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Job Profile Questionnaire

A. GENERAL INFORMATION

	Position Title:
	

	Department:
	

	Immediate Supervisor:
	



1. PRIMARY FUNCTIONS:
Briefly describe the purpose of this job.  Why does it exist?  This statement should be a general summary of the responsibilities of this position in terms of the results expected.  Your response should enable someone who is unfamiliar with your position to understand the major duties and responsibilities of your job.
	










2. PRIMARY ACTIVITIES:
Describe the tasks and primary activities, the essential functions of this job (the key duties for which the job exists.)  Indicate the approximate amount of time that you spend on each.  The total percentage need not equal 100 percent, but you should indicate which duties occupy the major portion of time and which are minor components.  List the essential functions in their order of importance.  Begin each statement with an action verb.
	Essential Functions
	Approx. % of Time Spent

	

	

	

	

	

	

	

	

	

	

	

	

	


	

	

	

	

	


B. JOB QUALIFICATIONS

1. SKILLS:
	What specific skills, credentials or training are required for your position?
	








2. KNOWLEDGE:
	Indicate minimum type of experience and required number of years to be able to successfully perform this job.
	










3. BEHAVIORS:
What type of personal characteristics is necessary to be successful in this job?  (Interpersonal skills, customer focus, team player, etc.)
	








4. EDUCATION:
	What is the formal education level that you believe is required to fulfill the responsibilities and duties of this position under normal circumstances?  Describe the minimum educational requirements for the position.
	







C. ENVIRONMENTAL FACTORS:
Describe any working conditions which involve unusual physical demands (e.g., prolonged CRT viewing), exposure to atypical working conditions, (e.g., regular overnight travel), or where specialized equipment or materials are required (e.g., personal computer) in your job.
	












D. MANAGEMENT RESPONSIBILITY (if applicable):
Job Positions immediately supervised:
	






E. COMMENTS:
Use this section to describe any additional aspects of this job which you feel are important to note.
	










	Prepared By:
	Date:











Additional Questions to ask in order the the job to meet ADA Compliance

Specialized equipment, machines or vehicles:  
List those normally included in the course of this job.  Explain the type of equipment, purpose and approximate amount of time used.  (DO NOT include common office machines such as calculators, computers, copy or fax machines, telephones, etc.)

	Equipment
	Purpose
	Amount of time used daily

	
	
	



Physical Movements Required on the Job:
(Occasionally = less that 1/3 of the time; Frequently = 1/3 – 2/3; Continually = more than 2/3 – may add up to more than 100% as multiple activities often occur simultaneously.)

	
	None
	Occasionally
	Frequently
	Continually

	Standing
	
	
	
	

	Walking
	
	
	
	

	Sitting
	
	
	
	

	Using hands to handle or grasp
	
	
	
	

	Reach with hands and arms
	
	
	
	

	Climb and/or balance
	
	
	
	

	Stoop, kneel, crouch or crawl
	
	
	
	

	Talk 
	
	
	
	

	Hear
	
	
	
	

	Taste and/or Smell
	
	
	
	

	Lifting up to 10 lbs.
	
	
	
	

	Lifting up to 25 lbs.
	
	
	
	

	Lifting up to 50 lbs.
	
	
	
	

	Lifting up to 100 lbs.
	
	
	
	

	Carrying up to 10 lbs.
	
	
	
	

	Carrying up to 25 lbs.
	
	
	
	

	Carrying up to 50 lbs.
	
	
	
	

	Carrying up to 100 lbs.
	
	
	
	



  What is the heaviest item lifted, carried or pushed/pulled?
	





  How much does it weigh?
	




  Is the object typically lifted, carried and/or pushed/pulled?
	




  How many times per day is it lifted, carried and/or pushed/pulled?
	





Vision Requirements:  Check all that apply:

· Close Vision (clear vision at 20 inches or less)
· Distance Vision (clear vision at 20 feet or more)
· Color Vision (ability to distinguish and identify colors)
· Peripheral Vision
· Depth perception
· No special vision requirements


Work Environment:  
Describe any working conditions which involve unusual physical demands, exposure to atypical working conditions (e.g. regular overnight travel, frequent outdoor work, exposure to loud noises, etc.), or where specialized equipment or materials are required in your job:
	











Complexity and Difficulty:  
Describe the most complex or difficult aspect of this position.  Indicate the extent of analysis, judgment, planning and creative thinking required to resolve these complexities.  Note any unusual aspects of this job:
	












General Comments:  
Please describe any additional aspects of your job which you feel are important to note:
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