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	JOB ANALYSIS QUESTIONNAIRE (JAQ) 



Questionnaire Due Dates:	
· To Supervisor no later than December 5th, 2014
· To Human Resources no later than December 12th, 2014
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[bookmark: _Toc151537200][bookmark: _Toc151539096][bookmark: _Toc152476310][bookmark: _Toc152479019][bookmark: _Toc152484831][bookmark: _Toc152486843][bookmark: _Toc152489274][bookmark: _Toc152491419][bookmark: _Toc152742441][bookmark: _Toc402273691]General Instructions
[bookmark: _Toc402273692]Purpose of This Questionnaire
As you may know, the District is conducting a review of all AFSCME positions to reconsider our job classification and compensation program.  While we do not expect to make dramatic changes in the basic classification/compensation structure, we do want to be sure we fully understand each job as it actually functions today.  You can help us by completing this Job Analysis Questionnaire (JAQ).
Your response to this questionnaire will be used to update the content and minimum requirements of each job. Answers to this questionnaire will also assist in updating BART’s classification structure by providing a consistent basis to compare your job with other jobs that have similar responsibilities and skills.
Your input is an important part of this project.  We thank you for your effort.
	Employee Instructions

	1.  Please read each item carefully and enter your responses.  Please be realistic about your job duties and responsibilities when completing this questionnaire.
2.  Please do not copy your job description – we have that already.  We want to have your opinions, thoughts, and ideas about your job.
3.  The questionnaire is located on the WebBART portal.  To obtain the electronic copy go to  main menu and select the following:
· Document and Procedures 
· Download Documents 
· Human Resources and open the AFSCME Job Analysis Questionnaire (JAQ). 
4.  If you have questions or need help, you can go to your supervisor, send an email to hrpl@bart.gov, or call May Cooper at (510) 464-6276.
YOUR COMPLETED QUESTIONNAIRE IS DUE TO YOUR SUPERVISOR NO LATER THAN December 5th, 2014



	Supervisor Instructions

	Please review the employee’s answers to each of the questions.  If you would like to elaborate or  explain any of the answers, please write comments on the pages provided at the end of the questionnaire.  Do not alter or change the employee’s responses.
REVIEWED QUESTIONNAIRE  DUE TO HUMAN RESOURCES NO LATER THAN December 12th, 2014






[bookmark: _Toc402273693]Background Information
	Your Name:
	[bookmark: Text1][bookmark: _GoBack]     

	Your Job Title:
	[bookmark: Text2]     

	Department:
	[bookmark: Text3]     

	Division:
	[bookmark: Text4]     

	Phone Number:
	     

	Email Address:
	     



	Your total length of service with BART:
	Years:
	[bookmark: Text5]     
	Months:
	[bookmark: Text6]     

	Your length of service in your current position:
	Years:
	[bookmark: Text7]     
	Months:
	[bookmark: Text8]     


Your Immediate Supervisor (The person who approves your time)
	Name: 
	[bookmark: Text9]     

	Job Title:
	[bookmark: Text10]     


[bookmark: _Toc402273694]SECTION I:  JOB SUMMARY
[bookmark: _Toc402273695]Essential Job Duties and Responsibilities 
Basic Job Summary:  In this section of the questionnaire, briefly describe the basic purpose of your job.
(For example: To provide varied, complex, and confidential administrative support.)
	[bookmark: Text84]     






[bookmark: _Toc402273696]SECTION II:  ESSENTIAL JOB DUTIES
Now, on the next three pages, please briefly describe the several most important duties or responsibilities of your job.  
· Begin with the duty or responsibility that takes the greatest amount of your time each year, and move in sequence through those that take the second most time, and so forth. 
· Enter the percentage of time you perform the duty or responsibility on an annual basis, ensuring all of your tasks do not exceed 100%.
· In your description, assume you are talking to someone who is not familiar with your work.   
· Complete additional information if you would like to explain more fully.

	Example (Administrative Secretary):
Receives and screens visitors and telephone calls, providing information which may require the use of judgment and interpretation of policies and procedures.


	Approximate Frequency
	Percentage
Annually
	Equipment, machines and/or software

	|X| Daily (or almost daily)
	15%
	Computer, telephone

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     

	

	1.       





	Approximate Frequency
	Percentage
	Equipment, machines and/or software

	|_| Daily (or almost daily)
	     
	     

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     




	2.       





	Approximate Frequency
	Percentage
	Equipment, machines and/or software

	|_| Daily (or almost daily)
	     
	     

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     

	

	3.       





	Approximate Frequency
	Percentage
	Equipment, machines and/or software

	|_| Daily (or almost daily)
	     
	     

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     

	

	4.       






	Approximate Frequency
	Percentage
	Equipment, machines and/or software

	|_| Daily (or almost daily)
	     
	     

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     




	5.       





	Approximate Frequency
	Percentage
	Equipment, machines and/or software

	|_| Daily (or almost daily)
	     
	     

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     

	

	6.       





	Approximate Frequency
	Percentage
	Equipment, machines and/or software

	|_| Daily (or almost daily)
	     
	     

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     

	

	7.       





	Approximate Frequency
	Percentage
	Equipment, machines and/or software

	|_| Daily (or almost daily)
	     
	     

	|_| Weekly (or almost weekly)
	     
	     

	|_| Monthly (or almost monthly)
	     
	     

	|_| Semi-Annually (about 2x a year)
	     
	     

	|_| Infrequently or Occasionally
	     
	     





[bookmark: _Toc402273697]SECTION III:  JOB ELEMENTS

[bookmark: _Toc402273698]Expertise
Now that you have taken an opportunity to tell us about your job in your own words, we would like you to react to certain job elements we have identified as important in assessing our jobs. This will help us objectively compare your job to others in the District for job classification purposes.  In doing this, focus on the job and not your own individual qualifications, and address the duties you actually perform even if they are not the same as your current job description. 
Knowledge 
Knowledge is generally acquired through education/training (but may be acquired in other ways), and refers to knowledge that is necessary to do the work of the position. Knowledge includes, but is not limited to, information, facts, processes, historical developments, relationships of technologies or programs, techniques, and conventions, as well as a body of knowledge and its underlying framework required to perform the work. Knowledge also includes consideration of any required licensing and/or certification required to perform the duties of the position.
1. Education
a. What level of education did you have when you started your current position?
b. In your opinion, what is the lowest (minimum) level of education that should be required of any new employee in this position?
c. How much education do you think should be preferred for a new employee in this position (if different from the required level)?
	Level of Education 
	a. You had when you started your position
	b. Work Requires 
(at a minimum)
	c. Preferred

	Less than High school or equivalency
	|_|
	|_|
	|_|

	High school diploma (or GED) 
	|_|
	|_|
	|_|

	At least two (2) years of college or Associate’s degree
	|_|
	|_|
	|_|

	Bachelor’s degree 
	|_|
	|_|
	|_|

	Graduate degree 
	|_|
	|_|
	|_|

	Other:
	     
	|_|
	|_|
	|_|


2. Certification Required
a. List any certifications or licenses that you currently have 
b. In your opinion, what certifications or licenses should be required for new employees in your position? (that is, the employee must have the certification or license within a month of being hired)
c. In your opinion, what certifications or licenses should be preferred for new employees in your position? (that is, the certification or license is not required, but is desirable)
	Example:  Certified Public Accountant
	a. You Have
	b. Should be Required
	c. Should be Preferred

	     
	|_|
	|_|
	|_|

	     
	|_|
	|_|
	|_|

	     
	|_|
	|_|
	|_|

	     
	|_|
	|_|
	|_|

	     
	|_|
	|_|
	|_|

	     
	|_|
	|_|
	|_|




Skills 
Skills refer to the abilities required by the position, generally acquired through experience, occasionally through specialized training. Skills include, but are not limited to, facility in using tools or equipment, analysis, communications, leadership, and organization. Skills are often applicable to a broad range of circumstances, not just a specific job or work situation.
3. Amount of Experience (In Addition to any Experience for OJT Used to Meet Qualifications in Knowledge)
a. What amount of job-related work experience did you have when you started your current position?
b. In your opinion, what is the lowest (minimum) level of job-related work experience that should be required of any new employee in this position?
c. How much job-related work experience do you think should be preferred for a new employee in this position (if different from the amount required)?

	Years of Experience
	a. You had when you started your position
	b. Work Requires (at a minimum)
	c. Preferred

	None 
	|_|
	|_|
	|_|

	Less than 1 year
	|_|
	|_|
	|_|

	1 to 3 years
	|_|
	|_|
	|_|

	3 to 5 years
	|_|
	|_|
	|_|

	5 to 7 years
	|_|
	|_|
	|_|

	7 to 9 years
	|_|
	|_|
	|_|

	9+ years
	|_|
	|_|
	|_|



Additional comments on this element:
	     



4. 
Nature of Skills
Please indicate which one of the three levels best describes the skills required to do the job (Your personal skills may be greater than this level)
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A
	Focused: apply technical knowledge to specific subject matter.


	
	
	

	|_|
	B
	Diverse: apply analytical knowledge to duties of advanced and/or specialized nature.
Example: significant design, research, and analysis.


	
	
	

	|_|
	C
	Cognitive: apply knowledge to development and implementation of concepts,

	
	
	solutions, precedents, policies, etc.
Example: technical, difficult, and complex issues or problems are solved.




Additional comments on this element:
	     



[bookmark: _Toc77572431]
Complexity of Work 
Complexity of work refers to the nature of the various elements that come together to complete the outcome for which the job exists. Complexity speaks to the intricacy, depth of the body of knowledge, relationships and interdependencies, nuances, difficulty of operations and other such elements the work.
Place an X next to the statement that most closely matches the job requirements.
5. Technical Elements of the Work; the Subject Matter

	Description of Each Level

	|_|
	A   Technical elements easily accessible and readily mastered on the strength of very general background of skills and knowledge.

	
	

	|_|
	B   Technical elements of the job require considerable investment by the individual to master, and continuing effort required to remain current.

	
	

	|_|
	C   Technical aspects of the job are extremely rigorous, require extensive preparation, and significant effort to keep abreast.

	
	

	
	




Additional comments on this element:
	     


6. 
 Interpersonal and Communicative Elements of the Work –Oral and Written: Persuasion; Advocacy; Mentoring, etc.
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   Interpersonal elements of the work are minimal, requiring only routine workplace courtesies and minimal interfaces with the work of others to produce necessary outcome.

	
	

	|_|
	B   Considerable amount of the effort of the job involves interactions with others, whether personally or in a written form, to obtain or share information, explain, persuade, market/sell, support, or otherwise engage others in creating the necessary outcome.

	
	

	|_|
	C   Much of the work of the position involves very high level interpersonal activity, including the most challenging tasks, such as negotiating, advocating, and/or navigating sensitive or confidential matters.

	
	

	
	




Additional comments on this element:
	     


7. 
Administrative Elements of the Work: Budget, Funding Procurement, Records, Metrics, etc.
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   Administrative matters are minimal and purely incidental element of the work. 

Example: obtaining necessary supplies from readily available stock, maintaining established reports or measures, etc.

	
	

	
	

	
	B   Responsibility includes not only performing the work in chief, but also assuring sufficient funding, appropriate staffing, timely and cost-effective procurement of parts and supplies, or professional/technical services, effective participation in interdisciplinary efforts involving data and metrics.

	|_|
	

	
	

	|_|
	C   Responsibility involves significant participation with administrative elements described—success in these efforts will materially impact ability to deliver on primary commitments.

	
	

	
	



Additional comments on this element:
	     


8. 
Strategic Elements of the Work: Relating Immediate Work to Larger Organization Concerns
Place an X next to the statement that most closely matches the job requirements.
	Description of Each Level

	
|_|
	
A   Position is not expected to make strategic connections without specific direction.

	
	

	|_|
	B   Position is responsible for awareness and sensitivity to strategic directions of others within the same department/immediate work group, and to major strategic directions of BART, such as customer service or sustainability, but is not expected to play a major role in establishing strategic plans except as directed.

	
	

	
	

	|_|
	C   Position often involves substantive involvement in assessing strategic alternatives; shaping options; providing guidance on limits and opportunities in strategic areas identified by others.

	
	

	|_|
	D   Position is responsible for designing work objectives and processes that satisfy longer term strategic directions, and for taking pro-active positions to foster and strengthen strategic directions for BART at large.

	
	





Additional comments on this element:
	     






 
[bookmark: _Toc402273699]Decision Making
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Organizational Impact 
Organizational impact refers to the impact of the job on the core mission of the organization, which is to deliver transportation services (recognizing that all jobs at BART have this impact to some degree). Impact on the work of the unit is the measure at lower levels; direct impact on BART’s ability to function and thrive is prominent at the higher levels.
9. Impact on Core Mission
Place an X next to the statement that most closely matches the job requirements.
	Description of Each Level

	|_|
	A   Minor: within work unit; routine

	|_|
	B   Moderate: administrative or analytical work; limited impact outside the work unit.

	|_|
	C   Diverse: multiple work groups; cross service areas; may include external entities and/or customers.

	
	

	|_|
	D   Considerable: significant impact on multiple sections, programs, partner agencies, and ridership.

	
	

	|_|
	E   Highly significant: work impacts major organization service area and has policy, precedential, change implications; and/or regularly and directly impacts core mission.

	
	

	|_|
	F   Critical: impacts administrative and management of major, broad services; direct and significant impacts on core mission.

	
	

	|_|
	G   Highly critical: impacts highly sensitive and political issues affecting the organization as a whole, and that impact core mission.

	
	

	
	



Additional comments on this element:
	     




10. Impact on BART Financial Resources
Place an X next to the statement that most closely matches the job requirements.
	Description of Each Level

	|_|
	A   The job has little or no impact on the expenditure, acquisition, or preservation of BART resources.

	
	

	|_|
	B   The job has impact on expenditure, acquisition, or preservation of BART funds, but frequently in a secondary capacity.
Example: budget coordinator, lawyer, contract administrator, etc.

	
	

	|_|
	C   The job has significant impact on expenditure, acquisition, or preservation of BART funds, often in a primary capacity.
Example: operations manager, financial manager, lawyer, project manager, etc.

	
	

	
	




Additional comments on this element:
	     



Judgment and Discretion
Judgment and discretion refers to the degree of independence exercised in making the decisions, assumptions, recommendations of the job. Matters that are not governed by established procedures, or that are governed by complex procedures, require a high degree of independent judgment.
11. Judgment Involved in Performing the Work
Place an X next to the statement that most closely matches the job requirements.
	Description of Each Level

	|_|
	A   Clear and easily applied instructions, policies, procedures cover virtually all regularly occurring circumstances.

	
	

	|_|
	B   Employee plans and implements work and solves problems and deviations in accordance with relatively clear set of appropriate instructions, policies, and procedures.

	
	

	|_|
	C   Employee interprets somewhat vague and/or ambiguous instructions, policies, or procedures in light of general program objectives or determines course of action in absence of applicable instructions, policies, and procedures.

	
	

	|_|
	D   Employee uses judgment within broad parameters, absent clear and/or clearly applicable instructions, policies, or procedures. Includes using judgment to apply ambiguous or directions, guidance, etc.

	|_|
	E   Little applicable procedural guidance is available beyond general or strategic directions for program, or department. Alternatively, work involves extensive judgment to identify appropriate action within many conflicting, vague, ambiguous directives, procedures, etc.

	
	

	
	




Additional comments on this element:
	     


 Authority to Complete Assignments and Solve Problems
This refers to the extent to which the employee—rather than the supervisor—determines the sequence, steps, pace, methods, time management, prioritization, and other aspects of accomplishing assignments. It also considers the nature and extent of supervisory review.

12. Direction and Oversight of Work From Assignment Through Completion
Place an X next to the statement that most closely matches the job requirements.
	Description of Each Level

	|_|
	A   Close supervision: employee consults supervisor on all matters.

	|_|
	B   General supervision: supervisor indicates generally what is to be done, and additional instruction for new projects; employee handles recurring assignments independently.

	
	

	|_|
	C   Direction: supervisor assigns work broadly and assists in unusual situations; employee plans and carries out work.

	
	

	|_|
	D   General direction: supervisor sets overall objectives and resources; employee and supervisor plan and solve problems together.

	
	

	|_|
	E   Administrative direction: supervisor provides managerial direction; broad policies, practices, and goals only; employee carries out with great independence.

	
	

	|_|
	F   General administrative direction: supervisor provides long-term or strategic direction and goals only; employee proceeds independently.

	
	

	
	



Additional comments on this element:
	     


13. 
Supervisory Review of Work
Place an X next to the statement that most closely matches the job requirements.
	Description of Each Level

	|_|
	A   Close review for completeness/accuracy and/or job includes checks and balances.

	|_|
	B   Supervisor assures technical accuracy and general compliance with procedures and instructions.

	
	

	|_|
	C   Work is reviewed for technical conformance and consistency with practice and policy.

	
	

	|_|
	D   Employee brings unusual aspects of work to supervisor’s attention; otherwise review assumes consistency with practice and policy.

	
	

	|_|
	E   Work reviewed for fulfillment of programmatic objectives.

	|_|
	F   Work products are considered authoritative and normally accepted.

	
	


 

Additional comments on this element:
	     






[bookmark: _Toc402273700]Supervisory Responsibility/Project Management
14. Number of Individuals Direct and Indirectly Managed; as Well as Consultants/Contractors Directly Managed 
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A—None

	|_|
	B—1 to 10

	|_|
	C—11 to 45

	|_|
	D—46 to 100

	|_|
	E—101 to 200

	|_|
	F—201 to 350

	|_|
	G—351

	
	


Additional comments on this element:
	     


15. 
Responsibility for Other BART Employees’ Work; Supervision 
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
|_|

	A   No supervisory responsibility.
B   Responsible for training, guiding, and leading within a work group, but not supervision.

C   Manage a program or ongoing project, direct other employees, assures quality, but not supervision.

	|_|
	

	|_|
	D   Manage a program or ongoing project; may include formal supervision.

	|_|
	E   Manage an organizational unit (like BART division or equivalent); usually includes supervision.

	
	

	|_|
	F   Manage an organizational unit (like BART department or equivalent); includes supervision.

	
	

	|_|
	G   Manage an organizational unit (like BART executive office or equivalent); includes supervision.

	
	

	
	


Please provide an example:
	     


16. 
Responsibility for Contractors and Vendors
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   No responsibility for contractors/vendors.

	|_|
	B   Solicit short-term, small bids, define scope, and participate in selection but not managing the work.

	
	

	|_|
	C   Perform day-to-day oversight over the work of on-site contractors, but not responsible for management of the contract as a whole.

	
	

	|_|
	D   Provide technical expertise and guidance to contractors or consultants on a regular and ongoing basis, but not responsible for management of the contract.

	
	

	|_|
	E   Closely monitor and evaluate contractor performance of contracts and assure that terms are met.

	
	

	|_|
	F   Define work; assure that it is completed appropriately; evaluate the work; authorize payment to contractors based on personal oversight and interaction.

	
	

	
	


Additional comments on this element:
	     


17. 
Nature of Majority of Jobs Managed 
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   None.

	|_|
	B   Entry level; semi-skilled; unskilled.

	|_|
	C   Experienced and specialized paraprofessional and technical staff.

	|_|
	D   Professional, supervisory, and management staff.

	
	


Additional comments on this element:
	     






[bookmark: _Toc402273701]Relationships/Contacts Required by the Job
This element addresses only substantive interactions, and does not include incidental or administrative contracts, or mere proximity.
18. Types of Individuals Involved in Contacts/Relationships
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   Contact with employees in own department; few outside.

	|_|
	B   Contacts include other departments; peers in other agencies; limited public customer contact.

	
	

	|_|
	C  Service to external customers/stakeholders and internal interdisciplinary work are strong elements; includes business or community representatives, citizens or customers, and/or executive managers.

	
	

	|_|
	D   Typical contacts include high-impact potential.
Example: citizen groups, representatives of employee organizations, news media, elected officials, executive managers, business leaders, compliance/funding agencies, etc.

	
	

	
	

	|_|
	E   Contact with key officials or representatives of external organizations with exceedingly high impact potential.
Example: elected officers, funding/partner agencies; compliance agencies, executive managers, news media, etc.

	
	

	
	

	
	

	
	



Additional comments on this element:
	     


19. 
Nature of Typical Interaction
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   Convey relatively routine information; respond to informational questions that involve little if any element of problem solving.

	
	

	|_|
	B   Present, discuss, and attempt to resolve sensitive and/or controversial issues. Frequent differences in goals, points of view, attitudes among contacts and between self and contacts, but differences lend themselves to resolution between the parties.

	
	

	
	

	|_|
	C   Justify, defend, negotiate, or settle matters involving problems or issues of considerable consequence, importance, or controversy. Contacts typically have diverse viewpoints, goals, or objectives. Employee must use persuasion/advocacy to find common ground, solutions, and/or alternatives.

	
	

	
	

	
	

	
	



Additional comments on this element:
	     






20. Frequency of Contacts
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   Occasionally – several times annually

	|_|
	B   Periodically – once or twice a month

	|_|
	C   Regularly – several times weekly

	|_|
	D   Once or more daily

	
	



Additional comments on this element:
	     


[bookmark: _Toc402273702]Working Conditions

21. Environmental Factors, Including Irregular Schedule for which Additional Hourly or Differential Pay is Not Otherwise Available
Place an X next to the statement that most closely matches the job requirements.

	Description of Each Level

	|_|
	A   Minimal amount of exposure to dust, noise, weather and temperature extremes such as an office environment.

	
	

	|_|

	B   Modest amount of exposure to dust, grease, noise, weather and temperature extremes, uncontrollable and uncompensated work schedules, etc. Frequency and severity are limited.

	|_|
	C   Periodic or moderate risks or discomforts which are partially controlled by special precautions, and/or periodic adjustments of work schedule in consideration of unusual circumstances.

	
	

	|_|
	D   Continuous high risks with exposure to potentially dangerous situations requiring a range of safety or other precautions, and/or frequent uncompensated on call/electronic availability required.

	
	

	
	


Additional comments on this element:
	     


Thank you for taking the time to tell us about your job.
Please give this questionnaire to your supervisor no later than December 5th, 2014.
[bookmark: _Toc402273703]SECTION IV: SUPERVISOR’S REVIEW
Please review the employee’s responses and indicate whether or not you essentially agree with what the employee has written.  If you have any changes, additions, or corrections, please indicate them in the boxes below and provide an explanation in the supervisor comments section provided. 
	Section of the Questionnaire
	Essentially Agree
	Have Changes or Additions

	SECTION I:  JOB SUMMARY
	|_|
	|_|

	SECTION II:  JOB ESSENTIAL DUTIES

	Essential Duties and Responsibilities
	[bookmark: Check126]|_|
	[bookmark: Check143]|_|

	SECTION III:  JOB ELEMENTS

	Expertise
	
	

	     Knowledge
	
	

	          1. Education and Training
	|_|
	|_|

	          2. Certification Required
	|_|
	|_|

	     Skills
	
	

	 3. Amount of Experience (In Addition to any Experience or OJT Used to Meet Qualifications in Knowledge)
	|_|
	|_|

	          4. Nature of Skills
	|_|
	|_|

	     Complexity of Work
	
	

	          5. Technical Elements of the Work; the Subject Matter
	|_|
	|_|

	          6. Interpersonal and Communicative Elements of the Work
	|_|
	|_|

	          7. Administrative Elements of the Work
	|_|
	|_|

	          8. Strategic Elements of the Work
	|_|
	|_|

	Decision Making
	
	

	     Organizational Impact
	
	

	          9. Impact on Core Mission
	|_|
	|_|

	        10. Impact on BART Financial Resources
	|_|
	|_|

	     Judgment and Discretion
	
	

	        11. Judgment Involved in Performing the Work
	|_|
	|_|

	     Authority to Complete Assignments and Solve Problems
	
	

	12. Direction and Oversight of Work from Assignment through    Completion
	|_|
	|_|

	13. Supervisory Review of Work
	|_|
	|_|


Please do not consider the employee’s performance.

	Section of the Questionnaire
	Essentially Agree
	Have Changes or Additions

	Supervision Responsibility/Project Management
	
	

	        14. Number of Individuals Directly and Indirectly Managed
	|_|
	|_|

	15. Responsible for Other BART Employees’ Work; Supervision
	|_|
	|_|

	        16. Responsibility for Contractors/Vendors
	|_|
	|_|

	        17. Nature of Majority of Jobs Managed 
	|_|
	|_|

	Relationships/Contacts Required by the Job
	
	

	        18. Types of Individuals Involved in Contacts/Relationships
	|_|
	|_|

	        19. Nature of Typical Interaction
	|_|
	|_|

	20. Frequency of Contacts
	|_|
	|_|

	Working conditions
	
	

	21. Environmental Factors, Including Irregular Schedule for which Additional Hourly or Differential Pay is Not Otherwise Available
	|_|
	|_|


Supervisor Comments: 
This area provides an opportunity to comment on the information presented. Please provide comments on all items that you have indicated there are changes or additions.  Identify each element by the corresponding number.   
	     





1.	What do you think is the most appropriate job title for this position (write “Same” if no change is needed)?
	[bookmark: Text37]     


2.	What do you think is a possible career path for someone in this position? Considering this job (not necessarily the person in the position), what jobs could someone be promoted from and be promoted to?  Please consider not only the current job titles in the BART, but also what you think would be a viable option in any organization.
	[bookmark: Text38]     
	
	[bookmark: Text39]     
	
	[bookmark: Text40]     

	Possibly 
promoted from
	
	Current position
	
	Possibly 
promoted to


3.	If you disagree with any part of the employee’s responses, did you discuss these comments with the employee?
	|_|
	Yes, and the employee agrees with my comments.

	|_|
	Yes, and the employee does not agree with my comments.

	|_|
	No, I did not discuss my comments with the employee.

	|_|
	Not applicable (I agree with all of the employee’s responses).


Please forward this questionnaire to Human Resources no later than December 12th, 2014.
	[bookmark: Text41]     

	Supervisor’s Name

	[bookmark: Text43]     

	Supervisor’s Job Title
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