Prepared by Human Resources - Ferris State University

position description questionnaire

name: ____________________________________________ 

what is your current position title?

________________________________________________________________ 

department: ____________________________________ 

current supervisor NAME/title:

________________________________________________________________ 

POSITION INFORMATION
The purpose of this questionnaire is to identify the duties, education, skills, and work experience that are needed to perform your current assignment.  

This is not a tool to audit your position.  It is only designed to write an accurate position description.

Please state briefly the purpose AND/or objective of your Position.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Position Tasks and Duties
Before filling out this next section, please spend some time considering the tasks and duties that you perform in your position.

SYMBOL 168 \f "Symbol" \s 10 \h
State the most important duty first and finish with the least important duty.  Begin each duty with an action verb, see attachment.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supervisory

If no supervisory duties, skip this section.

Please list the kinds of positions you supervise. Also please note your level of supervisory authority.  e.g.  hire, fire or assign work etc.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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EDUCATION, SKILLS AND EXPERIENCE
What formal education, specialized courses and/or training do you feel are required to perform  your job?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What special skills do you feel should be required for your position?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What previous work experience is necessary to perform the duties for this position (please list in number of years and type of experience)?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________

Employee's Signature

____________________________

Date

____________________________

Supervisor's Signature

____________________________

Date

Return to Human Resources

Prakken 150
FSU WORKING TOGETHER
Everyone 

Achieves More

LIST OF ACTION VERBS
Use action verbs to start each task statement.

administer


analyze


answer

apply



approve


arrange

build



balance


compare

call



clarify


communicate

compile


complete


coordinate

direct



copy



correct

design


delegate


decide

edit



expedite


evaluate

execute


file



follow up

gather


generate


write

guide



instruct


interview

instruct


inventory


lead

maintain


manage


monitor

prepare


provide


produce

purchase


research


record

recommend

reconcile


seek

supply


support


type

update


use 



utilize

EXAMPLES USING ACTION VERBS
Maintain  demographic data . . .

Provide various management reports . . .

Administer counseling and direction . . .

Prepare spreadsheets . . .

Reconcile accounting balances . . . 

Type letters and memos . . .

Everyone at the Human Resources Department would like to thank you for completing your Position Description Questionnaire.  We realize how much time is involved in this process, but the information you have provided will be imperative in successfully preparing an accurate Job Description. 

Thank you again!

