Rochester Institute of Technology

Newly Created Job Description Questionnaire (JDQ)         



This form is used by a department manager to request an evaluation of the FLSA category and band level for a newly created job or a job for which a current JDQ is not on file in Human Resources.  Instructions related to completion of this form are available at: http://finweb.rit.edu/humanresources/forms/jdqinstructions.pdf.  Send completed form to your HR Services Manager 5th Floor Eastman.
For additional guidance on position classification/job evaluation procedures, please visit:  http://finweb.rit.edu/humanresources/policies/procedures/jobevaluation.html
If you are using an existing PC number but creating a brand new job that has not existed before, please indicate the PC number below and complete this entire JDQ form.
Note that Position title changes for jobs where essential job duties are not changing significantly and re-evaluation of existing jobs where essential job duties are changing significantly must be requested using the Job Re-Evaluation Form.  
Section 1:  GENERAL INFORMATION   
	Date Submitted:

	Requested Job Title:

	Department (Organization) Name:  

	Current G/L Dept Number:                             
	PC Number for Existing Job (if applicable):

	College/Division:  

	Direct Supervisor’s Name:  

	Direct Supervisor’s Title:  


Please refer to Oracle Manager Self-Service or the online organizational charts for current organization and titles http://finweb.rit.edu/humanresources/orgcharts/  and Oracle Manager Self-Service Position control report for position related information.  Manager Self-Service information can be found at:  http://finweb.rit.edu/humanresources/HRIS/mss.html 

Section 2: SUMMARY:   In 1-3 sentences, briefly describe the overall purpose of the job.  

	


Section 3:  Tasks 
	See instructions for completing this section (http://finweb.rit.edu/humanresources/forms/jdqinstructions.pdf )

· Tasks:  Indicate your primary job functions.
· % of Time Annually:  indicate the % of time spent annually on the task using 5% increments..
· Essential:  Put an “x” in the left column of each task that is an Essential Function of the position 

Include physical requirements, environmental work conditions and indicate any situations where the job requires the handling of sensitive or protected information/materials.  If the majority of the job involves physical activities, complete the optional Physical Requirements Form.

	Essential
	TASK
	% of Time Annually

	X
	Example: Develops Annual Business Plan
	10%

	X
	Example:  Lifting boxes to stock warehouse shelves (up to 50 lbs each several times per day.)
	30%

	X
	Example:  Daily cooking on Grill in a hot temperature environment
	25%

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Feel free to add additional rows as needed
Section 4:  IMPACT & INFLUENCE:  Supervision:  Please check one statement below that most closely applies to your job.  If the paragraph does not apply exactly, add comments in the space at the end.
	___
I do not have any regular responsibility for overseeing or supervising the work of others.

___
I have immediate oversight of employees while performing the same or directly related work most of the time as those I lead.  I have no responsibility for costs, methods or personnel. I may be asked to provide input about the performance of others in my group. (For example, a lead position or a position that assigns work, provides training and/or orientation.)

___
I directly supervise or manage the work of at least two full-time employees or the equivalent.  For example, one full-time and two half time employees.  I regularly and customarily direct their work. I ensure that work meets the standards of quality and quantity.  I make decisions or recommendations regarding personnel actions such as hiring, disciplinary action, overtime, changes in pay and terminations.  

Number of Employees supervised (FTE’s):___ 
Number of Students supervised: ___
Comments:




Section 5:  SOFTWARE/ EQUIPMENT / DEVICE/VEHICLE OPERATION
List all computers, technology applications, peripherals, machines, heavy equipment, tools, vehicles or other hardware required to perform this job.  If specific levels of proficiency are required, please state them and provide an example.  

If driving an RIT vehicle is an essential function of the job the incumbent will be asked to submit to a Motor Vehicle Records report (MVR).
	Essential
	Software/Equipment/Vehicle/Device
	Proficiency (Skill) Level

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Feel free to add additional rows as needed

Section 6:  EDUCATION, SPECIALIZED KNOWLEDGE AND EXPERIENCE:

	What is the minimal educational background required to competently perform the essential tasks of the job? (Include specific degree, certification, license and/or credential.)  

 FORMCHECKBOX 

No formal education requirements

 FORMCHECKBOX 

High School diploma or General Education Degree (GED)

 FORMCHECKBOX 
 
Associate’s degree (specific field, if required): 

 FORMCHECKBOX 

Bachelor’s degree (specific field, if required):  

 FORMCHECKBOX 

Advanced degree (specific field, if required):  

 FORMCHECKBOX 

Certification, professional license, or credential:  

 FORMCHECKBOX 

Valid driver’s license (indicate required class):  

 FORMCHECKBOX 

Other: 

What are the minimum number of years and / or what type of on-the-job or equivalent specialized experience is needed to fully perform the essential tasks of the job?  

SPECIALIZED SKILLS:  Please indicate the skills and / or behavioral competencies required to fully perform the essential tasks of the job:




Section 7:  ADDITIONAL INFORMATION

Indicate any additional pertinent information about the requirements for this job that have not been previously addressed on this questionnaire:

	


Section 8:  Approvals  
The requesting manager will need to obtain the following approvals for a review to be conducted:

· Manager requesting the evaluation

· His\Her manager

· Senior Manager as required by your college/division
I have reviewed the information in this document and agree that it is current, accurate and complete to the best of my knowledge.

Incumbent or Person Completing the Form

	Name:
	
	Title:
	

	Signature:
	
	Date:
	


Next Level Manager

	Name:
	
	Title:
	

	Signature:
	
	Date:
	


Senior Level Management (as required by college or division)
	Name:
	
	Title:
	

	Signature:
	
	Date:
	


VP or Dean (as required by college or division)
	Name:
	
	Title:
	

	Signature:
	
	Date:
	


Human Resources Services Manager

	Signature:
	
	Date:
	


Section 9:  OPTIONAL:  If this is a new incremental position that you will be using to fill a vacancy, please provide the following information for posting on Career Zone (iRecruitment).  See instructions for additional information about writing the job posting.  http://finweb.rit.edu/humanresources/forms/jdqinstructions.pdf
Department Description

Brief Posting Description

Detailed Description

Job Requirements

Additional Details (including application instructions/Additional Required Documents)
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