaction within the assigned area.

Please provide examples of the customer relations activities involved in your job.

Report all contacts that are required on a regular basis.

______________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
VI. Supervision
This factor measures the degree to which your immediate supervisor influences work activities of the position.  Please check one of the statements below that best describes the supervision you receive in the position.
 FORMCHECKBOX 
 My work is performed under general supervision, but I function independently on routine work; questionable cases and situations are referred to the immediate supervisor.

 FORMCHECKBOX 
 My work is performed under general supervision with little guidance.  I rarely refer cases to a supervisor unless a change in policy or procedure is involved.

 FORMCHECKBOX 
 My work is performed under general direction.  I plan and arrange my own work and refer only unusual cases to the supervisor.

VII. Complexity

Complexity identifies the extent to which your job requires that you perform varied activities and the amount of independent judgment you must use.  Please check one of the statements below that best describes the most typical level of complexity of your job.

 FORMCHECKBOX 
 My work duties are well defined with clearly stated directions or standards.  My judgment is exercised on routine matters, and guidance is readily available.
 FORMCHECKBOX 
 My work involves some nonroutine assignments that require new approaches or occasional independent judgment.

 FORMCHECKBOX 
 My work involves moderately complicated procedures and tasks requiring independent judgment to select options and/or evaluate results.

 FORMCHECKBOX 
 My work is complex and varied.  It requires selection and application of technical or detailed skills in a variety of situations.  A considerable degree of independent judgment is required.

 FORMCHECKBOX 
 My work is extremely complex and varied.  It requires a complete knowledge of a wide variety of operations and practices.  I consistently use independent judgment.

Please provide an example of the complexity of your job.

______________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________
VIII. Decision Making
1.  What decision making authority exists in your job? Check only one.
 FORMCHECKBOX 
 I have authority to make routine or recurring decisions or suggestions based on rules or procedures.

 FORMCHECKBOX 
 I consult with my supervisor or others before making nonroutine decisions and share responsibility for the decisions.

 FORMCHECKBOX 
 I consult with others on very difficult decisions and share responsibility for decisions.

 FORMCHECKBOX 
 I provide final approval on decisions that affect my department or area of responsibility.  I provide input on library policy decisions.

Please provide an example: 
______________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.  What is the impact of the decisions you make on library operations?  Check only one.
 FORMCHECKBOX 
 My incorrect decisions would affect primarily my own work, are easily detected, and have little impact.

 FORMCHECKBOX 
 My poor or incorrect decisions may cause short delays in getting the work done in my area and affect other employees or library customers.

 FORMCHECKBOX 
 My errors or poor decisions may cause major delays or disruptions to a library service or project.

 FORMCHECKBOX 
 My errors or incorrect decisions may result in injury, damage to property or the library’s reputation, or financial loss.
Please provide an example: 
______________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
IX. Working Conditions

Working conditions are described as the physical effort required to perform the duties of the job.
Check one statement below that best describes the physical effort demanded by the job.

 FORMCHECKBOX 
 My work requires no unusual demand for physical effort.

 FORMCHECKBOX 
 My work requires light physical effort in the handling light material, equipment or boxes of up to 30 pounds in nonstrenuous work positions and/or continual standing or walking at least 60 percent of the time.
 FORMCHECKBOX 
 My work demands occasional strenuous effort.  For example, I have to handle moderately heavy materials, equipment, or boxes of 30 to 60 pounds.

 FORMCHECKBOX 
 My work requires constant physical effort including some lifting or handling of moderately heavy to heavy equipment, materials or boxes of 60 pounds or more.

X.  Suggestions and Comments
Is there anything you could do in your job, that is not currently being done, that would help improve library services?

______________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Other Comments:

______________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
