Job evaluation form

Job evaluation form

Job Title Job code

Department Department Number

Location

Supervisor

Prepared by

What is the primary purpose of the job?

What are the essential functions of the job? % Time Required

1.

2.

3.

4.

5.

6.

7.

8.

9. 10.

What is the most complex function of the job and why?

What are the nonessential functions of the job? % Time Required

1.

2.

3.

4.

5.

How much formal education is required to perform this job?

How much similar or related experience is required to perform this job?

Who does this position report to directly? (Position title, not incumbent name)

What are the nature and scope of independent decisions made in this position?

List five most important:

1.

2.

3.

4.

5.

What type of impact does this position have on overall company performance?

How much supervision is received?

When errors occur, how do they effect the company?

What are the consequences if errors are not discovered?

What type of problems is the incumbent in this position likely to encounter?

What are the consequences if problems are not resolved?

What type of decisions is the incumbent in this position responsible to make?

Who does the incumbent in this position most frequently have contact with? List five examples each:

Contacts within company

Contacts outside company

What degree of influence does the incumbent in this position have when contacting others?

What resources is the incumbent in this position responsible for?

What are the consequences if something happens to these resources?

Does this position have responsibility for the supervision of others? [ ] Yes [ ] No

If no, please skip ahead to next section.

Assigns, reviews and checks work of others

Number of direct reports

Number of indirect reports

Working Conditions

Please check all that apply.

Regular office conditions [ ]

Exposure to extreme temperatures [ ]

Exposure to high noise levels [ ]

Exposure to fumes [ ]

Exposure to dirt [ ]

Other [ ]

Please list any physical demands required and give examples.
