GROSSMONT-CUYAMACA COMMUNITY COLLEGE DISTRICT	S/C  EMPLOYEES

POSITION DESCRIPTION QUESTIONNAIRE
Supervisory and Confidential Employees


(Please Type or Print Clearly in Black Ink)

	[bookmark: Text1]Current Job Title:       
[bookmark: Text2]Classification	     
	[bookmark: Text3]Your Name:	     
[bookmark: Text6]Years in Current Position:	     

	[bookmark: Text4]Name of Supervisor & Title:	     
	Organization Entity and Location:
[bookmark: Text5]     





Organizational Structure - Complete all the appropriate boxes in the chart below using job titles:


	
	
	
	
	
	The Position your supervisor reports to:
[bookmark: Text7]     

	
	
	
	
	
	
	
	

	
	Other Reporting Relationships
[bookmark: Text8]     
	
	Your Supervisor's Job Title:
[bookmark: Text9]     

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Start
	Your Job Title
[bookmark: Text51]     
	
	Other jobs reporting to your Supervisor:

	
	
	
	
	
	

	
	Subordinate Job Titles and Functions
	Number of Employees in Unit
	
	[bookmark: Text59]     

	
	[bookmark: Text56]     
	[bookmark: Text53]     
	
	[bookmark: Text54]     

	
	
	
	
	

	
	[bookmark: Text57]     
	[bookmark: Text60]     
	
	[bookmark: Text55]     

	
	
	
	
	

	
	[bookmark: Text65]     
	[bookmark: Text61]     
	
	[bookmark: Text69]     

	
	
	
	
	

	
	[bookmark: Text66]     
	[bookmark: Text62]     
	
	[bookmark: Text70]     

	
	
	
	
	

	
	[bookmark: Text67]     
	[bookmark: Text63]     
	
	[bookmark: Text71]     

	
	
	
	
	

	
	[bookmark: Text68]     
	[bookmark: Text64]     
	
	[bookmark: Text72]     

	
	
	
	
	

	
	

TOTAL
	
	
	




[bookmark: Check1]|_|	Check if you complete a performance evaluation for all subordinates.
[bookmark: Check2]|_|	Check if you always recommend hiring/termination of subordinates.
	WHY DOES THE POSITION EXIST?
	Describe the purpose of the job and the way the job contributes to achieving organizational objectives.



	     




	MAJOR ACCOUNTABILITIES:
	List statements describing the results of your job:  how you accomplish the result; and how the results are reviewed.




List essential job functions in order of importance; note all individual aspects of the accountability, e.g., complete payroll and ensure all employees are paid on time and accurately by completing all system entries, calculating special deductions and obtaining all approvals.

List accountabilities in order of importance.  The total of all % time should equal 100%.


  % Time	ACTIVITY	END RESULTS EXPECTED
	
[bookmark: Text16]1.		  	%


	[bookmark: Text17]     
	[bookmark: Text18]     

	
2.		  	%


	     
	     

	
3.		  	%


	     
	     

	
4.		  	%


	     
	     

	
5.		  	%


	     
	     

	
6.		  	%


	     
	     




	WORKING RELATIONSHIPS:
	Describe the routine contacts you need to have with others within or outside the organization.



	Frequency
	List contact and purpose for the interaction.  

	[bookmark: Check74]|_|	Daily
[bookmark: Check75]|_|	Weekly
	[bookmark: Check76]|_|	Monthly
[bookmark: Check77]|_|	Annually
	[bookmark: Check78]|_|	Internal (GCCCD) 
	[bookmark: Check79]|_|	External
	[bookmark: Text47]Contact:	     

	· 
	· 
	[bookmark: Text48]Purpose: 	      

	[bookmark: Check98]|_|	Daily
[bookmark: Check99]|_|	Weekly
	|_|	Monthly
|_|	Annually
	[bookmark: Check86]|_|	Internal (GCCCD)
	[bookmark: Check80]|_|	External
	[bookmark: Text28]Contact:	     

	
	
	Purpose:	     

	[bookmark: Check100]|_|	Daily
[bookmark: Check101]|_|	Weekly
	[bookmark: Check116]|_|	Monthly
[bookmark: Check117]|_|	Annually
	[bookmark: Check87]|_|	Internal (GCCCD)
	[bookmark: Check81]|_|	External
	[bookmark: Text29]Contact:	     

	
	
	[bookmark: Text35]Purpose:	     

	[bookmark: Check102]|_|	Daily
[bookmark: Check103]|_|	Weekly
	[bookmark: Check118]|_|	Monthly
[bookmark: Check119]|_|	Annually
	[bookmark: Check88]|_|	Internal (GCCCD)
	[bookmark: Check82]|_|	External
	[bookmark: Text30]Contact:	     

	
	
	Purpose:	     

	[bookmark: Check104]|_|	Daily
[bookmark: Check105]|_|	Weekly
	[bookmark: Check120]|_|	Monthly
[bookmark: Check121]|_|	Annually
	[bookmark: Check89]|_|	Internal (GCCCD)
	[bookmark: Check83]|_|	External
	[bookmark: Text31]Contact:	     

	
	
	Purpose:	     

	[bookmark: Check106]|_|	Daily
[bookmark: Check107]|_|	Weekly
	[bookmark: Check122]|_|	Monthly
[bookmark: Check123]|_|	Annually
	[bookmark: Check90]|_|	Internal (GCCCD)
	[bookmark: Check84]|_|	External
	[bookmark: Text32]Contact:	     

	
	
	Purpose:	     

	[bookmark: Check108]|_|	Daily
[bookmark: Check109]|_|	Weekly
	[bookmark: Check124]|_|	Monthly
[bookmark: Check125]|_|	Annually
	[bookmark: Check91]|_|	Internal (GCCCD)
	[bookmark: Check85]|_|	External
	[bookmark: Text33]Contact:	     

	
	
	Purpose:	     

	[bookmark: Check110]|_|	Daily
[bookmark: Check111]|_|	Weekly
	[bookmark: Check126]|_|	Monthly
[bookmark: Check127]|_|	Annually
	[bookmark: Check92]|_|	Internal (GCCCD)
	[bookmark: Check94]|_|	External
	Contact:	     

	
	
	Purpose:	     

	[bookmark: Check112]|_|	Daily
[bookmark: Check113]|_|	Weekly
	[bookmark: Check128]|_|	Monthly
[bookmark: Check129]|_|	Annually
	[bookmark: Check93]|_|	Internal (GCCCD)
	[bookmark: Check95]|_|	External
	Contact:	     

	
	
	Purpose:	     

	[bookmark: Check114]|_|	Daily
[bookmark: Check115]|_|	Weekly
	[bookmark: Check130]|_|	Monthly
[bookmark: Check131]|_|	Annually
	[bookmark: Check96]|_|	Internal (GCCCD)
	[bookmark: Check97]|_|	External
	Contact:	     

	
	
	[bookmark: Text34]Purpose:	     




	FREEDOM TO ACT:
	Describe types of decisions you make, types of decisions referred to others and how they are reviewed.



Types of decisions you make without prior approval: 

	     



Types of decisions referred to a higher authority or are controlled by policy:

	     




Describe the way in which your work is assigned and reviewed, and the frequency and type of guidance provided by your supervisor.

	     




	MAJOR CHALLENGES:
	Describe 2 or 3 of the most difficult problems you face in doing your job and the means by which they are resolved.




	1.
	Challenge:
	[bookmark: Text39]     

	
	Solution:
	     

	2.
	Challenge:
	     

	
	Solution:
	     

	3.
	Challenge:
	     

	
	Solution:
	     



Does your job require you to persuade or convince people other than your supervisor or subordinates to accept your actions or recommendations:  If so, give one or two typical examples.

	[bookmark: Text76]     




	BUDGET RESPONSIBILITY:
	Dollar amount of financial measures controlled or impacted upon by your job.



	Operating Budget
	[bookmark: Text73]$	     
	
	For the Year
	[bookmark: Text74]     

	Number of Faculty
	 	     
	
	For the Year
	     

	Number of Classified Support Positions
		     
	
	For the Year
	     

	Student Headcount (Annualized)
		     
	
	
	



Describe any other financial impact that your job may have on your organization.

	     




	KNOWLEDGE & SKILLS:
	List the experience, education, knowledge and skills for effective functioning in this job.



Minimum Education, Training and Experience to Qualify for this Position:

	List special technical, academic, or other knowledge required as a minimum qualification in this job.

	1
	[bookmark: Text75]     

	2
	     

	3
	     

	
Describe how much and what type of additional work experience is required as a minimum for this job.

	1
	     

	2
	     

	3
	     

	
Describe any license, registration, certificate or professional affiliation required to perform this job.

	1
	     

	2
	     



	Describe the most important work procedures, regulations, guidelines, policies, principles, etc., that you should know in order to do this job.

	1
	     

	2
	     




Preferred Skills, Knowledge and Experience:

	Describe special technical, academic, or other knowledge preferred in this job.

	1
	     

	2
	     

	3
	     

	
Describe how much and what type of additional work experience is preferred for someone in this job.

	1
	     

	2
	     

	3
	     



	COMMENTS:
	Please add any comments which may be helpful in understanding this job and how it functions.




	[bookmark: Text77]     












[bookmark: Text78]Print Name:       	



Signed:  		Date  	





	SUPERVISOR’S COMMENTS:
	Please carefully read the incumbent’s responses to this position questionnaire and answer the questions below:



What do you consider the most important accountability of this job?

	[bookmark: Text79]     

	

	

	

	

	




What do you consider the most important qualifications of an employee in this job?

	[bookmark: Text80][bookmark: _GoBack]     

	

	

	

	

	




[bookmark: Check132][bookmark: Check133]Does this questionnaire describe the job appropriately at the full effective level?	 |_|  YES	|_|  NO
If the answer is NO, describe where you would change the emphasis.

	[bookmark: Text81]     

	

	

	

	

	

	



	

	



Supervisors, please confirm that you read the questionnaire, and it is an accurate description of the position performed at a fully competent level.


Print Name:  	

Title:  	


Signed:  		Date  	


The work described will be evaluated.  Changes will be incorporated into the position description.  The evaluation may not necessarily result in a change in pay classification.

	SUPERVISOR SECTION

1. I have read the updated job description and concur with the changes as indicated by the employee. 

	|_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	2. I believe the job is sufficiently different to warrant a review.
	|_|Yes
	|_|No

	3. I have read the proposed job description and concur that the work as described is appropriate to the level of service that will be provided to the organization. 

	|_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	
			
Supervisor	Date




	FIRST LEVEL MANAGER SECTION

1. I have read the updated job description and concur with the changes as indicated by the employee and supervisor. 

	         |_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	2. I believe the job is sufficiently different to warrant a review.
	|_|Yes
	|_|No

	3. I have read the proposed job description and concur that the work as described is appropriate to the level of service that will be provided to the organization. 

	|_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	
			
Manager	Date




	SECOND LEVEL MANAGER SECTION

1. I have read the updated job description and concur with the changes as indicated by the employee and approved by the supervisor and/or first level manager

	|_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	2. I believe the job is sufficiently different to warrant a review.
	|_|Yes
	|_|No

	3. I have read the proposed job description and concur that the work as described is appropriate to the level of service that will be provided to the organization. 

	|_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	
			
Manager	Date




	PRESIDENT/VICE CHANCELLOR SECTION

1. I have read the updated job description and concur with the changes as indicated by the employee and approved by the supervisor, first and second level managers. 

	|_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	2. I have read the proposed job description and concur that the work as described is appropriate to the level of service that will be provided to the organization. 

	|_|Yes
	|_|No	If no, attach your statement with your signature to this form.

	
			
President/Vice Chancellor	Date



The Personnel Department will copy material submitted for review, including comments from supervisor/managers involved in the approval process, and distribute to the employee(s) and appropriate supervisor/managers.
HayGroup 	8
