JOB QUESTIONNAIRE
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OFFICERS / SUPERVISORS / SENIOR STAFF
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Your Name : Job Title
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Department : Location
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Date
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JOB SUMMARY RAzfbisT

Briefly summarize your job’s purpose or role (in less than two sentences)
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Please describe the unit of the organization into which your job fits, and the part your job plays in it.
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FACTS H¥IRE

List the information which will show the scope and scale of activities with which your job is
concerned directly or indirectly. For example, number of subordinates, the budget you control
directly, or expenditures which you have an executive or advisory responsibility.
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ORGANIZATIONAL RELATIONSHIP #B#&BR %

List the title of your immediate supervisor, other positions reporting to your superior, and the
positions reporting to you. List areas of responsibility for individuals under your direction.
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Your Supervisor (Title)
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reporting to Yourself
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Ho At =) 43¢ [
l
Positions reporting to you Major activities
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MAJOR RESPONSIBILITY AREAS == EHE

Describe the major functions that your job perform and the subsequent end results achieved. Rank in
order of importance, (1) being the most important.
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Importance Functions and end results

QUALIFICATIONS AND EXPERIENCE RSG5

Please give details of the formal qualification, education, specialized training or experience required
for this job.
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DECISION MAKING AUTHORITY fFtiR=E/IHERD

Describe the authority permitted to your job by indicating which decisions you are expected to make
and which you are expected to recommend.
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JOB CHALLENGE Btz ¥ R BER

Describe the major challenges or problems that your job faces.
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WORKING RELATIONSHIPS *% T{EB{R

List the titles of individuals, departments and organizations except superior/subordinates with which

you have the most frequent contact. This should include contacts both inside the civil service and
with the public.
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Frequent contacts Nature or purpose
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Please use additional sheets if necessary 1o describe these and other aspects of your job not covered in this questionnaire.
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PROFESSIONAL / MANAGERIAL / SENIOR STAFF
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JOB SUMMARY R fifisT

Briefly summarize your job’s purpose or role (in less than two sentences)
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Please describe the unit of the organization into which your job fits, and the part your job plays in it.
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FACTS A¥iR®E

List the information which will show the scope and scale of activities with which your job is
concerned directly or indirectly. For example, number of subordinates, the budget you control
directly, or expenditures which you have an executive or advisory responsibility.
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ORGANIZATIONAL RELATIONSHIP #8#E8H %

List the title of your immediate supervisor, other positions reporting to your superior, and the
positions reporting to you. List areas of responsibility for individuals under your direction.
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Your Supervisor (Title)
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MAJOR RESPONSIBILITY AREAS =EmEHE

Describe the major functions that your job perform and the subsequent end results achieved. Rank in
order of importance, (1) being the most important.
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Importance Functions and end results
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QUALIFICATIONS AND EXPERIENCE HEEEIEES

Please give details of the formal qualification, education, specialized training or experience required
for this job.
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DECISION MAKING AUTHORITY friiREES

Describe the authority permitted to your job by indicating which decisions you are expected to make
and which you are expected to recommend.
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JOB CHALLENGE i i 8% &) S

Describe the major challenges or problems that your job faces.
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WORKING RELATIONSHIPS A% T{FBRf%

List the titles of individuals, departments and organizations except superior/subordinates with which
you have the most frequent contact. This should include contacts both inside the civil service and
with the public.
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Frequent contacts Nature or purpose
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Please use additional sheets if necessary to describe these and other aspects of your job not covered in this questionnaire.
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