
CITY OF GRAND JUNCTION 
JOB ANALYSIS QUESTIONAIRE 

I. E M P L O Y E E B A C K G R O U N D : In th is section y o u w i l l provide in fo rmat ion regarding you r 
name, current job title, you r immediate supervisor, etc. Th i s w i l l help u s make sure we refer to 
the correct job throughout the s tudy. 

Is this a group quest ionnaire? • Yes j g l No If yes, please l i s t a l l employee names. 

Divis ion: £\(kffl ^ m ^ V c x - W c *So<'^'\ Oz3 Department: f A t ^ n y Ct ip<*A ( o a ^ - r -

Employee Name: 

F o r Individual Quest ionnaires Only : 

(2ceLv \a\xjiZ^ Arnu 
Hlast) (First) (Middle Initial) 

Current Classification Title: itle: (Zi£A T^J^V'-VivAX^ 

Division ftc^oo i n igrWodjN N T C S<Lv V \ C£ *o Department f O l p O y C\ <poJ\ ^ 

Total Length of Time with organization Years [ months 6> 

Total Length of Time in Current Position Years months 

Assigned Hours/Week:; from / : tlD t o <S 1?0 Assigned Days/Week W^\\}^tck\(< 

Email: il: r V t i j 9^9 ,bi \ CUVlj • Work Phone: °T~? 0^)2^4 - X ^ l f } 

Immediate Supervisor: Immediate supervisor reports to: 

Name : J l o t / c n n t x ^ f\o\jxjr]Q Name: 

Title: Title: 

Work x 

Phone q i t ) ) 2 l M ' ) c o d l 

Work 
Phone: 

E-mail E-mail: 
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II. POSITION I N F O R M A T I O N 

1. POSITION SUMMARY: Th i s sect ion asks for a short paragraph, one to three sentences, 
regarding the purpose of you r posi t ion a n d / o r you r p r imary responsibi l i t ies . T h i s summary helps 
u s to qu i ck ly unders tand the essence of your job. U s u a l l y i t i s better to write this after y o u have 
completed the remainder of the questionnaire. Br ie f ly describe w h a t y o u consider to be the major 
purpose or objective of the job. S i m p l y stated, wha t are y o u at tempting to accompl i sh i n you r 
posi t ion? 

Example : Compute r Suppor t Techn ic i an 
S u m m a r y : To operate, m a i n t a i n a n d repair computer equipment a n d to provide technical 

assistance to users . 
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2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS. 

a. The chart below asks for your specific supervisoiy responsibilities. If a duty statement applies to 
you f please check the box under the "Yes" column and then indicate the number of employees for 
which you are responsible to the right of the statement. 

Yes Duty 
Number of 
Employees 

< I do not officially supervise other employees (sign performance reviews). 

• I evaluate and sign performance reviews of other full-time employees. 

• I evaluate and sign performance reviews of part-time, temporary or contract 
employees. 

• I instruct other employees in methods or procedures needed to carry out 
their job (how to carry-out their assigned duties). 

• I make work assignments for others. 

• I make hiring and hiring pay recommendations. 

• I make hiring and hiring pay decisions. 

• I recommend termination for poor performance. 

• I provide advice to peers that they must consider carefully before making a 
decision. 

• I provide information to supervisors/management that they use i n making 
a decision. 

b. Complete the organization chart below. This chart will help us to understand your job in relation to 
others in your department. Please use titles and not names. F i l l i n the applicable position titles: (1) 
your coworkers, employees you work with and who also report directly to your supervisor; and, (2) 
your subordinates, any employees you supervise directly. List only those jobs over which you have 
ful l managerial/supervisory authority (i.e. complete and sign performance evaluation.) Do not list 
employees supervised by your subordinate supervisors. 

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS* JOB TITLES 

>•->.- ^ — — — 

Please indicate the nature of the group supervised a n d the n u m b e r supervised 
• F u l l Time •Part-Time •Seasonal/Temp •volunteer • Contract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

1. Ins ide your organization (other City Departments): 
Title of Person or 

Depar tment 
H o w Of ten F o r W h a t Purpose 

Ex: Peers, Subordinates 

3 x K>sx / V * S I C * A > M C A / T - „ < p J T I C S 

£ i o * U ^ L Q J C ^ T f ^ J 

2. Outside your organization: 

Title of Person or 
Organiza t ion 

H o w Of ten F o r W h a t Purpose 

Ex: Vendors, Gen. Public 

3. ESSENTIAL DUTIES. 

The list of essential duties helps us to understand those duties which are the primary reasons why your 
position exists. For clarification, please refer to the examples provided below. 

Essential Duties: Those duties that make up at least 5% of your time. Please provide enough detail so that 
someone who may not be familiar with your job will have a clear understanding of what it is that you do. For 
example, do not simply state "prepares reports", but state "prepares reports such as status reports, staff 
reports", or other type of report(s) you may prepare. Also, please use action verbs such as prepares, 
calculates, operates, etc., to start off each statement. Do not use acronyms in your description. Examples 
are shown below. Use additional sheets if needed. 

Decisions Required: List the decisions you make to carry out the essential duties. 

Frequency: Indicate how often you perform each duty - D = daily, W = weekly, M = monthly, Q = quarterly, A 
= annually, or O = occasionally. 

Percent of Time: Indicate how much of your time you spend on each task. The total of these percentages 
should not be more than 100%. Example: Sally conducts property value estimates 20% of the time, it may 
mean she spends one day out of five on that task, or that she spends around two hours each day. These need 
only be estimates so do not spend a great deal of time trying to come up with an exact percentage. The 
percentages of all duties should equal 100% over a one year period of time. 
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Attach additional sheets if necessary. 

E X A M P L E (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE) 

Essential Duties Decisions Required Frequency % of 
Time 

EXAMPLES: 
Prepares monthly newsletters by 
gathering information, writing 
copy, editing, preparing for 
publication and overseeing 
distribution. 

Articles to include, editorial 
changes, graphics, layouts M 2596 

Performs inventory spot checks 
and monthly counts of supplies in 
warehouse. 

When to check supplies M 10% 

> 

List of Essential Duties Decisions Required 

Frequency; 
D = Daily 

W = Weekly 
M = Monthly 
Q = Quarterly 
A = Annually 

0 = Occasionally 

%of 
Time 
Spent 
(Not to; 
exceed 
100%) 

1 £ A W . . Select if} 1 © 
2 Select 

3 frAur no o i P f i r X info (poxlm f i c & j s ) 
Select ^ 

4 (Wv feiYi^wo.^ v j 

\ 
Select ^ 5 : 

5 Select ^ 

6 Select 

7 Select 

8 Select 

9 Select 

10 Select 

11 Select 

12 Select 

13 Select 

14 Select 

15 Select 

16 Select 

17 Select 

18 Select 

19 Select 
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4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of knowledge and skil l you would need to perform your job at 
the entry level. Those items you list are those required and not what you might necessarily know or are able 
to do after being in the position for a number of years. 

Knowledge: refers to the possession of concepts and information gained through experience, training 
and /or education and can be measured through testing. 

Skills: refers to the proficiency which can be demonstrated and are typically manual i n nature and/or can 
be measured through testing. 

The knowledge and skills that you list in the following section must refer to the Essential Duties you listed 
in Section 3. 

Duty # Knowledge - Skills 

T o n tuK 
tr"1 

b 
x u J 

Page 8 of 15 Fox Lawson & Associates, LLC 



III. E D U C A T I O N , E X P E R I E N C E , A N D E Q U I P M E N T 

1. EDUCATION: What level of education do you have and what minimum level of education do you 
believe is needed to satisfactorily perform your job at entry level? Check the level that applies to your job: 

You You 
Have Need 

• 
• 
• • 

• 
• • 
• • 

Less t h a n H i g h Schoo l D i p l o m a or equivalent (G.E.D.) (ability to read, write, 
a n d fol low directions) 
H i g h Schoo l D i p l o m a or equivalent (G.E.D.) 
U p to one year of specialized or t echn ica l t ra in ing beyond h igh school 
Associate degree (A.S., A.A.) or two-year technica l certificate 

Bachelor ' s degree 
Other (explain): 

2. EXPERIENCE: What kinds of experience do you have, and what minimum kinds of experience are 
needed to enter your job at entry level? 

Y o u Have 

1 0 m ° 

Type of Experience 

Y o u r T i m e Y o u Need 

\ b y e a r s 1 1 

M i n i m u m 
T i m e 

Required 

\ y e a r s 
^) y e a r s \ y e a r s 

JL y e a r s $ h y e a r s 

a. What field (s) should training or degree be in? 

3. SPECIAL REQUIREMENTS: List any registrations, certifications or licenses that are required for 
you to hold your position. Be specific and do not abbreviate words or use acronyms. 
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4. MACHINES, TOOLS AND EQUIPMENT. List any machines, tools or equipment used i n your work 
and indicate the frequency and time spent using each. The machines, tools and equipment must refer to 
the Essential Duties you listed in Section 3. 

Duty # Machines, Tools, Equipment Frequency / T i m e 

\ 
6 

5. DECISION-MAKING & JUDGMENTS. 

a. Descr ibe three types of impor tant decisions a n d judgments y o u make regular ly a n d 
independently i n the performance of your duties. 

1. 

2. 

3. 
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IV: A M E R I C A N S W I T H DISABILITIES A C T R E Q U I R E M E N T S 

1. PHYSICAL ACTIVITIES/REQUIREMENTS. 
This section helps us understand the physical activities and requirements that are absolutely necessary for 
you to be able to do in order to perform your job. Please list the frequency and the importance of each of the 
physical requirements listed in this section. These physical activities/requirements will help in ensuring the 
City of Grand Junction remains in compliance with the Americans with Disabilities Act. 

The City of Grand Junction is required to document any physical requirements i n order to legally defend 
restrictions that are imposed. The definitions for the physical activities/requirements are taken directly from 
the guidelines established by the federal government. Your answers i n this section will not affect how your 
job is classified. 

Frequency 

How frequently is the activity 
performed? 

0 - Never 
1 - A n n u a l l y 
2 - Quar te r ly (at least 3 per year) 
3 - M o n t h l y (at least 8 per year) 
4 - Weekly (at least 3 per month) 
5 - Da i ly (at least 3 per week) 

Importance 

How important is the activity in 
accomplishing the job's purpose' 

0 - Not Important 
1 - Somewhat Important 
2 - V e r y Important 
3 - Ext remely Important 

Physical Activity Frequency Importance Duties 
Climbing: Ascending or descending ladders, stairs, 
scaffolding, ramps, poles and the like, using feet and legs 
and/or hands and arms. Body agility is emphasized. This 
factor is important if the amount and kind of climbing required 
exceeds that required for ordinary locomotion. 

0 
Select 

0 
Select 

Balancing: Maintaining body equilibrium to prevent falling 
when walking, standing or crouching on narrow, slippery or 
erratically moving surfaces. This factor is important if the 
amount and kind of balancing exceeds that needed for 
ordinary locomotion and maintenance of body equilibrium. 

G 
Select 

0 
Select 

Stooping: Bending body downward and forward by bending 
spine at the waist. This factor is important if it occurs to a 
considerable degree and requires fu l l use of the lower 
extremities and back muscles. 

0 
Select 

P 
Select 

Kneeling: Bending legs at knee to come to a rest on knee or 
knees. Seiect Sefcct 

Crouching: Bending the body downward and forward by 
bending leg and spine. Select Select 

Crawling: Moving about on hands and knees or hands and 
feet. Select Set 
Reaching: Extending hand(s) and arm(s) in any direction. Sefect ^ s U c t \ 
Standing: Particularly for sustained periods of time. S e f t c t ^ Sefe^t | ( 
Walking: Moving about on foot to accomplish tasks, 
particularly for long distances. Sê |bt i~f S a ^ t ( L 
Pushing: Using upper extremities to press against something 
with steady force i n order to thrust forward, downward or 
outward. 

S e f i c t s f i c t 
,—pj""1""""̂  

Pulling: Using upper extremities to exert force in order to 
draw, drag, haul or tug objects i n a sustained motion. SeS'ct S e V c t 

Fingering: Picking, pinching, typing or otherwise working, 
primarily with fingers rather than with the whole hand or arm 
as i n handling. 

Select Select 
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Grasping: 
palm. 

Applying pressure to an object with the fingers or Sefect 

Lifting: Raising objects from a lower to a higher position or 
moving objects horizontally from position-to-position. This 
factor is important if it occurs to be a considerable degree and 
requires the substantial use of the upper extremities and back 
muscles. 

Select Select 

Feeling: Perceiving attributes of objects, such as size, shape, 
temperature or texture by touching the skin, particularly that 
of fingertips. 

Select 

Talking: Expressing or exchanging ideas by means of the 
spoken work. Those activities in which they must convey 
detailed or important spoken instructions to other workers 
accurately, loudly, or quickly. 

Select Select 

Hearing: Perceiving the nature of sounds with no less than a 
4db loss @ 500 Hz, 1,000 Hz and 2,000 Hz with or without 
correction. Ability to receive detailed information through oral 
communication, and to make fine discriminations in sound, 
such as when making fine adjustments on machined parts. 

i 
Select 

Select 

Seeing: The ability to perceive the nature of objects by the 
eye. Seeing is important for hazardous jobs where defective 
seeing would result in injury and also jobs where special and 
minute accuracy, inspecting and sorting exist. A high degree 
of visual efficiency, placing intense and continuous demands 
on the eyes by moving machinery and other objects are also 
considered important. Other important factors of seeing are 
acuity (near and far), depth perception (three dimensional 
vision), accommodation (adjustment of lens of eye to bring an 
object into sharp focus), field of vision (area that can be seen 
up and down or to the right or left while eyes are fixed on a 
given point) and color vision (ability to identify and distinguish 
colors). 

Select Select 

Repetitive Motions: Substantial repetitive 
(motions) of the wrists, hands, and/or fingers. 

movements S e t o t Se l e 

Sedentary Work: Exerting up to 10 pounds of force 
occasionally and/or a negligible amount of force frequently or 
constantly to lift, carry, push, pull or otherwise move objects, 
including the human body. Sedentary work involves sitting 
most of the time. Jobs are sedentary if walking and standing 
are required only occasionally and all other sedentary criteria 
are met. 

Select Select 

Light Work: Exerting up to 20 pounds of force occasionally, 
and/or up to 10 pounds of force frequently, and/or a 
negligible amount of force constantly to move objects. If the 
use of arm and/or leg controls requires exertion of forces 
greater than that for Sedentary Work and the worker sits most 
of the time, the job is rated for Light Work. 

Select Select 

Medium Work: Exerting up to 50 pounds of force 
occasionally, and/or up to 20 pounds of force frequently, 
and/or up to 10 pounds of force constantly to move objects. 

Select Select 

Heavy Work: Exerting up to 100 pounds of force occasionally, 
and/or up to 50 pounds of force frequently, and/or up to 20 
pounds of force constantly to move objects. 

Select S W c t 

Very Heavy Work: Exerting in excess of 100 pounds of force 
occasionally, and/or in excess of 50 pounds of force 
frequently, and/or in excess of 20 pounds of force constantly 
to move objects. 

Select 

Page 12 of 15 Fox Lawson & Associates, LLC 



2. WORKING CONDITIONS. 
T h e work ing condit ions sect ion helps us to unders tand the phys i ca l envi ronment y o u are subjected 
to while performing you r job duties. Th i s sect ion does not apply to condi t ions l ike a n old office 
'bu i ld ing b u t only those factors that have to do w i th the job itself. In th is section, please place a n X 
by the condi t ion that applies a n d one under the frequency that is mos t appropriate. The condi t ion 
shou ld be un ique to your job and not generally applicable to a l l employees w i th the organization. 
Please note, there is a choice for "Does Not Apply," if most of your work is in an office 
setting. 

Does Not Apply 

Condition 
Less than 25% 

of the time 
25-50% of the 

time 
More than 50% 

of the time 
Hazardous phys i ca l condi t ions (mechanical 
parts, electr ical currents , v ibra t ion , etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts , gases, poor ventilation) • • • 
Hazardous mater ials (chemicals, b lood a n d 
other body f lu ids , etc.) • • • 
Extreme temperatures • • • 
Inadequate l ight ing • • • 
W o r k space restricts movement • • • 
Intense noise • • • 
Travel • • • 
Env i ronmen ta l (disruptive people, imminen t 
danger, threatening environment) • • • 

V : E M P L O Y E E , S U P E R V I S O R , A N D D E P A R T M E N T H E A D S I G N A T U R E S 

ADDITIONAL COMMENTS 

Are there any addi t ional comments y o u w o u l d l ike to make to be sure y o u have described you r 
job adequately? (Use addi t iona l sheets i f necessary). 

E M P L O Y E E C E R T I F I C A T I O N 

I cer t i fy that tJae/above statements a n d responses are accurate a n d complete to the best of m y 
l m o w l e d g e ^ " ^ / , J 

v i l ^ / \ s \ D a t e : | b Signed: 

; 5 FageJtf of 15 

iC 
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T O B E C O M P L E T E D B Y T H E I M M E D I A T E S U P E R V I S O R A N D D E P T . H E A D 

Thi s section is to be used by the Supervisor to note any addi t iona l comments , addi t ional 
duties or disagreements w i th any section of the questionnaire. The Supervisor shou ld not 
change anyth ing wri t ten by the ind iv idua l f i l l ing out the quest ionnaire nor s h o u l d they 
address any performance issues. Please remember that th is quest ionnaire i s intended solely 
for the purpose of accurately describing the job i n question. The Superv isor does not need to 
read the entire J A Q . S i m p l y check the areas identif ied w i t h arrows for accuracy as these are 
the most impor tant i n c lass i fy ing the jobs . If these sections are not complete or are incorrect, 
please f i l l i n the b l a n k s w h e n y o u review the quest ionnaire w i t h the incumbent . If you 
disagree w i th any informat ion provided or believe some in format ion is miss ing , indicate below 
the quest ion n u m b e r a n d your comments. Please note the form should have all three 
signatures to ensure all have read the questionnaire. 

Question No. Comments 

, j . . -*ŝr 1 

C*JV^KIXV_ P p ^ i t c r t ) f u ^ ^ ^ L <cc, T v ^ c . 

Page 14 of 15 Fox Lawson & Associates, LLC 



Please check the appropriate statement: 

I agree w i t h the incumbents ' pos i t ion questionnaire as wri t ten. 

The above modif icat ions have been discussed w i t h the incumbent , a n d the incumben t 
agrees w i t h these modif icat ions . 

• The above modif icat ions have been discussed w i t h the incumbent , a n d the incumben t 
disagrees w i t h these modif icat ions . 

I have noted the modifications made by my supervisor in the Comments Section above. 

Employee Signature: 

Supervisor 
Signature: 

Depar tment Head 
Signature: 

Date: 

Date: 

Date: 

T H A N K Y O U F O R C O M P L E T l S Q ^ T H t S Q U E S T I O N N A I R E . A F T E R Y O U O R Y O U R G R O U P 
H A S C O M P L E T E D Y O U R P O R T I O N O F T H E Q U E S T I O N N A I R E , P L E A S E S U B M I T T H E 
Q U E S T I O N N A I R E T O Y O U R S U P E R V I S O R F O R R E V I E W , S I G N A T U R E , A N D C O M M E N T . 
Y O U R S U P E R V I S O R W I L L S U B M I T T H E C O M P L E T E D Q U E S T I O N N A I R E T O Y O U R 
D E P A R T M E N T H E A D . 
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CITY OF GRAND JUNCTION 
JOB ANALYSIS QUESTIONAIRE 

I. E M P L O Y E E B A C K G R O U N D : In this sect ion y o u w i l l provide in format ion regarding your 
name, current job title, your immediate supervisor, etc. Th is w i l l help u s make sure we refer to 
the correct job throughout the study. 

Is this a group quest ionnaire? • Yes No If yes, please l is t a l l employee names. 

Divis ion: Transpor ta t ion /Traf f ic Department: Pub l i c Works a n d P l a n n i n g 

Por Individual Quest ionnaires Only : 

Employee Name: N imon Sandra K . 
(Last) (First) (Middle Initial) 

Current Classification Title: Administrative Clerk 

Division Traffic/Transportation Department Public Works and Planning 

Total Length of Time with organization 25 Years 3 months 

Total Length of Time in Current Position 1 Years 8 months 

Assigned Hours/Week: from 7:00 a.m. t o 
Assigned Days/Week T u e . - F r i . 

3 : 3 0 p . m . (30 Hrs . ) 

Email: sandin@gjcity.org Work Phone: 256-4110 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Jody Kl i ska Name: Trent Prall 

Title: Transportation Engineer Title: Engineering Manager 

Work 
Phone 970-244-1591 

Work 
Phone: 970-256-4047 

E-mail: jodyk@gjcity.org E-mail: trentonp@gjcity.org 
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II. POSITION INFORMATION 
1. POSITION SUMMARY: Th i s section asks for a short paragraph, one to three sentences, 
regarding the purpose of you r posi t ion a n d / o r your p r imary responsibi l i t ies . Th i s s u m m a r y helps 
u s to qu ick ly unders tand the essence of your job. Usua l ly it i s better to write this after y o u have 
completed the remainder of the questionnaire. Br ie f ly describe what y o u consider to be the major 
purpose or objective of the job. S imply stated, wha t are you at tempting to accompl i sh i n your 
posi t ion? 

Example : Compute r Suppor t Techn ic ian 
Summary : To operate, ma in t a in a n d repair computer equipment a n d to provide technical 

assistance to users . 

A s the f i r s t p o i n t o f c o n t a c t i n the T r a n s p o r t a t i o n E n g i n e e r i n g / T r a f f i c D i v i s i o n , I m u s t 
r e p r e s e n t the T r a n s p o r t a t i o n E n g i n e e r a n d h e r s t a f f w i t h s o u n d j u d g m e n t a n d 
c o n f i d e n c e . A s the sole a d m i n i s t r a t i v e s u p p o r t f o r J o d y a n d h e r s taff , I p e r f o r m a w i d e 
v a r i e t y of r e s p o n s i b i l i t i e s a n d a d m i n i s t r a t i v e d u t i e s fo r a n a s s i g n e d f u n c t i o n ; a n d I 
p e r f o r m a v a r i e t y o f t e c h n i c a l a n d a d m i n i s t r a t i v e d u t i e s re la t ive to a n a s s i g n e d 
r e s p o n s i b i l i t y . 

I p r o v i d e a s s i s t a n c e i n a d m i n i s t r a t i v e a n d o p e r a t i n g p r o g r a m s a n d I m a k e d e c i s i o n s 
w h i c h effect s p e c i a l i z e d a n d t e c h n i c a l a r e a s t h a t r equ i r e i n t e r p r e t a t i o n o f f ac t s , s i t u a t i o n s 
a n d p r o c e d u r e s . 
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2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS. 

a. The chart below asks for your specific supervisory responsibilities. If a duty statement applies to 
you, please check the box under the "Yes" column and then indicate the number of employees for 
which you are responsible to the right of the statement. 

• I do not officially supervise other employees (sign performance reviews). 

• I evaluate and sign performance reviews of other full-time employees. 

• I evaluate and sign performance reviews of part-time, temporary or contract 
employees. 

• I instruct other employees in methods or procedures needed to carry out 
their job (how to carry-out their assigned duties). 

• I make work assignments for others. 

• I make hiring and hiring pay recommendations. 

• I make hiring and hiring pay decisions. 

• I recommend termination for poor performance. 
I provide advice to peers that they must consider carefully before making a 
decision. 
I provide information to supervisors/management that they use in making 
a decision. 

b. Complete the organization chart below. This chart wil l help us to understand your job in relation to 
others in your department. Please use titles and not names. Fi l l in the applicable position titles: (1) 
your coworkers, employees you work with and who also report directly to your supervisor; and, (2) 
your subordinates, any employees you supervise directly. List only those jobs over which you have 
fu l l managerial/supervisory authority (i.e. complete and sign performance evaluation.) Do not list 
employees supervised by your subordinate supervisors. 

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS' JOB TITLES 

T r a n s p o r t a t i o n E n g i n e e r 

T r a f f i c S u p e r v i s o r 

T r a n s p o r t a t i o n S y s t e m A n a l y s t 

T r a n s p o r t a t i o n E n g i n e e r i n g A s s i s t a n t 

T r a f f i c C r e w L e a d e r 

S i g n C r e w L e a d e r 

T r a f f i c T e c h n i c i a n 

T r a n s p o r t a t i o n S u p p o r t T e c h n i c i a n 

Please mdicate the nature of the group supervised a n d the n u m b e r supervised 
• F u l l Time •Part-Time • Seasonal/Temp •'Volunteer •Contract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

Title of Person or 
MAX: Depar tment ' • 

H o w Often Fo r W h a t Purpose 

Ex: Peers, Subordinates D a i l y 

P r o v i d e a n d co l l ec t i n f o r m a t i o n , solve 
p r o b l e m s a n d r e s e a r c h s o l u t i o n s w i t h i n 
p o l i c y g u i d e l i n e s a n d p r o c e d u r e s o r the 
n e c e s s a r y c h a n g e s to g u i d e l i n e s . 

P r o f e s s i o n a l / 

T e c h n i c a l S t a f f D a i l y 

P r o v i d e a n d co l l ec t i n f o r m a t i o n , d e s i g n , 
so lve , a n d r e s e a r c h p r o b l e m s s p e c i f i c to 
G B A , G I S , N e w W o r l d , B a n n e r C C S E R , 
U N C C L o c a t i n g S y s t e m , C r y s t a l R e p o r t s , 
X c e l E n e r g y S t ree t L i g h t R e p o r t S y s t e m , 
G r a n d V a l l e y R u r a l P o w e r S t ree t L i g h t 
R e p o r t i n g S y s t e m , A c c e s s S i g n a l L o g 
D a t a B a s e . F i r s t p o i n t o f c o n t a c t f o r 
b u d g e t i n f o r m a t i o n / m o n i t o r i n g / r e p o r t s . 

M a n a g e r s D a i l y 

P r o v i d e , co l l ec t a n d d i s t r i b u t e 
i n f o r m a t i o n , e x e c u t e p r o j e c t s a n d 
r e s p o n s i b i l i t i e s , so lve p r o b l e m s w i t h i n 
s p e c i f i c p o l i c y g u i d e l i n e s . 

G B A C o m m i t t e e M o n t h l y 

P r o v i d e , co l l ec t a n d d i s t r i b u t e 
i n f o r m a t i o n , e x e c u t e p r o j e c t s a n d 
r e s p o n s i b i l i t i e s , so lve p r o b l e m s w i t h i n 
s p e c i f i c p o l i c y g u i d e l i n e s . 

F i n a n c e W e e k l y 

P r o v i d e , co l l ec t a n d a n a l y z e i n f o r m a t i o n . 
F i r s t p o i n t o f c o n t a c t r e g a r d i n g p a y a b l e 
i n v o i c e s c h a r g e c a r d s , p a y r o l l , e tc . 

P o l i c e D e p a r t m e n t / 

D i s p a t c h D a i l y 

P r o v i d e , co l l ec t a n d a n a l y z e i n f o r m a t i o n . 
F i r s t p o i n t o f c o n t a c t r e g a r d i n g s i g n a l s 
n o t w o r k i n g , s t op s i g n s d o w n a n d a n y 
o t h e r t r a f f i c i s s u e s i n G r a n d J u n c t i o n 

S t o r e s / P u r c h a s i n g W e e k l y 

P rov ide a n d a n a l y z e i n f o r m a t i o n 
p e r t a i n i n g to S t o r e s P u r c h a s e s . U p d a t e 
a c c o u n t i n g / b u d g e t a r y i n f o r m a t i o n a n d 
p r o v i d e r e q u i s i t i o n s fo r P u r c h a s i n g . 
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2. Outside your organization: 

Title of Person or 
Organizat ion 

X H o w Often : For Wha t Purpose 

Ex: Vendors, Gen. Public 

Daily 

P r o v i d e , i n s t r u c t a n d co l l ec t i n f o r m a t i o n , 
solve p r o b l e m s , c o m m u n i c a t e a n d 
negot ia te s o l u t i o n s w i t h i n p o l i c y 
g u i d e l i n e s . 

C i t i z e n s D a i l y 

Serve as a l i a i s o n to G r a n d J u n c t i o n 
C i t i z e n s r e g a r d i n g s i g n i n s t a l l a t i o n , d o w n 
s t op s i g n s , y i e l d s i g n s , h a n d i c a p s i g n s , 
n o p a r k i n g s i g n s , s p e e d l i m i t s i g n s , 
s c h o o l zones , m a r k i n g s , s t reet l i g h t i n g , 
t r a f f i c c o u n t s , b i k e l a n e s , h a n d i c a p 
zones , c r o s s w a l k s , t u r n l ane s , n o 
p a s s i n g l a n e s , l o a d i n g z o n e s a n d w i d e 
l o a d p e r m i t t i n g . C o l l e c t i n f o r m a t i o n , 
so lve p r o b l e m s & negot ia te s o l u t i o n s 
w i t h i n p o l i c y g u i d e l i n e s . 

P u b l i c A g e n c i e s (State 
a n d C o u n t y ) B i - W e e k l y 

Serve as a l i a i s o n to the S ta te a n d 
C o u n t y P u b l i c W o r k s T r a f f i c 
D e p a r t m e n t s . F a c i l i t a t e c o m m u n i c a t i o n 
w i t h t h e m r e g a r d i n g l o c a l t r a f f i c i s s u e s 
a n d r epo r t l o c a l t r a f f i c i s s u e s to t h e m . 

U t i l i t y C o m p a n i e s W e e k l y 

I co l l ec t , p r o v i d e , a n d v e r i f y ( t h r o u g h o u r 
G e o g r a p h i c a l I n f o r m a t i o n S y s t e m (GIS)) 
i n f o r m a t i o n to X c e l E n e r g y a n d G r a n d 
V a l l e y R u r a l r e g a r d i n g S t ree t 
L i g h t s / S t r e e t L i g h t O u t a g e s . 

U N C C L o c a t i n g 
S e r v i c e B i - W e e k l y 

P r o v i d e , c o l l e c t a n d p r o c e s s i n f o r m a t i o n 
r e l a t i n g to l oca t e s f o r s i g n a n d s i g n a l 
i n s t a l l a t i o n s . 

C o n t r a c t o r s A s N e e d e d 
C o l l e c t , v a l i d a t e , a n d p r o c e s s c o n t r a c t s 
f o r e n g i n e e r i n g d e s i g n p ro jec t s . 
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3. ESSENTIAL DUTIES. 

The list of essential duties helps us to understand those duties which are the primary reasons why your 
position exists. For clarification, please refer to the examples provided below. 

Essential Duties: Those duties that make up at least 5% of your time. Please provide enough detail so that 
someone who may not be familiar with your job will have a clear understanding of what it is that you do. For 
example, do not simply state "prepares reports", but state "prepares reports such as status reports, staff 
reports", or other type of report(s) you may prepare. Also, please use action verbs such as prepares, 
calculates, operates, etc., to start off each statement. Do not use acronyms in your description. Examples 
are shown below. Use additional sheets if needed. 

Decisions Required: List the decisions you make to carry out the essential duties. 

Frequency: Indicate how often you perform each duty - D = daily, W = weekly, M = monthly, Q = quarterly, A 
= annually, or O = occasionally. 

Percent of Time: Indicate how much of your time you spend on each task. The total of these percentages 
should not be more than 100%. Example: Sally conducts property value estimates 20% of the time, it may 
mean she spends one day out of five on that task, or that she spends around two hours each day. These need 
only be estimates so do not spend a great deal of time trying to come up with an exact percentage. The 
percentages of all duties should equal 100% over a one year period of time. 

Attach additional sheets if necessary. 

E X A M P L E (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE) 

decisions Required sential Duties 
U0mmm 
EXAMPLES: 
Prepares monthly newsletters by 
gathering information, writing 
copy, editing, preparing for 
publication and overseeing 
distribution. 

Articles to include, editorial 
changes, graphics, layouts M 25% 

Performs inventory spot checks 
and monthly counts of supplies in 
warehouse. 

When to check supplies M 10% 

m m 

m m m m m y m m m 

w m m m m m m m 

Am 

Responsible for managing, compi l ing, 
coordinat ing, moni tor ing, and processing 
invoices, requis i t ions , procurement cards, 
a n d t r a in ing / t r ave l arrangements. Uti l ize 
New W o r l d , C C S E R , Banner , Crys t a l 
Reports. 

Knowledge of accounts, 
accuracy of accounts, 
procedures, budget and 
processes, as well as how to 
make adjustments, as 
needed. 

Frequency: 
D = Daily 

W = Weekly 
M = Monthly 
0 = Quarterly 

Annually 
= nrv-asionallv 

Dai ly 3 5 % 
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2 

Ass i s t i n coordinat ing a n d moni tor ing the 
assigned budget for Traff ic S igns /T ra f f i c 
S igna ls /S t ree t Paint ing, Street Light ing , a n d 
Transpor ta t ion Engineer ing accounts. 
Compi le a n n u a l budget requests. 
Recommend expenditure requests for 
specif ic accounts and moni tor approved 
accounts 

Accuracy of accounts, 
future projections and 
necessary journal entries. 

D a i l y 15% 

3 
Compi le , research, a n d d i spa tch requests 
per ta ining to street signs, t raff ic signals, 
s t r iping, street l ighting, school zones, 
crosswalks , a n d traffic s i tua t ions / ca lming . 

The abil i ty to make 
prompt decisions wi th 
appropriate actions 
a n d responses. The 
effective sk i l l s to solve 
problems a n d 
communica te 
in format ion to 
cus tomers i n a 
productive, concise a n d 
f r iendly manner . 
Knowledge of the GIS 
system, a n d the Ci ty 
of G r a n d 
J u n c t i o n / Transpor ta t i 
on's procedures a n d 
practices. 

D a i l y 15% 

4 

Compi le , research informat ion a n d order 
suppl ies a n d equipment for 
Tra f f i c /Transpor ta t ion /Eng inee r ing . At tend 
G B A meetings, compile, analyze in format ion 
a n d transcribe minutes . Prepare, analyze, 
process contracts, payment bonds, for 
capi ta l improvement projects. Process, 
screen, categorize a n d distr ibute m a i l for 
Tra f f i c /Transpor ta t ion . Update manua l s . 
M a i n t a i n f i l ing system a n d 
manage /a rch ive /des t roy records according 
to the State Arch iva l Regulat ions. Other 
dut ies as assigned. 

Knowledge of Ci ty 's 
pol icies a n d 
procedures. 
Knowledge of State 
A r c h i v a l Regulations. 
Ab i l i t y to make 
independent decisions. 
Compi le , compose a n d 
prepare documents . 

Da i ly 15% 

5 

Compi le , research a n d report in format ion 
on Street Lights to be G P S ' d a n d i n 
preparat ion of the a n n u a l budget. 

Compi le a n d report 
in format ion for 
accuracy of the budget 
a n d for accuracy of 
G B A a n d GIS M a p p i n g 

M o n t h l y 5% 
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6 

Uti l ize G B A , U N C C , X c e l Street Light 
Report ing System, G r a n d Val ley R u r a l 
Power Street Light Report ing System, Street 
Light X c e l D a t a Base , a n d Access Traff ic 
S igna l D a t a base to compile, analyze, a n d 
report specific in fo rmat ion as i t relates to 
Tra f f i c /Transpor ta t ion Engineer ing. 

Col lec t ing informat ion , 
da ta entry, 
ca l cu la t ing / fo rmula ­
t ing, reporting. 
Knowledge of pol icy 
a n d procedures. 

Da i ly 15% 

Select 
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4. REQUIRED KNOWLEDGE AND SKILLS. 
Thi s section helps u s to under s t and the types of knowledge a n d s k i l l you w o u l d need to per form 
your job at the entry level. Those i tems y o u l is t are those required a n d not wha t y o u might 
necessari ly k n o w or are able to do after being i n the posi t ion for a number of years. 

Knowledge: refers to the possess ion of concepts and in format ion gained th rough experience, 
t ra in ing a n d / o r educat ion a n d can be measured through testing. 

Duty # Knowledge - Skills 

1,2,3,4,5,6 Communication /Customer Service Skills - The knowledge of communication techniques and 
practices in order to best serve the City of Grand Junction and its customers. 

1,2,3,4,5,6 Familiarity and clear understanding of procedures, policies and standards of 
Traffic/Transportation and the City of Grand Junction. 

1,2,3,4,5,6 Wisdom in business and administrative standards. 

1,2,3,4,5,6 Experience in report preparation and business writing 

1,2,3,4,5,6 Education in a multitude sophisticated programs such as GBA, UNCC, Crystal Reports, GIS, 
New World, and Banner. 

3 Knowledge of MUTCD (Manual on Uniform Traffic Control Devices). TEDS (Transportation 
Engineering Design Standards). 

1,2,3,4,5,6 Experience and understanding of a multitude computer programs, i.e., Microsoft Office 
CCSER, and Novell GroupWise. 

1,2,3,4,5 Capacity to compile analyze and report information. 

3,5,6 The capability to understand mapping and coordinates. 

2.3.4.5 The ability to comprehend specific terminology as it relates to Traffic/Transportation 
Engineering. 

1.2.3.4.5.6 Diligence - The ability to coordinate, process, and present information. 

1.2.3.4.5.6 Competence - The ability to establish priorities, work independently and get the job done! 

Skills: refers to the proficiency w h i c h can be demonstrated a n d are typical ly m a n u a l i n nature 
a n d / o r can be measured through testing. 

The knowledge a n d ski l l s that you l is t i n the fol lowing section mus t refer to the Essen t i a l Dut ies 
y o u l is ted i n Sect ion 3. 
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III. EDUCATION, EXPERIENCE, AND EQUIPMENT 

1. EDUCATION: What level of educat ion do you have a n d wha t m i n i m u m level of educa t ion do 
you believe i s needed to sat isfactori ly perform your job at entry level? Check the level that applies 
to your job: 

Less than H i g h School D i p l o m a or equivalent (G.E.D.) (ability to read, write, 
a n d fol low directions) 
H i g h School D i p l o m a or equivalent (G.E.D.) 
U p to one year of special ized or technica l t r a in ing beyond h igh school 
Associate degree (A.S., A.A.) or two-year technical certificate 
Bachelor 's degree 
Other (explain): 
Bus ines s course f r o m Hea ld Bus ines s College i n S a n Diego (one-year course), 
p lu s two years (nights) at M e s a College a n d var ious other seminars a n d 
classes. 

2. EXPERIENCE: What k i n d s of experience do you have, a n d what m i n i m u m k i n d s of experience 
are needed to enter your job at entry level? 

Type of Experience 

You Have Your Time You Need Minimum Time 
Required 

B u s i n e s s Admin i s t r a t ion 35 years 5 5 years 
Cus tomer Service 35 years 5 5 years 

years years 

a. What f i e ld (s) shou ld t ra in ing or degree be in? 
B u s i n e s s Admin i s t r a t ion 

3. SPECIAL REQUIREMENTS: L i s t any registrations, certif ications or l icenses that are required 
for y o u to h o l d your posi t ion. Be specific a n d do not abbreviate words or use acronyms. 

None 

You You 
Have Need 

• • 
• • • • 
• • • • 
x • 
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4. MACHINES, TOOLS AND EQUIPMENT. L i s t any machines , tools or equipment u sed i n your 
w o r k a n d indicate the f requency a n d time spent u s ing each. The machines , tools a n d equipment 
m u s t refer to the Essen t ia l Dut ies y o u l is ted i n Sect ion 3. 

i. Duty # Machines, Tools, Equipment Frc qucncy / T i m c 
1 , 2 , 3 , 4 , 

5, 6 Compute r D a i l y / 6 5 % 

1,2 Copier, Fax , Printers , Scanner , Radio Base Stat ion 18% 

1,2, 3 , 4 Telephone 10% 

1,2 Calcula tor 2% 

3 , 4 Radio Base Sta t ion 5% 

5. DECISION-MAKING & JUDGMENTS. 

a. Descr ibe three types of important decisions a n d judgments y o u make regular ly a n d 
independently i n the performance of your duties. 

1. I make decisions dai ly that involve t echn ica l / admin i s t ra t ive /bus iness areas that require 
interpretat ion of procedures, processes, a n d programs. 

2. I receive, d ispa tch a n d report in format ion per ta ining to street l ights , t raff ic l ights , street signs, 
s t r iping, street l ight ing, school zones, crosswalks , a n d traff ic s i tua t ions / ca lming . It's c ruc i a l that 
I make s o u n d / p r o m p t a n d accurate judgments when responding to any of these issues . 

3. I research, collect, compile, a n d organize in format ion as it relates to Tra f f i c /Transpor ta t ion . 
B a s e d on m y f indings , I ass is t Transpor ta t ion Engineer ing w i th budget analysis and 
invoic ing / p ay ables. 
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IV: AMERICANS WITH DISABILITIES A C T REQUIREMENTS 

1. PHYSICAL ACTIVITIES/REQUIREMENTS. 
Thi s section helps us unders tand the phys ica l activities a n d requirements that are absolutely 
necessary for y o u to be able to do i n order to perform your job. Please l i s t the f requency a n d the 
importance of each of the phys ica l requirements l is ted i n th is section. These phys ica l 
act ivi t ies / requirements w i l l help i n ensur ing the C i ty of G r a n d J u n c t i o n remains i n compliance w i th 
the Amer icans w i th Disabi l i t ies Ac t . 

The C i ty of G r a n d J u n c t i o n is required to document any phys i ca l requirements i n order to legally 
defend restr ict ions that are imposed. The defini t ions for the phys ica l act ivi t ies / requirements are 
taken directly f r o m the guidelines establ ished by the federal government. Y o u r answers i n this 
section w i l l not affect how your job is c lass i f ied. 

Frequency Importance 

How frequently is the activity How important is the activity in 
performed? accomplishing the job's purpose? 

0 - Never 
1 - A n n u a l l y 
2 - Quar ter ly (at least 3 per year) 
3 - M o n t h l y {at least 8 per year) 
4 - Weekly (at least 3 per month) 
5 - Da i ly (at least 3 per week) 

0 - Not Important 
1 - Somewhat Important 
2 - Very Important 
3 - Extremely Important 

Physical Activity Frequency Importance Duties 
Climbing: Ascend ing or descending ladders, 
stairs, scaffolding, ramps, poles a n d the l ike , 
u s i n g feet a n d legs a n d / o r hands a n d arms. 
B o d y agility is emphasized. Th i s factor is 
impor tant i f the amount a n d k i n d of c l imbing 
required exceeds that required for ordinary 
locomotion. 

O - Never O - N o t 
Important 

Balancing: M a i n t a i n i n g body equ i l ib r ium to 
prevent fa l l ing when wa lk ing , s tanding or 
c rouch ing on narrow, sl ippery or erratically 
moving surfaces. Th is factor is important i f 
the amount a n d k i n d of ba lanc ing exceeds 
that needed for ordinary locomotion a n d 
maintenance of body equ i l ib r ium. 

O - Never O - N o t 
Important 

Stooping: Bend ing body downward a n d 
forward by bending spine at the waist . Th i s 
factor is important i f i t occurs to a 
considerable degree a n d requires f u l l use of 
the lower extremities a n d back muscles . 

4 -Weekly 
1 _ 

Somewhat 
Important 

A r c h i v i n g 

Kneeling: B e n d i n g legs at knee to come to a 
rest on knee or knees. 1-Annually O - N o t 

Important 
Crouching: B e n d i n g the body downward a n d 
forward by bending leg a n d spine. 4 -Weekly 

1 -
Somewhat 
Important 

A r c h i v i n g 

Crawling: Mov ing about on hands a n d knees 
or hands a n d feet. O - Never O - N o t 

Important 
Reaching: Ex tend ing hand{s) a n d arm(s) i n 
any direct ion. 4 -Weekly 1 -

Somewhat A r c h i v i n g 
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Important 
Standing: Par t icular ly for sus ta ined periods 
of t ime. 5 - Da i ly 

2 - V e r y 
Important 

C o u n t e r / Copier 
P r in t ing 

Walking: M o v i n g about on foot to accompl ish 
tasks , par t icu lar ly for long distances. 5 - Da i ly 2 - V e r y 

Important 
C o u n t e r / Copier 

Pr in t ing 
Pushing: U s i n g upper extremities to press 
against something w i th steady force i n order 
to th rus t forward , downward or outward. 

0 - Never O - N o t 
Important 

Pulling: U s i n g upper extremities to exert 
force i n order to draw, drag, h a u l or tug 
objects i n a sus ta ined mot ion . 

0 - Never O - N o t 
Important 

Fingering: P ick ing , p inch ing , typing or 
otherwise work ing , p r imar i ly w i th fingers 
rather t han w i th the whole h a n d or a rm as i n 
hand l ing . 

5 - Da i ly 2 - Very 
Important 

D e s k tasks , s tapling, 
typing, phone 

Grasping: App ly ing pressure to a n object 
w i t h the f ingers or pa lm. 5 - Da i ly 2 - Very 

Important 
Computer , Calcula tor , 

phone, stapling, 
Lifting: Ra i s ing objects f r o m a lower to a 
higher pos i t ion or moving objects horizontal ly 
f r o m posit ion-to-posit ion. Th i s factor is 
impor tant i f it occurs to be a considerable 
degree a n d requires the subs tan t ia l use of the 
upper extremities and back musc les . 

3 - M o n t h l y 
1 -

Somewhat 
Important 

Arch iv ing 

Feeling: Perceiving attributes of objects, 
s u c h as size, shape, temperature or texture 
by touching the s k i n , par t icu lar ly that of 
f ingert ips. 

5 - Da i ly 2 - V e r y 
Important 

Coun te r / Calcula tor 
Telephone 

Talking: Expres s ing or exchanging ideas by 
means of the spoken work. Those activities i n 
w h i c h they m u s t convey detailed or important 
spoken ins t ruc t ions to other workers 
accurately, loudly , or qu ick ly . 

5 - Da i ly 
3 -

Extremely 
Important 

Meet ings, radio base 
stat ion, contacts 

Hearing: Perceiving the na ture of sounds 
w i t h no less t han a 4db loss @ 500 Hz , 1,000 
H z a n d 2,000 H z wi th or wi thout correction. 
Abi l i t y to receive detailed in format ion through 
ora l communica t ion , a n d to make fine 
d i sc r imina t ions i n sound, s u c h as when 
m a k i n g fine adjus tments on mach ined parts. 

5 - Da i ly 
3 -

Extremely 
Important 

Meet ings, radio base 
stat ion, contacts 

Seeing: The abil i ty to perceive the nature of 
objects by the eye. Seeing is important for 
hazardous jobs where defective seeing wou ld 
resul t i n i n j u r y a n d also jobs where special 
a n d minu te accuracy, inspect ing a n d sorting 
exist. A h igh degree of v i sua l efficiency, 
p lac ing intense and cont inuous demands on 
the eyes by moving machinery and other 
objects are also considered important . Other 
impor tant factors of seeing are acui ty (near 
a n d far), depth perception (three d imens ional 
vision), accommodat ion (adjustment of lens of 
eye to b r ing a n object into sharp focus), f ie ld 
of v i s ion (area that can be seen u p and down 
or to the r ight or left whi le eyes are fixed on a 

5 - Da i ly 
3 -

Extremely 
Important 

A l l Dut ies 
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given point) and color v i s ion (ability to ident ify 
a n d d i s t inguish colors). 
Repetitive Motions: Subs tan t i a l repetitive 
movements (motions) of the wris ts , hands , 
a n d / o r fingers. 

5 - Dai ly 2 - V e r y 
Important 

Computer / Telephone / 
Ca lcu la to r 

Sedentary Work: Exer t ing u p to 10 pounds 
of force occasional ly a n d / o r a negligible 
amount of force frequent ly or constant ly to 
l i f t , carry, p u s h , p u l l or otherwise move 
objects, i nc lud ing the h u m a n body. 
Sedentary work involves s i t t ing most of the 
t ime. Jobs are sedentary i f wa lk ing a n d 
s tanding are required only occasionally a n d 
a l l other sedentary cr i ter ia are met. 

5 - Da i ly 2 - V e r y 
Important 

Compute r /Te lephone / 
Ca lcu la to r 

Light Work: Exe r t ing u p to 20 pounds of 
force occasionally, a n d / o r u p to 10 pounds of 
force frequently, a n d / o r a negligible amount 
of force constant ly to move objects. If the use 
of a r m a n d / o r leg controls requires exertion 
of forces greater t han that for Sedentary W o r k 
a n d the worker sits most of the t ime, the job 
is rated for Light Work. 

3 - M o n t h l y 
1 -

Somewhat 
Important 

A r c h i v i n g / C o p y 
machine paper 

Medium Work: Exe r t ing u p to 50 pounds of 
force occasionally, a n d / o r u p to 20 pounds of 
force frequently, a n d / o r u p to 10 pounds of 
force constant ly to move objects. 

0 - Never O - N o t 
Important 

Heavy Work: Exe r t ing u p to 100 pounds of 
force occasionally, a n d / o r u p to 50 pounds of 
force frequently, a n d / o r u p to 20 pounds of 
force constant ly to move objects. 

0 - Never O - N o t 
Important 

Very Heavy Work: Exer t ing i n excess of 100 
pounds of force occasionally, a n d / o r i n 
excess of 50 pounds of force frequently, 
a n d / o r i n excess of 20 pounds of force 
constant ly to move objects. 

0 - Never O - N o t 
Important 
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2. WORKING CONDITIONS. 
The work ing condi t ions section helps u s to under s t and the phys ica l environment y o u are subjected 
to while per forming you r job duties. Th i s sect ion does not apply to condit ions Hke a n o ld office 
b u i l d i n g but only those factors that have to do wi th the job itself. In this section, please place a n X 
by the condi t ion that applies a n d one under the frequency that is most appropriate. The condi t ion 
shou ld be un ique to your job and not generally applicable to a l l employees w i t h the organization. 
Please note, there is a choice for "Does Not Apply," if most of your work is in an office 
setting. 

X Does Not Apply 

Less than 25% 25-50% of the More than 50% 
Condition of the time time of the time 

Hazardous phys i ca l condi t ions (mechanical 
parts, electr ical currents , v ibrat ion, etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts , gases, poor ventilation) • • • 
Hazardous mater ia ls (chemicals, b lood a n d 
other body f lu id s , etc.) • • • 
Extreme temperatures • • 
Inadequate l ight ing • • 
W o r k space restr icts movement • • 
Intense noise • • 
Travel • • 
Envi ronmenta l (disruptive people, imminen t 
danger, threatening environment) • • • 

V: E M P L O Y E E , SUPERVISOR, AND DEPARTMENT H E A D SIGNATURES 

ADDITIONAL COMMENTS 

Are there any addi t ional comments you w o u l d l ike to make to be sure you have descr ibed your 
job adequately? (Use addi t ional sheets i f necessary). 
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E M P L O Y E E CERTIFICATION 

I cert ify that the above statements a n d responses are accurate a n d complete to the best of m y 
knowledge. 

Signed: 

T O B E C O M P L E T E D BY T H E IMMEDIATE SUPERVISOR AND DEPT. H E A D 

Thi s section is to be u s e d by the Supervisor to note any addi t ional comments , addi t ional 
dut ies or disagreements w i t h any section of the quest ionnaire. The Supervisor shou ld not 
change anyth ing wri t ten by the ind iv idua l f i l l i ng out the quest ionnaire nor s h o u l d they 
address any performance issues . Please remember that this quest ionnaire is in tended solely 
for the purpose of accurately descr ibing the job i n quest ion. The Supervisor does not need to 
read the entire J A Q . S i m p l y check the areas ident i f ied w i th arrows for accuracy as these are 
the most important i n c lass i fy ing the jobs. If these sections are not complete or are incorrect, 
please f i l l i n the b l anks w h e n y o u review the quest ionnaire w i th the incumbent . If y o u 
disagree w i t h any informat ion provided or believe some informat ion is mis s ing , indicate below 
the quest ion number a n d your comments . Please note the form should have all three 
signatures to ensure all have read the questionnaire. 

Question No. Comments 

The posi t ion requires sk i l l s beyond what the current c lass i f ica t ion of 
adminis t ra t ive clerk describes. S a n d i has accurately descr ibed the 
duties, knowledge a n d sk i l l s required. 
B a s e d on the volume of work a n d the consistent deadlines w h i c h mus t 
be met for accounts payables, moni tor ing the budget accounts , i npu t t ing 
payrol l a n d providing good cus tomer service to our ci t izens, the posi t ion 
needs to be f u l l t ime. 
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Please check the appropriate statement: 

H I agree w i th the incumben t s ' pos i t ion quest ionnaire as wri t ten. 

0 The above modif ica t ions have been d i scussed w i th the incumbent , a n d the m c u m b e n t 
agrees w i th these modif ica t ions . 

The above modif ica t ions have been d i scussed w i th the incumbent , a n d the i n c u m b e n t 
disagrees w i th these modif icat ions . 

1 have noted the modifications made hy my supervisor in the Comments Section above. 

Employee Signature: J\ 

Supervisor 
Signature: 

Depar tment Head 
Signature: 

T H A N K Y O U F O R C O M P L E T I N G THIS Q U E S T I O N N A I R E . A F T E R Y O U O R Y O U R G R O U P H A S 
C O M P L E T E D Y O U R P O R T I O N O F T H E Q U E S T I O N N A I R E , P L E A S E S U B M I T T H E Q U E S T I O N N A I R E 
T O Y O U R S U P E R V I S O R F O R R E V I E W , S I G N A T U R E , A N D C O M M E N T . Y O U R S U P E R V I S O R W I L L 
S U B M I T T H E C O M P L E T E D Q U E S T I O N N A I R E T O Y O U R D E P A R T M E N T H E A D . 
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I. E M P L O Y E E B A C K G R O U N D : In this section y o u w i l l provide in format ion regarding your 
name, current job title, your immediate supervisor, etc. Th i s w i l l help u s make sure we refer to 
the correct job throughout the s tudy. 

Is this a group quest ionnaire? • Yes No If yes, please l i s t a l l employee names. 

Divis ion: Admin i s t r a t i on Department: H u m a n Resources 

F o r Indiv idual Quest ionnaires Only : 

Employee Name: Kovschak Catherine M 
(Last) (First) (Middle Initial) 

Current Classification Title: Administrative Clerk 

Division Administration Department Human Resources 

Total Length of Time with organization 2 Years 8 months 

Total Length of Time in Current Position 2 Years 8 months 

Assigned Hours/Week:; from 7:30 t o 4:30 Assigned Days/Week M - F 

Email: cathyk @ gjcity. org Work Phone: 970-256-4015 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Lama Conant Name: Claudia Hazelhurst 

Title: Assistant H R Manager Title: H R Manager 

Work 
Phone 970-244-1553 

Work 
Phone: 970-244-1552 

E-mail: lconant @ gj city, org E-mail: claudiah @ gj city.org 
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II. POSITION I N F O R M A T I O N 

1. POSITION SUMMARY: T h i s sect ion asks for a shor t paragraph, one to three sentences, 
regarding the purpose of you r posi t ion a n d / o r your p r imary responsibil i t ies. Th i s s u m m a r y helps 
us to quicldy unders tand the essence of your job. U s u a l l y i t i s better to wri te this after y o u have 
completed the remainder of the questionnaire. Br i e f ly describe wha t y o u consider to be the major 
purpose or objective of the job . S imply stated, wha t are y o u at tempting to accompl i sh i n you r 
posi t ion? 

Example : Compute r Suppor t Techn ic i an 
Summary : To operate, m a i n t a i n a n d repair computer equipment a n d to provide technical 

assistance to users . 

To serve as receptionist for the Human Resources Division, respond to routine telephone and in-person 
requests for information and assistance from applicants, employees and others relative to recruitment and 
selection, city policy, city benefit programs and related areas; provide administrative and clerical support in 
the above areas. 
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2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS. 

a. The chart below asks for your specific supervisory responsibilities. If a duty statement applies to 
you, please check the box under the "Yes" column and then indicate the number of employees for 
which you are responsible to the right of the statement. 

Yes Number of 
Employees 

I do not officially supervise other employees (sign performance reviews). 

• I evaluate and sign performance reviews of other full-time employees. 

• I evaluate and sign performance reviews of part-time, temporary or contract 
employees. 

• I instruct other employees in methods or procedures needed to carry out 
their job (how to carry-out their assigned duties). 

• I make work assignments for others. 

• I make hiring and hiring pay recommendations. 

• I make hiring and hiring pay decisions. 

• I recommend termination for poor performance. 

• I provide advice to peers that they must consider carefully before making a 
decision. 

• I provide information to supervisors/management that they use in making 
a decision. 

b. Complete the organization chart below. This chart wil l help us to understand your job in relation to 
others in your department. Please use titles and not names. F i l l i n the applicable position titles: (1) 
your coworkers, employees you work with and who also report directly to your supervisor; and, (2) 
your subordinates, any employees you supervise directly. List only those jobs over which you have 
fu l l managerial/supervisory authority (i.e. complete and sign performance evaluation.) Do not list 
employees supervised by your subordinate supervisors. 

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS' JOB TITLES 

S r . A d r n l n i s t r a t i v e A s s i s t a n t 

H R Assistant 

H R Analyst 

H R Analyst 

Please indicate the nature of the group supervised a n d the number supervised 
^ F u l l Time •Part-Time •Seasonal/Temp •Volunteer •Contract 
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c. Describe with whom, or with what departments/organizations, you have regulai" contact. 

1. Ins de your organization (o ther City Departments): 
Title of Person or m. 

Department 
How Often mizA • Fo r W h a t Purpose 

Ex: Peers, Subordinates Daily HR-related issues 

Police Department Daily Applications, 911 Testing Schedules, Letters 
Purchasing Weekly Ordering Supplies 
Information Services Weekly Computer Issues 
Parks & Recreation Weekly Background Checks & Drug Screen 

2. Outside your organization: 

Title of Person or Y IIow d l t e n For W h a t Purpose 
Organizat ion 

Ex: Vendors, Gen. Public Daily Directing phone calls, answering questions 

Banks, Lenders Daily Employment Verifications 

3. ESSENTIAL DUTIES. 

The list of essential duties helps us to understand those duties which are the primary reasons why your 
position exists. For clarification, please refer to the examples provided below. 

Essential Duties: Those duties that make up at least 5% of your time. Please provide enough detail so that 
someone who may not be familiar with your job wil l have a clear understanding of what it is that you do. For 
example, do not simply state "prepares reports", but state "prepares reports such as status reports, staff 
reports", or other type of report(s) you may prepare. Also, please use action verbs such as prepares, 
calculates, operates, etc., to start off each statement. Do not use acronyms in your description. Examples 
are shown below. Use additional sheets if needed. 

Decisions Required: List the decisions you make to carry out the essential duties. 

Frequency: Indicate how often you perform each duty - D = daily, W = weekly, M = monthly, Q = quarterly, A 
= annually, o r O = occasionally. 

Percent of Time: Indicate how much of your time you spend on each task. The total of these percentages 
should not be more than 100%. Example: Sally conducts property value estimates 20% of the time, it may 
mean she spends one day out of five on that task, or that she spends around two hours each day. These need 
only be estimates so do not spend a great deal of time trying to come up with an exact percentage. The 
percentages of all duties should equal 100% over a one year period of time. 

Attach additional sheets if necessary. 

E X A M P L E (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE) 
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. Decisions ^ Frequency %of 
Time 

EXAMPLES: 
Prepares monthly newsletters by 
gathering information, writing 
copy, editing, preparing for 
publication and overseeing 
distribution. 

Articles to include, editorial 
changes, graphics, layouts M 25% 

Peifoims inventory spot checks 
and monthly counts of supplies in 
warehouse. 

When to check supplies M 10% 

• : • 1 1 

List of Essential Duties Decisions Required 

Frequency: 
D = Daily 

W = Weekly 
M = Monthly 
Q = Quarterly 
A -Annually 

% d f 
Time 
Spent 

• : • 1 1 

Decisions Required 

Frequency: 
D = Daily 

W = Weekly 
M = Monthly 
Q = Quarterly 
A -Annually 

(Not to 
exceed 

• : • 1 1 

0 = Occasionally 100%) 

1 Serve as receptionist for Human Resources 
Division, greeting visitors, answering telephone 
and in-person requests for information regarding 
recruitment and selection, city policy, employee 
benefit programs. Screens and routes phone calls 
to other staff members. 

Whether I can answer 
questions or they must be 
referred to someone else. 

Da l ly 

15 

2 Process employment applications by entering 
them in the computer, making copies and sending 
to other staff when necessary, keeping them fi led 
for analyst review. Contacting applicants if 
applications are incomplete. Prepare job interest 
cards i f position is not open. 

Determine i f any other 
information is necessary 
to complete application. 

D a l l y 

6 

3 Begin background investigations for prospective 
employees by entering data into computer. Send 
final information to supervisor for review. Track 
charges for background checks. Schedule drug 
screens for prospective employees by working 
with occupational health clinic, and then sending 
results to supervisors. 

Pertinent information to 
be entered into computer. 
Time frame for 
scheduling drug screens. 

D a i l y 

5 

4 Schedule applicants by phone for interviews for 
City positions. Prepare schedule in spreadsheet 
and provide copies to analyst and other 
administrative staff. Schedule rooms for 
interviews via Groupwise program and order 
lunch if necessary. 

Where to best place 
applicants on schedule 
and who should receive 
copies of schedule. 
Which room would be 
best for interviews. What 
to order for lunch. Week ly 

5 

5 Check availability and schedule Training Room 
and H R Conference Room for meetings. Work 
with other departments to schedule rooms in 
other areas of City Hal l . 

How long room is needed 
and what room is best for 
meeting. Occas iona l ly 

5 

6 Prepare letters, including letters to candidates 
following interview process and letters to 
applicants who are disqualified from certain 
positions. 

How letter should be 
worded, which analyst 
should sign. Occas iona l ly 

5 
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, 7 Prepare welcome kits for new employees by 
making copies of all forms to be included and 
placing in folder. Send to employees as soon as 
they have been hired. 

How many to keep on 
hand. 

Occas ional ly 

5 

8 Prepare application packets by including job 
description and any other forms necessary for 
each position. Keep supply of applications for 
every open position, keeping track of closing 
dates and removing packets when position is 
closed. 

How many packets to 
keep on hand and what to 
place inside each 
application. 

Weekly 

5 

9 Keep job posting board up to date by posting 
open positions and removing job descriptions of 
positions that are closed. 

When to post and remove 
job descriptions. Weekly 

5 

10 Assist other staff members in setting up meeting 
rooms, providing coffee, water, food, etc., and 
cleaning up after meeting is finished. 

What food and drinks to 
provide. Occas ional ly 

5 

11 Open and distribute mail to Administrative staff. 
Take interoffice and outgoing mail to mail 
distribution area downstairs. 

How often to check mail, 
when to take mail 
downstairs. Da l ly 

5 

12 Scan documents to be sent to other entities 
( R M H P ) and email copies of scanned material. 

How m any scanned items 
to attach to each email. Da i ly 5 

13 Schedule employee meetings with I C M A 
representative. Schedule meeting room for this 
function. Cal l or email employees to remind 
them of their meeting time. Make sure meetings 
stay on schedule. Provide copy of schedule to 
I C M A representative. 

How long employee 
meetings should be, what 
meeting room to use, 
when to interrupt 
meetings that have gone 
over schedule. M o n t h l y 

5 

14 Provide verbal employment verification to 
lending institutions or other entities needing such 
information on current or previous employees. 

What information to 
provide. Occas ional ly 

3 

15 Keep job interest card f i le up to date by preparing 
job interest cards for prospective employees 
interested in jobs which are not yet open. 
Mai l ing job interest cards when positions open. 

When to send cards. 

Occas ional ly 

3 

16 Prepare and send Congratulations cards to all 
new employees once they've been hired. This 
involves writing on the inside of the card and 
then circulating it through the H R Department for 
staff signatures. 

How many cards to 
prepare, when to send to 
employees. 

Occas ional ly 

3 

17 Prepare a list of employees who are celebrating 
birthdays each month. Send list to participating 
department heads, along with cards and 
envelopes. Maintain supply of enough cards to 
last one year. 

When to send list and 
how many cards to order 
each year. 

M o n t h l y 

5 

18 Order and maintain stock of office supplies for 
H R Division, including some kitchen items and 
breakroom items. 

When to place order. 
How muich to order. 
How to save money. D a i l y 

5 

19 Maintain office machines, such as copier, printers 
and fax machine. Keep supplies such as toner, 
cartridges and paper on hand at all times. 

When to place order. 
When to call for repairs. Occas ional ly 

5 
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4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of laiowledge and skil l you would need to perform your job at 
the entry level. Those items you list are those required and not what you might necessarily know or are able 
to do after being in the position for a number of years. 

Knowledge: refers to the possession of concepts and information gained through experience, training 
and/or education and can be measured through testing. 

Skills: refers to the proficiency which can be demonstrated and are typically manual in nature and/or can 
be measured through testing. 

The laiowledge and skills that you list in the following section must refer to the Essential Duties you listed 
in Section 3. 

Duty# Knowledge - Skills 

1 
Knowledge of phone system, customer service, some benefit information, policies and 
procedures 

2 Understanding of job requirements and deadlines. Computer skills. 

3 Computer skills for background checks. 

4 Computer skills, organizational and planning skills. 

5 Computer skills for scheduling. 

6 Typing and computer skills. Knowledge of grammar, spelling, professional business letters. 

7 Knowledge of contents of folders; computer and copying skills. 

8 Knowledge of job requirements, opening and closing dates. Organizational skills. 

9 Knowledge of opening and closing dates. Computer skills to prepare bulletins. 

10 Organizational skills. 

11 Knowledge of personnel, mail policies. 

12 Sk i l l in operation of scanner and email program. 

13 Organizataional and scheduling skills. Knowledge of Ci ty personnel. 

14 Computer skills. Knowledge of what information can be given to whom. 

15 Organizational skills. Knowledge of job openings. 
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III. E D U C A T I O N , E X P E R I E N C E , A N D E Q U I P M E N T 

1. EDUCATION: What level of education do you have and what minimum level of education do you 
believe is needed to satisfactorily perform your job at entiy level? Check the level that applies to your job: 

Less t h a n H i g h School D i p l o m a or equivalent (G.E.D.) (ability to read, write, 
and fol low directions) 
H i g h School D i p l o m a or equivalent (G.E.D.) 
U p to one year of special ized or technical t ra in ing beyond h i g h school 
Associate degree (A.S., A.A.) or two-year technical certificate 
Bacheior 's degree 
Other (explain): 

2. EXPERIENCE: What kinds of experience do you have, and what minimum kinds of experience are 
needed to enter your job at entry level? 

You You 
Have Need 

• • 
• 
• • 
• • 
E l • 
• • 

Type of Experience 

Y o u Have Y o u r T i m e Y o u Need 
M i n i m u m 

T i m e 
Required 

Clerical > 30 y e a r s Clerical 2-3 y e a r s 
y e a r s y e a r s 
y e a r s y e a r s 

a. What field (s) should training or degree be in? 
Administrative, secretarial 

3. SPECIAL REQUIREMENTS: List any registrations, certifications or licenses that are required for 
you to hold your position. Be specific and do not abbreviate words or use acronyms. 

N/A 
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4. MACHINES, TOOLS AND EQUIPMENT. List any machines, tools or equipment used in your work 
and indicate the frequency and time spent using each. The machines, tools and equipment must refer to 
the Essential Duties you listed i n Section 3. 

Duty # Machines, Tools, Equipment Frequency/Time 

Computer Daily 

Copier Daily 

Fax Machine Daily 

Printer Daily 

Microfiche Occasionally 

Telephone Daily 

5. DECISION-MAKING & JUDGMENTS. 

a. Descr ibe three types of impor tant decisions a n d judgments y o u make regularly a n d 
independently i n the performance of you r duties . 

1. What information can be shared regarding personnel. 

2. What issues and questions I can handle on my own, and which ones need to be refened to other staff 
members. 

3. 
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IV: A M E R I C A N S W I T H DISABILITIES A C T R E Q U I R E M E N T S 

1. PHYSICAL ACTIVITIES/REQUIREMENTS. 
This section helps us understand the physical activities and requirements that are absolutely necessary for 
you to be able to do in order to perform your job. Please list the frequency and the importance of each of the 
physical requirements listed in this section. These physical activities/requirements will help in ensuring the 
City of Grand Junction remains in compliance with the Americans with Disabilities Act. 

The City of Grand Junction is required to document any physical requirements in order to legally defend 
restrictions that are imposed. The definitions for the physical activities/requirements are taken directly from 
the guidelines established by the federal government. Your answers i n this section will not affect how your 
job is classified. 

Frequency Importance 

How frequently is the activity How important is the activity in accomplishing 
performed? the job's purpose? 

0 - Never 
1 - A n n u a l l y 
2 - Quar ter ly (at least 3 per year) 
3 - M o n t h l y (at least 8 per year) 
4 - Weekly (at least 3 per month) 
5 - Da i ly (at least 3 per week) 

0 - Not Important 
1 - Somewhat Important 
2 - Very Important 
3 - Extremely Important 

Physical Activity Frequency Importance Duties 
Climbing: Ascending or descending ladders, stairs, 
scaffolding, ramps, poles and the like, using feet 
and legs and/or hands and arms. Body agility is 
emphasized. This factor is important if the amount 
and kind of climbing required exceeds that required 
for ordinary locomotion. 

5 - D a i l y 1—Somewhat Important 

Balancing: Maintaining body equilibrium to 
prevent falling when walking, standing or crouching 
on narrow, slippery or erratically moving surfaces. 
This factor is important if the amount and kind of 
balancing exceeds that needed for ordinary 
locomotion and maintenance of body equilibrium. 

5--Dai ly 1— Somewhat Important 

Stooping: Bending body downward and forward by 
bending spine at the waist. This factor is important 
if it occurs to a considerable degree and requires 
fu l l use of the lower extremities and back muscles. 

5 - D a i l y 1—Somewhat Important 

Kneeling: Bending legs at knee to come to a rest 
on knee or knees. 3 - M o n t h l y 1—Somewhat Important 

Crouching: Bending the body downward and 
forward by bending leg and spine. 5 - D a i l y 1—Somewhat Important 

Crawling: Moving about on hands and knees or 
hands and feet. O-Never 0—Not Important 

Reaching: Extending hand(s) and arm(s) in any 
direction. 5 - D a i l y 1—Somewhat Important 

Standing: Particularly for sustained periods of 
time. 0—Never 0—Not Important 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 4—Weekly 1—Somewhat Important 

Pushing: Using upper extremities to press against 
something with steady force in order to thrust 
forward, downward or outward, 

0--Never 0—Not Important 

Pulling: Using upper extremities to exert force in 4 - W e e k l y 1— Somewhat Important 
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order to draw, drag, haul or tug objects in a 
sustained motion. 
Fingering: Picking, pinching, typing or otherwise 
working, primarily with fingers rather than with the 
whole hand or arm as in handling. 

5 - D a i l y 3—Extremely Important 

Grasping: Applying pressure to an object with the 
fingers or palm. 3 - M o n t h l y 0—Not Important 

Lifting: Raising objects from a lower to a higher 
position or moving objects horizontally from 
position-to-position. This factor is important if it 
occurs to be a considerable degree and requires the 
substantial use of the upper extremities and back 
muscles. 

5 - D a i l y 2—Very Important 

Feeling: Perceiving attributes of objects, such as 
size, shape, temperature or texture by touching the 
skin, particularly that of fingertips. 

0 - N e v e r 0—Not Important 

Talking: Expressing or exchanging ideas by means 
of the spoken work. Those activities in which they 
must convey detailed or important spoken 
instructions to other workers accurately, loudly, or 
quickly. 

5 - D a i l y 3—Extremely Important 

Hearing: Perceiving the nature of sounds with no 
less than a 4db loss @ 500 Hz, 1,000 Hz and 2,000 
Hz with or without correction. Ability to receive 
detailed information through oral communication, 
and to make fine discriminations in sound, such as 
when making fine adjustments on machined parts. 

5 - D a i l y 3~-Extremely Important 

Seeing: The ability to perceive the nature of objects 
by the eye. Seeing is important for hazardous jobs 
where defective seeing would result in injury and 
also jobs where special and minute accuracy, 
inspecting and sorting exist. A high degree of 
visual efficiency, placing intense and continuous 
demands on the eyes by moving machinery and 
other objects are also considered important. Other 
important factors of seeing are acuity (near and 
far), depth perception (three dimensional vision), 
accommodation (adjustment of lens of eye to bring 
an object into sharp focus), field of vision (area that 
can be seen up and down or to the right or left 
while eyes are fixed on a given point) and color 
vision (ability to identify and distinguish colors). 

5 - D a i l y 3—Extremely Important 

Repetitive Motions: Substantial repetitive 
movements (motions) of the wrists, hands, and/or 
fingers. 

5 - D a i l y 3--Extremely Important 

Sedentaiy Work: Exerting up to 10 pounds of 
force occasionally and/or a negligible amount of 
force frequently or constantly to lift, carry, push, 
pull or otherwise move objects, including the 
human body. Sedentary work involves sitting most 
of the time. Jobs are sedentary if walking and 
standing are required only occasionally and all 
other sedentary criteria are met. 

5 - D a i l y 3—Extremely Important 

Light Work: Exerting up to 20 pounds of force 
occasionally, and/or up to 10 pounds of force 
frequently, and/or a negligible amount of force 
constantly to move objects. If the use of arm 
and/or leg controls requires exertion of forces 
greater than that for Sedentary Work and the 
worker sits most of the time, the job is rated for 
Light Work. 

4 - W e e k l y 1—Somewhat Important 
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Medium Work: Exerting up to 50 pounds of force 
occasionally, and/or up to 20 pounds of force 
frequently, and/or up to 10 pounds of force 
constantly to move objects. 

3 - M o n t h l y 2—Very Important 

Heavy Work: Exerting up to 100 pounds of force 
occasionally, and/or up to 50 pounds of force 
frequently, and/or up to 20 pounds of force 
constantly to move objects. 

0--Never 0—Not Important 

Very Heavy Work: Exerting in excess of 100 
pounds of force occasionally, and/or in excess of 50 
pounds of force frequently, and/or i n excess of 20 
pounds of force constantly to move objects. 

0 - N e v e r 0—Not Important 
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2. WORKING CONDITIONS. 
The work ing condit ions sect ion helps us to unders tand the phys ica l environment y o u are subjected 
to whi le performing you r job duties. Th i s sect ion does not apply to condit ions l ike a n o ld office 
bu i ld ing b u t only those factors that have to do w i t h the job itself. In this section, please place a n X 
by the condi t ion that applies a n d one under the frequency that is most appropriate. The condi t ion 
shou ld be unique to your job and not generally appheable to a l l employees w i t h the organizat ion. 
Please note, there is a choice for "Does Not Apply,'* if most of your work is in an office 
setting. 

3 Does Not Apply 

Less than 25% 25-50% of the More than 50% 
Condition of the time time of the time 

Hazardous phys i ca l condi t ions (mechanical 
parts, electrical currents , vibrat ion, etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts , gases, poor ventilation) • • • 
Hazardous mater ials (chemicals, b lood and 
other body f lu ids , etc.) • • • 
Extreme temperatures • • • 
Inadequate l ight ing • • • 
W o r k space restricts movement • • • 
Intense noise • • • 
Travel j • 
Envi ronmenta l (disruptive people, imminen t 
danger, threatening environment) • • • 

V : E M P L O Y E E , S U P E R V I S O R , A N D D E P A R T M E N T H E A D S I G N A T U R E S 

ADDITIONAL COMMENTS 

Are there any addi t ional comments y o u w o u l d l ike to make to be sure y o u have descr ibed your 
job adequately? (Use addi t ional sheets i f necessary). 

E M P L O Y E E C E R T I F I C A T I O N 

I cert ify that the above statements a n d responses are accurate a n d complete to the best of m y 
knowledge. 

Signed: $ Ax AJ£ ^ 0ni • ? V <? / c *J*U Date: /Q ~ 
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T O B E C O M P L E T E D B Y T H E I M M E D I A T E S U P E R V I S O R A N D D E P T . H E A D 

Thi s sect ion is to be used by the Supervisor to note any addi t ional comments, addi t ional 
duties or disagreements w i t h any sect ion of the questionnaire. The Supervisor s h o u l d not 
change anyth ing wri t ten by the ind iv idua l f i l l i ng out the questionnaire nor s h o u l d they 
address any performance issues . Please remember that th is quest ionnaire is in tended solely 
for the purpose of accurately descr ib ing the job i n question. The Supervisor does no t need to 
read the entire J A Q . S imply check the areas ident i f ied w i t h arrows for accuracy as these are 
the most impor tant i n c lass i fy ing the jobs . If these sections are not complete or are incorrect, 
please f i l l i n the b l anks w h e n y o u review the quest ionnaire w i t h the incumbent . If y o u 
disagree w i t h any informat ion provided or believe some in format ion is miss ing , indicate below 
the quest ion n u m b e r a n d you r comments . Please note the form should have all three 
signatures to ensure all have read the questionnaire. 

Question No. Comments 

W irvit. is f*- fyv\ 6- W 1^ £c cLt K \(Kvi^ cv i1 ' j 
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Please check the appropriate statement: 

I agree w i th the incumbents ' pos i t ion questionnaire as wri t ten . 

Q The above modif icat ions have been d iscussed w i th the incumbent , and the i n c u m b e n t 
agrees w i t h these modif icat ions. 

I I The above modif icat ions have been d i scussed w i th the incumbent , and the i ncumben t 
disagrees w i t h these modif ica t ions . 

I have noted the modifications made by my supervisor in the Comments Section above. 

Employee Signature: c ^ t e ^ ^ c ^ ^ ^ ^ ^ ^ ' ? / V l - < m / < ^ < U ; c s Date: /f~/^-Q? 

Supervisor J j ... Date: 
Signature: (hJlMJ^-fX-- L ^ V ^ I A U ~ } 0 j i 

Department Head ( // '[ J \ / / D a t e : 

Signature: l ^ / X ^ W' 

T H A N K Y O U F O R C O M P L E T I N G T r f l S Q U E S T I O N N A I R E . A F T E R Y O U O R Y O U R G R O U P 
H A S C O M P L E T E D Y O U R P O R T I O N O F T H E Q U E S T I O N N A I R E , P L E A S E S U B M I T T H E 
Q U E S T I O N N A I R E T O Y O U R S U P E R V I S O R F O R R E V I E W , S I G N A T U R E , A N D C O M M E N T . 
Y O U R S U P E R V I S O R W I L L S U B M I T T H E C O M P L E T E D Q U E S T I O N N A I R E T O Y O U R 
D E P A R T M E N T H E A D . 
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CITY OF GRAND JUNCTION 
JOB ANALYSIS QUESTIONAIRE 

I. E M P L O Y E E B A C K G R O U N D : In th is sect ion y o u w i l l provide in format ion regarding your 
name, current job title, you r immediate supervisor, etc. Th i s w i l l he lp us make sure we refer to 
the correct job throughout the study. 

Is this a group quest ionnaire? D Yes No If yes, please l is t a l l employee names. 

Divis ion: Admin i s t r a t i on Department: C i ty Cle rks Office 

F o r Individual Quest ionnaires Only : 

Employee Name: Pietro Deana M . 
(Last) (First) (Middle Initial) 

Current Classification Title: Administrative Clerk (Part-time to be full-time January 2009) 

Division Admini strati on Department City Clerks Office 

Total Length of Time with organization 0 Years 4 months 

Total Length of Time in Current Position 0 Years 4 months 

Assigned Hours/Week:; from 8:30 t o 5:00 Assigned Days/Week M - F 

Email: dean ap @ gjci ty. org Work Phone: 970-244-1423 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Stephanie Tuin Name: Rich Englehart 

Title: City Clerk Title: Deputy City Manager 

Work 
Phone 970-244-1511 

Work 
Phone: 970-244-1502 

E-mail: stepht@gjcity.org E-mail: riche@gjcity.org 
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II. POSITION I N F O R M A T I O N 

1. POSITION SUMMARY; Th i s sect ion asks for a short paragraph, one to three sentences, 
regarding the purpose of your pos i t ion and /o r your pr imary responsibi l i t ies . Th is s u m m a i y helps 
us to qu ick ly unders tand the essence of your job. U s u a l l y it is better to write this after you have 
completed the remainder of the questionnaire. Br ie f ly describe wha t y o u consider to be the major 
purpose or objective of the job. S i m p l y stated, what are y o u at tempting to accompl ish in your 
posit ion? 

Example : Compute r Suppor t Techn ic i an 
Summary : To operate, ma in t a in a n d repair computer equipment a n d to provide technical 

assistance to users. 

T o s u p p o r t the C i t y C l e r k s o f f i ce b y a n s w e r i n g p h o n e s , m a i n t a i n i n g r e c o r d s , s c a n n i n g 
d o c u m e n t s , a n d a s s i s t i n g w i t h s p e c i a l p ro jec t s a n d a n y a d m i n i s t r a t i v e d u t i e s r e l a t ed to 
L i q u o r L i c e n s i n g , C i t y C o u n c i l a n d B o a r d s a n d C o m m i s s i o n s . 
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2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS. 

a. The chart below asks for your specific supervisory responsibilities. If a duty statement applies to 
you, please check the box under the "Yes" column and then indicate the number of employees for 
which you are responsible to the right of the statement. 

Yes Duty Number of 
Employees 

I do not officially supervise other employees (sign performance reviews). 

• I evaluate and sign performance reviews of other full-time employees. 

• I evaluate and sign performance reviews of part-time, temporary or contract 
employees. 

• I instruct other employees in methods or procedures needed to carry out 
their job (how to carry-out their assigned duties). 

• I make work assignments for others. 

• 1 make hiring and hiring pay recommendations. 

• I make hiring and hiring pay decisions. 

• I recommend termination for poor performance. 

• I provide advice to peers that they must consider carefully before making a 
decision. 

• I provide information to supervisors/management that they use in making 
a decision. 

b. Complete the organization chart below. This chart will help us to understand your job in relation to 
others in your department. Please use titles and not names. Fill in the applicable position titles: (1) 
your coworkers, employees you work with and who also report directly to your supervisor; and, (2) 
your subordinates, any employees you supervise directly. List only those jobs over which you have 
full managerial/supervisory authority (i.e. complete and sign performance evaluation,) Do not list 
employees supervised by your subordinate supervisors. 

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS' JOB TITLES 

D e p u t y C i t y C l e r k s X 2 

R e c o r d s M a n a g e r 

Please indicate the nature of the group supervised a n d the number supervised 
• F u l l Time •Part-Time Q Seasonal/Temp •Volunteer •contract 
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x. Describe with whom, or with what departments/organizations, you have regular contact. 

1. Inside your organization [other City Departments): 
Title of Person or 

Depar tment 
H o w Often F o r W h a t Purpose 

Ex: Peers, Subordinates 

O t h e r D e p a r t m e n t a l 
A d m i n i s t r a t i v e 
A s s i s t a n t s W e e k l y 

R e s e r v i n g the A u d i t o r i u m a n d 
B r e a k r o o m f o r v a r i o u s f u n c t i o n s 

D e p u t y C i t y C l e r k s D a i l y 

A l l d a y l o n g c o m m u n i c a t i o n o n p r o j e c t s 
t ha t are b e i n g w o r k e d o n fo r C i t y 
C o u n c i l , L i q u o r L i c e n s i n g a n d o t h e r 
A d m i n i s t r a t i v e t a s k s t h a t are i n p r o c e s s 

P u r c h a s i n g M o n t h l y 

P u r c h a s i n g s u p p l i e s , a n d c o m m u n i c a t i o n 
re: m i s s i n g i n f o r m a t i o n o n leases a n d / o r 
c o n t r a c t s t h a t a re b e i n g p r e p a r e d to be 
s c a n n e d i n t o I S Y S 

C i t y C l e r k D a i l y 

V a r i o u s T a s k s a n d s p e c i a l p ro j ec t s 
r e l a t e d to C i t y C o u n c i l , L i q u o r L i c e n s i n g 
a n d s c a n n i n g v a r i o u s d o c u m e n t s i n t o 
I S Y S a n d p r e p a r i n g these d o c u m e n t s f o r 
o u r f i l i n g s y s t e m 

P u b l i c W o r k s a n d 
P l a n n i n g M o n t h l y 

R e q u e s t s f o r m o r e i n f o r m a t i o n o n 
C o n s t r u c t i o n C o n t r a c t s 

2. Outside your organization: 

Title of Person or 
Organizat ion 

H o w Of ten Fo r W h a t Purpose 

Ex: Vendors, Gen. Public 

G e n e r a l P u b l i c D a i l y 

T o a n s w e r a n d p r o v i d e a w i d e va r i e ty o f 
d i r e c t i o n a n d a n s w e r s to g e n e r a l 
q u e s t i o n s . T o a l s o a n s w e r q u e s t i o n s o n 
codes , r e s o l u t i o n s , a n d o r d i n a n c e s , a n d 
a n y t h i n g to do w i t h C i t y C o u n c i l a n d 
B o a r d s a n d C o i T u n i s s i o n s . 

M e s a C o u n t y C l e r k 
a n d R e c o r d e r M o n t h l y 

R e c o r d i n g A n n e x a t i o n s , O r d i n a n c e s a n d 
R e s o l u t i o n s 

O u t s i d e S u p p l y 
V e n d o r s M o n t h l y 

W h e n o r d e r i n g s u p p l i e s t h a t c a n n o t be 
o r d e r e d t h r o u g h o u r C i t y S t o r e s l o c a t i o n 

B u s i n e s s 
O w n e r s / M a n a g e r s D a i l y 

W h e n a n s w e r i n g , d i r e c t i n g or r e - d i r e c t i n g 
t h e m o n L i q u o r L i c e n s i n g i s s u e s 
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3. ESSENTIAL DUTIES. 

The list of essential duties helps us to understand those duties which are the primaiy reasons why your 
position exists. For clarification, please refer to the examples provided below. 

Essential Duties: Those duties that make up at least 5% of your time. Please provide enough detail so that 
someone who may not be familiar with your job will have a clear understanding of what it is that you do. For 
example, do not simply state "prepares reports", but state "prepares reports such as status reports, staff 
reports", or other type of report(s) you may prepare. Also, please use action verbs such as prepares, 
calculates, operates, etc., to start off each statement. Do not use acronyms in your description. Examples 
are shown below. Use additional sheets if needed. 

Decisions Required: List the decisions you make to carry out the essential duties. 

Frequency: Indicate how often you perform each duty - D = daily, W = weekly, M = monthly, Q - quarterly, A 
= annually, or O = occasionally. 

Percent of Time: Indicate how much of your time you spend on each task. The total of these percentages 
should not be more than 100%. Example: Sally conducts property value estimates 20% of the time, it may 
mean she spends one day out of five on that task, or that she spends around two hours each day. These need 
only be estimates so do not spend a great deal of time trying to come up with an exact percentage. The 
percentages of all duties should equal 100% over a one year period of time. 

Attach additional sheets if necessary. 

E X A M P L E (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE) 

Essential Duties Decisions Required Frequency % of 
Time 

EXAMPLES: 
Prepares monthly newsletters by 
gathering information, writing 
copy, editing, preparing for 
publication and overseeing 
distribution. 

Articles to include, editorial 
changes, graphics, layouts M 25% 

Performs inventory spot checks 
and monthly counts of supplies in 
warehouse. 

When to check supplies M 10% 

Frequency: % of 

List of Essential Duties Decisions Required 

D = Daily 
W - Weekly 
M = Monthly 

Time 
Spent Decisions Required 

Q = Quarterly 
A = Annually 

O = Occasionally 

(Not to 
exceed 
100%) 
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1 

Preparing documents, such as Contracts, Leases, 
Power of Attorney, Easements, Deeds and 
Development Improvement Agreements, for 
scanning into ISYS 

What to name document 
on cover sheet. Do we 
have enough 
documentation required to 
consider it complete. D a i l y 3 0 % 

2 Help Deputy Clerk with anything to do with City 
Council and Boards and Commissions by 
proofreading, maldng corrections for final copies, 
distributing Agendas and Minutes for department 
heads, and City Council, completing Council 
Packets for the Public V iew Book and City 
Attorney. Assist Deputy Clerk in setting up for 
Council Meetings. Records Annexations, 
Ordinances and Resolutions with the County 
Clerks Office 

W h a t c o r r e c t i o n s 
s h o u l d be m a d e o n 
m i n u t e s , agendas , 
a n d o t h e r 
c o r r e s p o n d e n c e 
r e l a t ed to C o u n c i l 
a n d B o a r d s a n d 
C o m m i s s i o n s 

D a i l y 

2 0 % 

3 Help Deputy Clerk with anything to do with 
Liquor Licensing by distributing Agendas 
proofreading minutes and related 
correspondence. Drafting some con'espondence 
for the State Liquor Office. Fi l ing, and 
addressing basic liquor questions with the general 
public 

What questions regarding 
liquor need to be 
forwarded to the Liquor 
Licensing Clerk 

Da i ly 

15% 

4 

Distribute mail for all departments within the 
City every morning 

Where mail needs to be 
distributed if there is not a 
specific department or 
person noted 

D a i l y 

5% 

5 Answering Phones and Public Walk-Ins deriving 
from various questions such as: directions, and 
requests to get a copy of various Codes, 
Ordinances, Resolutions, and emailing this and 
other types of infonnation. Some questions from 
the general public include Agenda items for 
particular Council Meetings. Questions can be 
very specific to very general. 

W h a t q u e s t i o n s n e e d 
to be d i r e c t e d tovthe 
C i t y C l e r k a n d / o r 
D e p u t y C l e r k s 

D a i l y 

10% 

6 

Works on Special Projects for the City Clerk such 
as putting together presentation binders with all 
our Boards and Commissions along with their 
individual by-laws, and creating documents 

W h a t a n d h o w m a n y 
s u p p l i e s a re n e e d e d 
f o r p ro jec t . W h e r e 
c a n I o rde r these 
s u p p l i e s i n t h e 
s h o r t e s t a m o u n t o f 
t i m e / c o s t 
e f f e c t i v e n e s s / a n d 
a v a i l a b i l i t y 

Quarter ly 

5% 
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7 

A s s i s t i n g i n c o o r d i n a t i n g mee t ings , 
w o r k s h o p s , even t s a n d t r a i n i n g 

W h e r e to rese rve 
space , w h e r e to 
reserve c a t e r i n g . 
C r e a t i n g a n d 
c o m p i l i n g 
r e g i s t r a t i o n l i s t s 

Quar ter ly 

2% 

8 

Maintaining Office Supplies and Inventory 

What office supplies are 
needing to be ordered and 
how many. What Office 
Supply Store to order 
from, and determing cost 
effectiveness. 

M o n t h l y 

3% 

9 

Reserving Auditorium and Breakroom for 
meetings for non-profit organizations and internal 
meetings and training for City employees 

Keeping track and helping 
maintain schedule, 
making sure we have the 
equipment set-up propeiiy 
for meeting, and making 
sure we have janitorial 
staff and any audio/visual 
set-up along with staff 
who can help facilitate 
meetings/training. 

Select 

5% 

10 Select 

11 Select 

12 Select 

13 Select 

14 Select 

15 Select 

16 Select 

17 Select 

18 Select 

19 Select 

4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of knowledge and skill you would need to perform your job at 
the entry level. Those items you list are those required and not what you might necessarily know or are able 
to do after being in the position for a number of years. 

Knowledge: refers to the possession of concepts and information gained through experience, training 
and/or education and can be measured through testing. 

Skills: refers to the proficiency which can be demonstrated and are typically manual in nature and/or can 
be measured through testing. 

The knowledge and skills that you list in the following section must refer to the Essential Duties you listed 
in Section 3. 
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Duty # Knowledge - Skills 

1,2,5,6,9 E x c e l l e n t Typing Skills 

1,2,3,5,6,7,9 V a r i o u s S o f t w a r e K n o w l e d g e 

2-7,9 Customer Service Skills 

1,2,3,5,6,9 L i t e r a c y , Grammar, Punctuation and Composition Knowledge 

1-9 Multi-Tasking Skills 

1-9 Excellent Communication Skills 

1,2,3,5,6 K n o w l e d g e o n Procedures for Record Keeping 

2,5 K n o w l e d g e o f Notary Public Law 

III. E D U C A T I O N , E X P E R I E N C E , A N D E Q U I P M E N T 

1. EDUCATION: What level of education do you have and what minimum level of education do you 
believe is needed to satisfactorily perform your job at entry level? Check the level that applies to your job: 

Less than H i g h School D i p l o m a or equivalent (G.E.D.) (ability to read, write, 
and follow directions) 
H i g h School D i p l o m a or equivalent (G.E.D.) 
U p to one year of specialized or technica l t r a in ing beyond h igh school 
Associate degree (A.S., A.A.) or two-year technica l certificate 
Bachelor 's degree 

You You 
Have Need 

• 
Fs, A 

• 

E l 
• • 
• • 
• • 
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Other (explain): 
• M Experience a n d specialized t ra in ing i n records management and a variety of 

software programs. 

2. EXPERIENCE: What lands of experience do you have, and what minimum kinds of experience are 
needed to enter your job at entry level? 

Type of Experience 

M i n i m u m 
Y o u Have Y o u r T i m e Y o u Need T i m e 

Required 

C u s t o m e r S e r v i c e 15+ y e a r s 5+ 5 y e a r s 
L i t e r a c y a n d G r a m m a r 15+ y e a r s 5+ 5 y e a r s 

S k i l l s _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
C o m p u t e r S k i l l s 15+ y e a r s 5+ 5 y e a r s 

a. What field (s) should training or degree be in? 
Administrative/Business Professional 

3. SPECIAL REQUIREMENTS: List any registrations, certifications or licenses that are required for 
you to hold your position. Be specific and do not abbreviate words or use acronyms. 

Notary Public 
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4. MACHINES, TOOLS AND EQUIPMENT. List any machines, tools or equipment used in your work 
and indicate the frequency and time spent using each. The machines, tools and equipment must refer to 
the Essential Duties you listed in Section 3. 

Duty # Machines, Tools, Equipment Frequency/Time 

Computer 9 5 % 

C o p y M a c h i n e 3 5 % 

T e l e p h o n e / E a r p i ece 9 5 % 

F a x M a c h i n e 1 5 % 

N o t a r i a l S e a l a n d S t a m p 1 0 % 

A u d i o V i s u a l E q u i p m e n t i n A u d i t o r i u m 5% 

5. DECISION-MAKING & JUDGMENTS. 

a. Describe three types of important decisions and judgments you make regularly and 
independently i n the performance of your duties. 

1. What questions f r o m the general pub l ic need to be directed to the C i ty Clerk . 

2. Proofreading various correspondence and documents related to the Ci ty Clerk's Office. 

3. Where and when to purchase office supplies f rom outside vendors 
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IV: A M E R I C A N S W I T H DISABILITIES A C T R E Q U I R E M E N T S 

1. PHYSICAL ACTIVITIES/REQUIREMENTS. 
This section helps us understand the physical activities and requirements that are absolutely necessaiy for 
you to be able to do in order to perform your job. Please list the frequency and the importance of each of the 
physical requirements listed in this section. These physical activities/requirements will help in ensuring the 
City of Grand Junction remains in compliance with the Americans with Disabilities Act. 

The City of Grand Junction is required to document any physical requirements in order to legally defend 
restrictions that are imposed. The definitions for the physical activities/requirements are taken directly from 
the guidelines established by the federal government. Your answers in this section will not affect how your 
job is classified. 

Frequency Importance 

How frequently is the activity How important is the activity in accomplishing 
performed? the job's purpose? 

0 - Never 0 - Not Important 
1 - A n n u a l l y 1 - Somewhat Important 
2 - Quar ter ly (at least 3 per 2 - V e i y Important 

year) 
3 - M o n t h l y (at least 8 per year) 3 - Extremely Important 
4 - Weekly (at least 3 per 

month) 
5 - Da i ly (at least 3 per week) 

Physical Activity Frequency Importance Duties 
Climbing: Ascending or descending ladders, 
stairs, scaffolding, ramps, poles and the like, 
using feet and legs and/or hands and arms. 
Body agility is emphasized. This factor is 
important if the amount and kind of climbing 
required exceeds that required for ordinary 
locomotion. 

2—Quarterly 1—Somewhat Important 

Looking through 
Archives at the 
Stores location 
and in the City 

Hall Storage 
Room 

Balancing: Maintaining body equilibrium to 
prevent falling when walking, standing or 
crouching on narrow, slippery or erratically 
moving surfaces. This factor is important if 
the amount and kind of balancing exceeds 
that needed for ordinary locomotion and 
maintenance of body equilibrium. 

0—Never 0—Not Important 

Stooping: Bending body downward and 
forward by bending spine at the waist. This 
factor is important if it occurs to a 
considerable degree and requires ful l use of 
the lower extremities and back muscles. 

3 - M o n t h l y 1—Somewhat Important 

Filing in City 
Clerks Office and 

also Stores 
location when 

looking through 
Archives 

Kneeling: Bending legs at knee to come to a 
rest on knee or knees. 3 - -Month ly 1— Somewhat Important 

Filing in the vault 
in the City Clerks 

Office 
Crouching: Bending the body downward and 
forward by bending leg and spine. 3 - M o n t h l y 1—Somewhat Important 

Filing in the vault 
in the City Clerks 

Office 
Crawling: Moving about on hands and knees 
or hands and feet. 0—Never 0—Not Important 

Reaching: Extending hand(s) and arm(s) in 5 - D a i l y 2--Very Important Distributing mail 
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any direction. 
Standing: Particularly for sustained periods 
of time. 

4—Weekly 2—Very Important 

Long copy jobs 
and putting 

packets together 
and preparing 

binders for 
various projects 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 

3 - M o n t h l y 2—Very Important 

Walking to the 
County 

Courthouse to 
record 

Annexations, 
Ordinances and 

Resolutions 
Pushing: Using upper extremities to press 
against something with steady force in order 
to thrust forward, downward or outward. 

0—Never 0—Not Important 

Pulling: Using upper extremities to exert 
force in order to draw, drag, haul or tug 
objects in a sustained motion. 

0—Never 0—Not Important 

Fingering: Picking, pinching, typing or 
otherwise working, primarily with fingers 
rather than with the whole hand or arm as in 
handling. 

5 - D a i l y 3—Extremely Important 

Adminis t ra t ive 
Tasks that 
require my 
computer, 

such as 
Counc i l , 

L iquor and 
Cover Sheets 

for 
Documents 

Grasping: Applying pressure to an object 
with the fingers or palm. 0—Never 0—Not Important 

Lifting: Raising objects from a lower to a 
higher position or moving objects horizontally 
from position-to-position. This factor is 
important if it occurs to be a considerable 
degree and requires the substantial use of the 
upper extremities and back muscles. 

1--Annual ly 1— Somewhat Important 
Moving boxes in 
City Hall Storage 

Feeling: Perceiving attributes of objects, 
such as size, shape, temperature or texture by 
touching the skin, particularly that of 
fingertips. 

0--Never 0—Not Important 

Talking: Expressing or exchanging ideas by 
means of the spoken work. Those activities in 
which they must convey detailed or important 
spoken instructions to other workers 
accurately, loudly, or quicldy. 

5 - D a i l y 3—Extremely Important 

Conversing daily 
regarding various 

projects which 
require excellent 
communication 
skills on special 

projects, 
messages that 

need to be 
relayed, City 

Council projects 
and Liquor issues 

Hearing: Perceiving the nature of sounds 
with no less than a 4db loss @ 500 Hz, 1,000 
Hz and 2,000 Hz with or without correction. 
Ability to receive detailed information through 

5 - D a i l y 3—Extremely Important 

Answering 
Phones, and 

communication 
with co-workers 
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oral communication, and to make fine 
discriminations in sound, such as when 
making fine adjustments on machined parts. 

and the public 

Seeing: The ability to perceive the nature of 
objects by the eye. Seeing is important for 
hazardous jobs where defective seeing would 
result in injury and also jobs where special 
and minute accuracy, inspecting and sorting 
exist. A high degree of visual efficiency, 
placing intense and continuous demands on 
the eyes by moving machinery and other 
objects are also considered important. Other 
important factors of seeing are acuity (near 
and far), depth perception (three dimensional 
vision), accommodation (adjustment of lens of 
eye to bring an object into sharp focus), field 
of vision (area that can be seen up and down 
or Lo the right or left while eyes are fixed on a 
given point) and color vision (ability to identify 
and distinguish colors). 

5 - D a i l y 3—Extremely Important 

Working with the 
computer for 

various 
functions, and 

also filing 

Repetitive Motions: Substantial repetitive 
movements (motions) of the wrists, hands, 
and/or fingers. 

5 - D a i l y 3—Extremely Important Typing 

Sedentary Work: Exerting up to 10 pounds 
of force occasionally and/or a negligible 
amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move 
objects, including the human body. 
Sedentary work involves sitting most of the 
time. Jobs are sedentary if walking and 
standing are required only occasionally and 
all other sedentary criteria are met. 

5 - D a i l y 2—Very Important 

Sitting for long 
periods of time 
when typing or 

scanning 

Light Work: Exerting up to 20 pounds of 
force occasionally, and/or up to 10 pounds of 
force frequently, and/or a negligible amount 
of force constantly to move objects. If the use 
of arm and/or leg controls requires exertion of 
forces greater than that for Sedentary Work 
and the worker sits most of the time, the job 
is rated for Light Work. 

5 - D a i l y 2—Very Important 

Si t t ing for 
long periods 
of time when 

typing or 
scanning 

Medium Work: Exerting up to 50 pounds of 
force occasionally, and/or up to 20 pounds of 
force frequently, and/or up to 10 pounds of 
force constantly to move objects. 

1—Annually 1—Somewhat Important 
Moving Storage 
boxes in Storage 

Room 

Heavy Work: Exerting up to 100 pounds of 
force occasionally, and/or up to 50 pounds of 
force frequently, and/or up to 20 pounds of 
force constantly to move objects. 

O-Never 0—Not Important 

Very Heavy Work: Exerting in excess of 100 
pounds of force occasionally, and/or in excess 
of 50 pounds of force frequently, and/or in 
excess of 20 pounds of force constantly to 
move objects. 

0—Never 0—Not Important 
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2. WORKING CONDITIONS. 
The work ing condi t ions sect ion helps us to unders tand the phys i ca l environment you are subjected 
to while performing your job duties. Th i s section does not apply to condit ions l ike a n old office 
bu i ld ing bu t only those factors that have to do w i t h the job itself. In this section, please place a n X 
by the condi t ion that applies a n d one under the f requency that is mos t appropriate. The condit ion 
shou ld be unique to your job and not generally applicable to a l l employees w i th the organization. 
Please note, there is a choice for "Does Not Apply," if most of your work is in an office 
setting. 

X] Does Not Apply 

Condition 
Less than 25% 

of the time 
25-50% of the 

time 
More than 50% 

of the time 
Hazardous phys i ca l condit ions (mechanical 
parts, electr ical currents , v ibra t ion , etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts , gases, poor ventilation) • • • 
Hazardous mater ials (chemicals, b lood and 
other body f lu ids , etc.) • • • 
Extreme temperatures • • • 
Inadequate l ight ing • • • 
W o r k space restricts movement • • • 
Intense noise • • • 
Travel • • • 
Envi ronmenta l (disruptive people, imminen t 
danger, threatening environment) • • • 

V : E M P L O Y E E , S U P E R V I S O R , A N D D E P A R T M E N T H E A D S I G N A T U R E S 

ADDITIONAL COMMENTS 

Are there any addi t ional comments y o u would l ike to make to be sure y o u have described your 
job adequately? (Use addi t ional sheets i f necessary). 

I have b e e n i n m y pos i t i on f o r 4 months a n d w i l l b e w o r k i n g towards m y C M C Cer t i f i ca t ion i n 
2009. C u r r e n t l y , I a m a 3/4 t ime e m p l o y e e a v e r a g i n g about 37 hours p e r p a y p e r i o d . M y 
pos i t ion has b e e n a p p r o v e d fo r a fu l l - t ime status effect ive January 1, 2009. 

E M P L O Y E E C E R T I F I C A T I O N 

I certify that the above statements and responses are accurate and complete to the best of my 
knowledge. 
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Date: ) Q • H • O B 

T O B E C O M P L E T E D B Y T H E I M M E D I A T E S U P E R V I S O R A N D D E P T . H E A D 

Thi s sect ion is to be u sed by the Supervisor to note any addi t iona l comments, addi t ional 
duties or disagreements w i t h any section of the questionnaire. The Supervisor shou ld not 
change anything wr i t t en by the ind iv idua l f i l l ing out the quest ionnaire nor shou ld they 
address any performance issues . Please remember that this quest ionnaire is intended solely 
for the purpose of accurately descr ibing the job i n question. The Superv isor does not need to 
read the entire J A Q . S i m p l y check the areas identif ied w i t h arrows for accuracy as these are 
the most impor tant i n c lass i fy ing the jobs. If these sections are not complete or are incorrect, 
please f i l l i n the b l anks w h e n you review the questionnaire w i t h the incumbent . If y o u 
disagree w i t h any in fo rmat ion provided or believe some in format ion is miss ing , indicate below 
the quest ion number and your comments. Please note the form should have all three 
signatures to ensure all have read the questionnaire. 

Question No. Comments 
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Please check the appropriate statement: 

agree w i th the incumbents ' pos i t ion questionnaire as wri t ten . 

• The above modif ica t ions have been discussed w i t h the incumbent , and the incumben t 
agrees w i th these modif icat ions . 

• The above modif ica t ions have been discussed w i th the incumbent , and the incumben t 
disagrees w i t h these modif icat ions . 

I have noted the modifications made by my supervisor in the Comments Section above. 

Employee Signature: 

Supervisor 

Depar tment Head / }'l j C ^ r / i f ^ Date: / / / ^ ( / 

Signature: 

T H A N K Y O U F O R C O M P L E T I N G T H I S Q U E S T I O N N A I R E . A F T E R Y O U O R Y O U R G R O U P 
H A S C O M P L E T E D Y O U R P O R T I O N O F T H E Q U E S T I O N N A I R E , P L E A S E S U B M I T T H E 
Q U E S T I O N N A I R E T O Y O U R S U P E R V I S O R F O R R E V I E W , S I G N A T U R E , A N D C O M M E N T . 
Y O U R S U P E R V I S O R W I L L S U B M I T T H E C O M P L E T E D Q U E S T I O N N A I R E T O Y O U R 
D E P A R T M E N T H E A D . 
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CITY OF GRAND JUNCTION 
JOB ANALYSIS QUESTIONAIRE 

I. E M P L O Y E E B A C K G R O U N D : In th is sect ion y o u w i l l provide in fo rmat ion regarding y o u r 
name, current job title, you r immediate supervisor, etc. Th i s w i l l help us make sure we refer to 
the,correct job throughout the s tudy. 

Is th i s a group quest ionnaire? • Yes S No If yes, please l i s t a l l employee names. 

Div i s ion: V C B Department: T R C C 

F o r Indiv idual Quest ionnaires Only : 

Employee Name: Gray Chasity D 
(Last) (First) (Middle Initial) 

Current Classification Title: Administrative Clerk 

Division V C B Department T R C C 

Total Length of Time with organization Years 7 months 

Total Length of Time in Current Position Years 7 months 

Assigned Hours/Week:; from 8am t o 5pm Assigned Days/Week 5 

Email: chasityg@gj city.org Work Phone: 970-263-5705 

Immediate Supervisor: Immediate supervisor reports to: 

Name: T i m Seeberg Name: Debbie Koval ik 

Title: General Manager Title: Director 

Work 
Phone 263-5710 

Work 
Phone: 244-1480 

E-mail: tims@gjcity.org E-mail: d e b b i e k @ g j c i ty , o rg 
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I I . P O S I T I O N I N F O R M A T I O N 

1. POSITION SUMMARY: T h i s sect ion asks for a shor t paragraph, one to three sentences, 
regarding the purpose of y o u r pos i t ion a n d / o r you r p r i m a i y responsibil i t ies. Th i s s u m m a r y helps 
u s to qu ick ly unders tand the essence of you r job. U s u a l l y i t i s better to write this after y o u have 
completed the remainder of the questionnaire. Br ie f ly describe wha t y o u consider to be the major 
purpose or objective of the job . S i m p l y stated, wha t are y o u at tempting to accompl i sh i n you r 
posi t ion? 

Example : Compute r Suppor t Techn ic i an 
S u m m a r y : To operate, ma in t a in and repair computer equipment and to provide technica l 

assistance to users . 

To provide administrative services to both internal and external customers in the way of answering and 
posting public event information, directing calls to sales and marketing staff, process payroll and new hire 
documentation, creating signage for patrons, and provide assistance to all Two Rivers and Avalon Theatre 
Staff. 
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2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS. 

a. The chart below asks for your specific supervisory responsibilities. If a duty statement applies to 
you, please check the box under the "Yes" column and then indicate the number of employees for 
which you are responsible to the right of the statement. 

' Yes 
Number of 
Employees 

• I do not officially supervise other employees (sign performance reviews). 0 

• I evaluate and sign performance reviews of other full-time employees. 

• I evaluate and sign performance reviews of part-time, temporary or contract 
employees. 

• I instruct other employees in methods or procedures needed to carry out 
their job (how to carry-out their assigned duties). 

• I make work assignments for others. 

• I make hiring and hiring pay recommendations. 

• I make hiring and hiring pay decisions. 

• I recommend termination for poor performance. 
I provide advice to peers that they must consider carefully before making a 
decision. 3 

_ I provide information to supervisors/management that they use in making 
a decision. 1 

b. Complete the organization chart below. This chart will help us to understand your job in relation to 
others in your department. Please use titles and not names. Fill in tlie applicable position tiUes: (1) 
your coworkers, employees you work with and who also report directiy to your supervisor; and, (2) 
your subordinates, any employees you supervise directly. List only those jobs over which you have 
full managerial/supervisoiy authority (i.e. complete and sign performance evaluation.) Do not list 
employees supervised by your subordinate supervisors. 

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS' JOB TITLES 

D i r e c t o r o f S a l e s & M a r k e t i n g 

E v e n t P l a n n e r 

A c c o u n t i n g C l e r k 

B a n q u e t M a n a g e r a n d B a n q u e t S t a f f 

S e t - u p a n d M a i t e n a n c e S u p e r v i s o r a n d 
S e t u p S t a f f 

S a l e s a n d P l a n n i n g A s s i s t a n t 

K i t c h e n S t a f f 

G e n e r a l M a n a g e r 

Please indicate the nature of the group supervised a n d the n u m b e r supervised 
• F u l l Time QPart -Time | {Seasonal/Temp I lVolunteer I iContract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

1. Inside your organization (other City Departments): 
| | | | l l | t ^ b f 
ÎMif-JIilp 
Ex: Peers, Subordinates 

H R W E E K L Y 

F o l l o w i n g u p o n p e n d i n g a p p l i c a t i o n s , 
d r u g s c r e e n i n g s , b a c k g r o u n d c h e c k s , 
m a i n t a i n i n g u p to da te H R p a p e r w o r k , 
r i s k m a n a g e m e n t i n q u i r i e s , a n d a s s i s t i n g 
w i t h j o b p o s t i n g s . 

P A Y R O L L B I - W E E K L Y 

E N S U R E A L L T I M E E N T R I E S A R E C O R R E C T , 
C R E A T I N G P A Y M E N T C O D E S , V E R I F Y I N G 

P A Y R O L L P O L I C I E S A N D P R O C E D U R E S . 

S T O R E S / P U R C H A S I N G W E E K L Y 

O R D E R I N G O F O F F I C E S U P P L I E S , 
R E T R I E V I N G C I T Y A C C O U N T S F O R U P S A N D 

F E D E X , 

T R C C S T A F F D A I L Y 

C R E A T E S I G N A G E F O R B U I L D I N G , P R O C E S S 
P A Y R O L L , M A N A G I N G O F A L L H R F I L E S , 

T A S K F O L L O W UP, C O M P L E T I N G M I S C . 
L A S T M I N U T E T A S K S F O R C O W O R K E R S . 

2. Outside your organization: 

- Tit le of Pe r son or 
Organizat ion 

H o w Of ten For Wha t Purpose 

Ex: Vendors, Gen. Public 

G E N E R A L P U B L I C D A I L Y 

T O P R O V I D E UP T O D A T E I N F O R M A T I O N 
R E G A R D I N G P U B L I C E V E N T S , T I C K E T S A L E S 

I N F O R M A T I O N , I N Q U R I E S F O R F U T U R E 

E V E N T S 

M O U N T A I N W E S T M O N T H L Y 

O r d e r i t e m s n o t c a r r i e d w i t h i n C i t y 
s to res , 

F E D E x W E E K L Y 

S C H E D U L I N G S H I P M E N T S B A C K T O 

V E N D O R S O R C L I E N T S 

U P S W E E K L Y 

S C H E D U L I N G S H I P M E N T S B A C K T O 

V E N D O R S O R C L I E N T S 

A V A L O N T H E A T R E 
A D V I S O R Y C O M M I T T E E M O N T H L Y 

C O M P I L I N G M O N T H L Y M E E T I N G M I N U T E S , 

D I S T R I B U T I N G H I S T O R I C D O C U M E N T S T O 

N E W C O M M I T T E E M E M B E R S , E M A I L I N G O F 

M I N U T E S T O CITY H A L L F O R P U B L I C 
R E C O R D 

E V E N T C L I E N T S D A I L Y 

R O U T I N G C A L L S T O A P P R O P R I A T E 

P E R S O N E L , R E L A Y I N G E V E N T I N F O R M A T I O N 

A N D C H A N G E S T O S T A F F , D O C U M E N T I N G 

G U A R A N T E E N U M B E R S F O R B A N Q U E T , S E T 
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U P A N D K I T C H E N S T A F F . 

3. ESSENTIAL DUTIES. 

The list of essential duties helps us to understand those duties which are the primary reasons why your 
position exists. For clarification, please refer to the examples provided below. 

Essential Duties: Those duties that make up at least 5% of your time. Please provide enough detail so that 
someone who may not be familiar with your job will have a clear understanding of what it is that you do. For 
example, do not simply state "prepares reports", but state "prepares reports such as status reports, staff 
reports", or other type of report(s) you may prepare. Also, please use action verbs such as prepares, 
calculates, operates, etc., to start off each statement. Do not use acronyms in your description. Examples 
are shown below. Use additional sheets if needed. 

Decisions Required: List the decisions you make to carry out tlie essential duties. 

Frequency: Indicate how often you perform each duty - D = daily, W = weekly, M = monthly, Q = quarterly, A 
= annually, or O = occasionally. 

Percent of Time: Indicate how much of your time you spend on each task. The total of these percentages 
should not be more than 100%. Example: Sally conducts property value estimates 20% of the time, it may 
mean she spends one day out of five on that task, or that she spends around two hours each day. These need 
only be estimates so do not spend a great deal of time trying to come up with an exact percentage. The 
percentages of all duties should equal 100% over a one year period of time. 

Attach additional sheets if necessary. 

E X A M P L E (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE) 

Essential Duties Decisions Required Frequency »«»of 
Time 

EXAMPLES: 
Prepares monthly newsletters hy 
gathering information, writing 
copy, editing, preparing for 
publication and overseeing 
distribution. 

Articles to include, editorial 
changes, graphics, layouts M 2596 

Performs inventory spot checks 
and monthly counts of supplies in 
warehouse. 

When to check supplies M 10% 

^mMAA%; ' ^WXmM^' -r " . ... . : Frequency: % of Frequency: 

.. K!m:,2:^-:':'?~;-. T.icf- r»tf R«iCf*«tial Duties. W = Weekly ' l i m e . 
Decisions Required M = Monthly Spent 

MmAMAAA:AjK:: ". AAAm:mmi:tA '[••''•- XmS&X IMlQ - Quarterly 
AfllA: = Annually 

() - Occasionally exceed 
100%) 
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1. A n s w e r a l l p h o n e c a l l s w h i c h I n c l u d e 
the r e s p o n s i b i l i t y o f d i r e c t i n g phone calls 
to appropriate personel, answering questions 
regarding up coming public events, obtain vital 
information regarding inquiries for sales staff, 
provide information to prospective employees in 
regards to hiring process, available positions, and 
status of current applications, assist current 
employees with updates on work schedules and 
event schedules. 

W h o the b e s t p e r s o n 
i s to a s n w e r 
q u e s t i o n s , d i s c r e t i o n 
i n g i v i n g o u t n a m e s 
a n d p h o n e n u m b e r s 
of c l i en t s , w h a t i s 
e s s e n t i a l i n f o r m a t i o n 
f o r s a l e s s taff . D a i l y 2 5 % 

2 P r o c e s s a l l p a y r o l l r e c o r d s b y c o l l e c t i n g 
a l l i n a n d o u t p u n c h e s v i a o u r t i m e 
e n t r y s y s t e m , p r i n t a n d c o m p l e t e a l l 
t i m e shee t s , c a l c u l a t e a l l s e r v e r h o u r s 
t h a t m u s t be p l a c e d t o w a r d g r a t u i t y p a y 
ou t , co l l ec t a l l t i m e s f r o m c o n c e s s i o n 
c r e w e m p l o y e e s t h a t do n o t h a v e a c c e s s 
to t i m e c l o c k s y s t e m , e n s u r e a l l p a y 
r a t e s a re co r r ec t f o r t h o s e e m p l o y e e s 
w h o w o r k o u t s i d e o f t h e i r h o m e a c c o u n t , 
v e r i f y a l l p a y r o l l en t r i e s , r u n p a y r o l l 
r epo r t s , a p p l y a n y P T O n e c e s s a r y to f u l l 
t i m e emp loyees . 

Knowing who is given 
meal breaks and those 
who don't take one, what 
is considered over time, 
who is eligible for 
gratuity, which accounts 
employees time need s to 
be assigned to, pay rates 
for those employees who 
work outside of their 
home acount 

Da i ly 

30% 

3 C o u n t a n d v e r i f y a l l c a s h d e p o s i t s t h a t 
w e r e e a r n e d f r o m c o n c e s s i o n sa l e s , c a s h 
b a r s , h o s t b a r s , a n d m e r c h a n d i s e fees . 
P a y m e n t s m u s t be e n t e r e d i n t o 
a c c o u n t i n g s o f t w a r e f o r s a l e s r e c o r d s , 
t a x r e c o r d i n g , i n v o i c i n g , a n d to p r e p a r e 
C i t y r e c a p shee t s f o r f i n a n c e 
r e c o n c i l i a t i o n s . 

Which revenue account 
each deposit is applied to, 
when and where events to 
place, and ensuring all 
sales taxes are inputed for 
accounting clerk. 

D a i l y 

1 0 % 

4 

Design display signs that are featured outside of 
each room, create reader board signs that direct 
clients to appropriate room s for events, create 
menus and food cards for buffets and butler style 
serving. 

Which rooms are assigned 
to each event, color 
coordinate signs for 
season and decor, which 
events receive menus and 
those that receive food 
cards 

D a i l y 

5 % 

5 C r e a t e w e b c a l e n d e r t h a t s h o w s a l l 
u p c o m i n g p u b l i c even t s , t i c k e t 
i n f o r m a t i o n , a n d s p e c i a l 
a n n o u n c e m e n t s f o r T w o R i v e r s 
C o n v e n t i o n C e n t e r , t h e A v a l o n T h e a t r e , 
a s w e l l a s C i n e m a a t t h e A v a l o n 
s h o w t i m e s a n d c u r r e n t p r e s e n t a t i o n s . 

Which events are public 
and i f contact information 
is available 

M o n t h l y 

5 % 

Page 8 of 21 Fox Lawson & Associates, LLC 



6 

M a n a g e , p r o c e s s a n d m a i n t a i n n e w h i r e 
p a p e r w o r k w h i c h i n c l u d e s c o o r d i n a t i n g 
i n t e r v i e w s w i t h b a n q u e t m a n a g e r , 
execu t ive chef , a n d t h e se t u p a n d 
m a i n t e n a n c e s u p e r v i s o r , i s s u e u n i f o r m s 
a n d n a m e b a d g e s , c o m p i l i n g a l l n e w 
e m p l o y e e d o c u m e n t a t i o n t h a t i n c l u d e s 
A V E R T S , 1-9, W - 4 s , p r o p e r 
i n d e n t i f i c a t i o n , p r o c e s s a l l P A f o r m s f o r 
t h e p u r p o s e o f s e p a r a t i o n , t r a n s f e r s a n d 
s t ep p a y i n c r e a s e s , w h i c h a re a l l 
a c c o r d i n g to s ta te a n d f e d e r a l l a w s . 

W h a t i n f o m i a t i o n i s 
r e q u i r e d b y the C i t y 
i n r e g a r d s to a l l 
e m p l o y e e p a p e r 
w o r k , w h a t p r o p e r 
i d e n t i f i c a t i o n i s 
a c c e p t e d u n d e r 
f e d e r a l l a w , 
u n d e r s t a n d i n g h o w 
to s c h e d u l e 
i n t e r v i e w s b a s e d o n 
t h e d a i l y even t s 
s c h e d u l e d a t the 
f a c i l i t y a n d w i t h i n 
e a c h d e p a r t m e n t 
s c h e d u l e s , w h a t 
c l o t h i n g i t e m s are 
n e e d e d f o r e a c h 
e m p l o y e e b a s e d o n 
t h e d e p a r t m e n t t h e y 
a re a s s i g n e d to 

Da i ly 

5 % 

7 

P r o c e s s i n g o f a l l c l i e n t d e p o s i t p a y m e n t s 
a n d u p d a t i n g c l i e n t f i l e s w i t h g u a r a n t e e 
n u m b e r s a n d i n f o r m p r o p e r i n t e r n a l 
s t a f f o f t hese u p d a t e s 

N e e d to k n o w 
m o n e t a r y a m o u n t 
d u e f o r d e p o s i t p e r 
s i g n e d c o n t r a c t s , 
w h i c h c u s t o m e r 
a c c o u n t t h e y are to 
b e a s s i g n e d to. M u s t 
k n o w p r o p e r c o n t a c t 
p e r s o n ' s n a m e to 
re t r ieve g u a r a n t e e f o r 
t h e p u r p o s e o f p r o p e r 
se t u p , f o o d o r d e r i n g , 
a n d s t a f f i n g needs . 

Da i ly 

5 % 

8 

S u p e r v i s e a l l o f f i ce i n v e n t o r y to e n s u r e 
a l l i t e m s are i n s t o c k as w e l l a s s c h e d u l e 
m a i n t e n a n c e r e p a i r s o f a l l o f f i ce 
e q u i p m e n t w h e n n e c e s s a r y 

K n o w l e d g e o f i t e m s 
n e e d e d o n h a n d o n a 
d a i l y b a s i s , n e e d to 
u n d e r s t a n d i n v e n t o r y 
l eve l s a t v a r i o s 
v e n d o r l o c a t i o n s , 
t r o u b l e s h o o t 
p o s s i b l e c a u s e s o f 
m a c h i n e 
m a l f u n c t i o n s to c a l l 
p r o p e r s e rv i ce r e p a i r 
p e r s o n e l . 

M o n t h l y 

5 % 
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9 . So r t , d i s t r i b u t e , s h i p a n d l o g a l l 
i n c o m i n g a n d o u t g o i n g p a c k a g e s a n d 
m a i l w h i c h i n c l u d e s e n s u r i n g a l l 
c o n t r a c t s a n d d e p o s i t s a re g i v e n to the 
s a l e s d i rec to r , a l l b i l l s a n d p a y m e n t s a re 
s e n t to the a c c o u n t i n g c l e r k , a l l 
p a c k a g e s are d o c u m e n t s a n d s t o r e d f o r 
f u t u r e events , s h i p p i n g o f a l l p a c k a g e s 
l e f t b e h i n d b y c l i e n t s a n d r e t u r n i n g o f 
i n c o r r e c t i n v e n t o r y 

K n o w l e d g e o f w h e r e 
p a c k a g e s n e e d to b e 
sent , w h a t v e n d o r i s 
bes t u s e d f o r 
s h i p p i n g , w h e r e a l l 
i t e m s are s t o r e d f o r 
e a s y acces s 

Da i ly 

5 % 

10 

C r e a t e , m a i l , a n d p u b l i s h a l l m i n u t e s 
f r o m t h e A v a l o n T h e a t r e A d v i s o r y 
C o m m i t t e e m e e t i n g s 

E n s u r e a l l i m p o r t a n t 
i n f o r m a t i o n i s 
i n c l u d i n g i n the 
m e e t i n g s f o r p u b l i c 
a s w e l l a s u s i n g 
d i s c r e t i o n o n w h a t 
n e e d s to b e 
p u b l i s h e d v e r s u s 
i t e m s t h a t a re o n l y i n 
the d i s c u s s i o n 
p r o c e s s 

Mon th ly 

5 % 

11 Select 

12 Select 

13 Select 

14 Select 

15 Select 

16 Select 

17 Select 

18 Select 

19 Select 

4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of knowledge and skill you would need to perform your job at 
the entry level. Those items you list are those required and not what you might necessarily know or are able 
to do after being in the position for a number of years. 

Knowledge: refers to the possession of concepts and information gained through experience, training 
and/or education and can be measured through testing. 
Skills: refers to the proficiency which can be demonstrated and are typically manual in nature and/or can 
be measured through testing. 

The knowledge and skills that you list in the following section must refer to the Essential Duties you listed 
in Section 3. 

Duty # Knowledge ~ Skills 
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' 2,6 Must know current city policies, state and federal requirements, and basic H R 
procedures 

A L L Baisc data entry skills - 60 wpm and 10 key typing 

1 H e i r a c h y o f p e r s o n e l i n o f f i ce , b a s i c p h o n e o p e r a t i n g s k i l l s , 

3,7 Basic accounting practices - debit, credits, addition, subtraction 

2,3,4,5,7,8, 10 Basic windows applications - creating word documents, spreadsheets, email system, 
web applications, 

A l l Basic knowledge of operating office equipment - computer, phone, fax, copy machine, 
calculator. 

7 Basic Knowledge of Banquet/Hospititality Operations. 

4,5,6,10 L e t t e r a n d C o r r e s p o n d e n c e w r i t i n g s k i l l s 

A l l Abi l i ty to make sound judgements 

1 , 2 ,3 ,4 ,5 ,6 ,7 ,9 ,10 M u l t i - tasking abilities 

1,2,5,6,7,9,10 Abi l i ty to communicate clearly and concisely, both orally and i n writing 

4,5,7,9 Knowledge of event planning and organizing 

III, E D U C A T I O N , E X P E R I E N C E , A N D E Q U I P M E N T 

1. EDUCATION: What level of education do you have and what minimum level of education do you 
believe is needed to satisfactorily perform your job at entry level? Check the level that applies to your job: 

Less t h a n H i g h Schoo l D i p l o m a or equivalent (G.E.D.) (ability to read, write, 
and fol low directions) 
H i g h School D i p l o m a or equivalent (G.E.D.) 
U p to one year of special ized or technica l t ra in ing beyond h igh school 
Associate degree (A.S., A .A. ) or two-year technical certificate 

You You 
Have Need 

• • 
• 
• 
• 
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^ • • Bachelor ' s degree 
>—, I—, Other (explain): 

2. EXPERIENCE: What kinds of experience do you have, and what minimum kinds of experience are 
needed to enter your job at entry level? 

Type of Experience 

M i n i m u m 
Y o u Have Y o u r T i m e Y o u Need T i m e 

Required 

F r o n t O f f i c e E x p e r i e n c e 4 y e a r s F r o n t O f f i c e E x p e r i e n c e 2 y e a r s 
C u s t o m e r S e r v i c e i n 12 y e a r s C u s t o m e r S e r v i c e i n 2 y e a r s 
H o s p i t a l i t y I n d u s t r y H o s p i t a l i t y I n d u s t r y 
B a c h e l o r s Degree i n 4 y e a r s H S D i p l o m a o r y e a r s 

B u s i n e s s M a n a g e m e n t A s s o c i a t e s Deg ree i n 
B u s i n e s s M a n a g e m e n t 
o r H u m a n R e s o u r c e s 

a. What field (s) should training or degree be in? 
A m i n i m u m of a h i g h s c h o o l d i p l o m a , h o w e v e r , a n a s s o c i a t e d degree w o u l d be p r e f e r r e d 
w i t h a n e m p h a s i s i n b u s i n e s s a d m i n i s t r a t i o n . H u m a n R e s o u r c e s e x p e r i e n c e w o u l d a l s o b e 
a p l u s a l o n g w i t h s o m e b o o k e e p i n g e x p e r i e n c e . 

3. SPECIAL REQUIREMENTS: List any registrations, certifications or licenses that are required for 
you to hold your position. Be specific and do not abbreviate words or use acronyms. 

Must have food handler certification from the County. 
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4. MACHINES, TOOLS AND EQUIPMENT. List any machines, tools or equipment used in your work 
and indicate the frequency and time spent using each. The machines, tools and equipment must refer to 
the Essential Duties you listed in Section 3. 

D u t y * Machines, Tools, Equipment •• Frequency/Time • 
2 , 3 , 4 , 5 , 
7 , 8 , 1 0 

Computer D a i l y - a l l t h r o u g h 
o u t the d a y 

1,6,7 P h o n e 
D a i l y - a l l 
t h r o u g h o u t t h e 
d a y 

2 ,3 , 7 C a l c u l a t o r 
D a i l y - a l l 
t h r o u g h o u t t h e 
d a y 

A l l P r i n t e r 
D a i l y - a l l 
t h r o u g h o u t t h e 
d a y 

2 , 3 , 4 , 6 , 7 , 
8 , ,10 

C o p i e r 
D a i l y - u s e d on a 
d a i l y b a s i s 

6 F a x F a x 

6 L a b e l M a k e r 
W e e k l y - 10 
m i n u t e s o f m y 
t i m e w h e n u s e d 

5. DECISION-MAKING & JUDGMENTS. 

a. Descr ibe three types of impor tan t decisions a n d judgments y o u make regular ly a n d 
independent ly i n the performance of you r duties. 

1. W h e n scheduling interviews, I must judge on when the best time would be to hold them based on 
the events that are taking place in and outside of the bui lding, other meetings with in the department, 
as wel l as knowing if and when the supervisor is going to be in or out of the office. 

2. U s i n g discret ion i n regards to possible events that m a y be coming to the grand val ley that 
have not been pub l i c ly announced based on office hersay, as wel l as interoffice conversations, 
u s i n g discret ion i n wha t in fo rmat ion need to be placed i n the A v a l o n Theatre Advisory Commit tee 
minutes , a n d u s i n g disrect ion w i t h regards to H R sensitive mater ia l i nc lud ing pay rates, h i r i ng 
requirements, employee files, and employee's personal in fonna t ion . 
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3. What and when to raise questions in regards to discrepancies with cash deposits, payrol l hours, and 
other operations that effect a l l financial operations of Two Rivers Convention Center. 
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IV: A M E R I C A N S W I T H DISABILITIES A C T R E Q U I R E M E N T S 

1. PHYSICAL ACTIVITIES/REQUIREMENTS. 
This section helps us understand the physical activities and requirements that are absolutely necessaiy for 
you to be able to do in order to perform your job. Please list the frequency and the importance of each of the 
physical requirements listed in this section. These physical activities/requirements will help in ensuring the 
City of Grand Junction remains i n compliance with the Americans with Disabilities Act. 

The City of Grand Junct ion is required to document any physical requirements in order to legally defend 
restrictions that are imposed. The definitions for the physical activities/requirements are taken directly from 
the guidelines established by the federal government. Your answers In this section will not affect how your 
job is classified. 

Frequency Importance 

How frequently is the How important is the activity in accomplishing 
activity performed? the job's purpose? 

0 - Never 0 - Not Important 
1 - A n n u a l l y 1 - Somewhat Important 
2 - Quarter ly (at least 3 per 2 - Very Important 

year) 
3 - Mon th ly (at least 8 per 3 - Ex t remely Important 

year) 
4 - Weekly (at least 3 per 

month) 
5 - Da l ly (at least 3 per week) 

Physical Activity Frequency Importance Duties 
Climbing: Ascending or descending 
ladders, stairs, scaffolding, ramps, poles 
and the like, using feet and legs and/or 
hands and arms. Body agility is 
emphasized. This factor is important if the 
amount and kind of climbing required 
exceeds that required for ordinary 
locomotion. 

0—Never 0—Not Important 

Balancing: Maintaining body equilibrium 
to prevent falling when walking, standing or 
crouching on narrow, slippery or erratically 
moving surfaces. This factor is important if 
the amount and kind of balancing exceeds 
that needed for ordinary locomotion and 
maintenance of body equilibrium. 

0—Never Select 

Stooping: Bending body downward and 
forward by bending spine at the waist. This 
factor is important if it occurs to a 
considerable degree and requires ful l use of 
the lower extremities and back muscles. 

5 - D a i l y 2--Very Important 

Retr ieving flies, 
folders, office 

supplies , 
he lp ing clients 
load items into 

room. 
Kneeling: Bending legs at knee to come to 
a rest on knee or knees. 1—Annually 1—Somewhat Important 

To reach low lying 
areas where items 

are stored 
Crouching: Bending the body downward 
and forward by bending leg and spine. 

5 - D a i l y 3—Extremely Important 

To retrieve client 
and employee files, 

gathering office 
supplies, throwing 
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away trash, to pull 
money from safe for 

counting, 
Crawling: Moving about on hands and 
knees or hands and feet. 0—Never 0—Not Important 

Reaching: Extending hand(s) and armfs) in 
any direction. 

5 - D a i l y 3—Extremely Important 

Reaching for all 
desk items, transfer 
phone calls, retrieve 

papers, obtain 
shared files, shaking 
hands with clients 

Standing: Particularly for sustained 
periods of time. 3 - M o n t h l y 2—Very Important 

Assisting servers 
with food, drinks, 

set up 
Walking: Moving about on foot to 
accomplish tasks, particularly for long 
distances. 

5 - D a i l y 3—Extremely Important 

Place signs in 
display stanchions 

through out 
building, deliver 
food menus and 

food cards to staff, 
escorting clients to 
appropriate rooms, 
assisting servers in 

delivering food, 
walking 

confidential 
documents to City 

Hall. 
Pushing: Using upper extremities to press 
against something with steady force in 
order to thrust forward, downward or 
outward. 

4—Weekly 2—Very Important 

To move deliveries 
out of walking area 
until maintenance 

can store them 
Pulling: Using upper extremities to exert 
force in order to draw, drag, haul or tug 
objects in a sustained motion. 4—Weekly 2—Very Important 

To move deliveries 
out of walking area 
until maintenance 

can store them 
Fingering: Picking, pinching, typing or 
otherwise working, primarily with fingers 
rather than with the whole hand or arm as 
in handling. 5 - D a i l y 3—Extremely Important 

Doing all computer 
work, typing 

emails, processing 
deposits, payroll, 

purchasing requests, 
ordering items. 

Grasping: Applying pressure to an object 
with the fingers or palm. 

5 - D a i l y 3—Extremely Important 

Writing notes in 
client files, filling 
out revenue recap 
sheets, filling out 

payroll time sheets, 
fiHout new 
employee 

information 
Lifting: Raising objects from a lower to a 
higher position or moving objects 
horizontally from position-to-position. This 
factor is important if it occurs to be a 
considerable degree and requires the 
substantial use of the upper extremities 
and back muscles. 

2—Quarterly 1— Somewhat Important 

Moving files, 
organizing office 
supplies, moving 

packages received 
for events, lifting 
food trays, plates, 

glasses 
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Feeling: Perceiving attributes of objects, 
such as size, shape, temperature or texture 
by touching the skin, particularly that of 
fingertips. 5 - D a i l y 3—Extremely Important 

Feeling plates, 
glassware, 

understanding 
customer moods to 

ensure correct 
reaction and 

direction 
Talking: Expressing or exchanging ideas 
by means of the spoken work. Those 
activities in which they must convey 
detailed or important spoken instructions 
to other workers accurately, loudly, or 
quickly. 

5 - D a i l y 3—Extremely Important 

Explaining 
upcoming events, 
ticket information, 
event start times, 

who is best to 
handle bookings 
and event details, 

conveying concerns 
to coworks and 

managers, 
supplying vital 

changes to events to 
other departments 

Hearing: Perceiving the nature of sounds 
with no less than a 4db loss @ 500 Hz, 
1,000 Hz and 2,000 Hz with or without 
correction. Ability to receive detailed 
information through oral communication, 
and to make fine discriminations in sound, 
such as when making fine adjustments on 
machined parts. 

5 - D a i l y 3—Extremely Important 

Ensu re cl ients 
have the quiet 
envirnoment 

needed for the i r 
event b y 
s topping 

unnecessary 
outside noise, i n 
order to receive 
proper d i rect ion 

f r o m coworks 
a n d managers, 
to unders tand 

customer 
concerns a n d 
questions so a 

qu ick a n d 
accurate 

response can be 
given 

Seeing: The ability to perceive the nature 
of objects by the eye. Seeing is important 
for hazardous jobs where defective seeing 
would result in injury and also jobs where 
special and minute accuracy, inspecting 
and sorting exist. A high degree of visual 
efficiency, placing intense and continuous 
demands on the eyes by moving machinery 
and other objects are also considered 
important. Other important factors of 
seeing are acuity (near and far), depth 
perception (three dimensional vision), 
accommodation (adjustment of lens of eye 
to bring an object into sharp focus), field of 
vision (area that can be seen up and down 
or to the right or left while eyes are fixed on 
a given point) and color vision (ability to 
identify and distinguish colors). 

5 - D a i l y 3—Extremely Important 

To view room for 
possible 

hazards, to look 
for debr i 

b lock ing exits, 
entry ways or 

walkways , 
viewing a l l 

emails, account 
records, payrol l 

records a n d 
entries, review 

reports, reading 
a n d reviewing 

other coworkers 
notes a n d work , 
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reading of 
contracts for 

proper 
documentat ions, 
abi l i ty to apply 
a l l payments, 

process payro l l 
records. 

Repetitive Motions: Substantial repetitive 
movements (motions) of the wrists, hands, 
and/or fingers. 

5 - D a i l y 3—Extremely Important 

Typing, dialing 
phone numbers, 

using office 
equipment which 

include computers, 
calculator, printer, 
fax machine, copy 

machine, 
Sedentary Work: Exerting up to 10 
pounds of force occasionally and/or a 
negligible amount of force frequently or 
constantly to lift, carry, push, pull or 
otherwise move objects, including the 
human body. Sedentary work involves 
sitting most of the time. Jobs are sedentary 
i f walking and standing are required only 
occasionally and all other sedentary criteria 
are met. 

5 - D a i l y 3—Extremely Important 

Sitting at desk, 
lifting office 

supplies and storing 
them in their 

rightful place, 
faxing, copying, 

and filing 
documents 

Light Work: Exerting up to 20 pounds of 
force occasionally, and/or up to 10 pounds 
of force frequently, and/or a negligible 
amount of force constantly to move objects. 
If the use of arm and/or leg controls 
requires exertion of forces greater than that 
for Sedentary Work and the worker sits 
most of the time, the job is rated for Light 
Work. 

4—Weekly 2—Very Important 

Storing of packages 
for up coming 

events, deliverying 
packages to 

coworkers, lifting 
reams of paper, 
hanging display 

signs 
Medium Work: Exerting up to 50 pounds 
of force occasionally, and/or up to 20 
pounds of force frequently, and/or up to 10 
pounds of force constantly to move objects. 

1 —Annual ly 1—Somewhat Important 
Being able to lift 
trays with food, 

glasses, and plates. 

Heavy Work: Exerting up to 100 pounds of 
force occasionally, and/or up to 50 pounds 
of force frequently, and/or up to 20 pounds 
of force constantly to move objects. 

0—Never 0—Not Important 

Very Heavy Work: Exerting in excess of 
100 pounds of force occasionally, and/or in 
excess of 50 pounds of force frequently, 
and/or in excess of 20 pounds of force 
constantly to move objects. 

0—Never 0—Not Important 

Page 18 of 21 Fox Lawson & Associates, LLC 



2. WORKING CONDITIONS. 
The work ing condi t ions sect ion helps us to unders tand the phys ica l environment y o u are subjected 
to whi le performing you r job duties. Th i s sect ion does not apply to condit ions l ike a n old office 
b u i l d i n g b u t only those factors that have to do w i t h the job itself. In this section, please place a n X 
b y the condi t ion that applies a n d one under the frequency that is mos t appropriate. The condi t ion 
shou ld be un ique to you r job and not generally applicable to a l l employees w i t h the organization. 
Please note, there is a choice for "Does Not Apply," if most of your work is in an office 
setting. 

Does Not Apply 

Less than 25% 25-50% of the More than 50% 
Condition of the time time of the time 

Hazardous phys i ca l condi t ions (mechanical 
parts, electr ical currents , v ibra t ion , etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts , gases, poor ventilation) • • • 
Hazardous mater ials (chemicals, b lood a n d 
other body f lu ids , etc.) • • • 
Extreme temperatures • • • 
Inadequate l ight ing • • • 
W o r k space restr icts movement • • 
Intense noise • • • 
Travel • • • 
Envi ronmenta l (disruptive people, imminen t 
danger, threatening environment) • • • 

V : E M P L O Y E E , S U P E R V I S O R , A N D D E P A R T M E N T H E A D S I G N A T U R E S 

ADDITIONAL COMMENTS 

A r e there any addi t iona l comments y o u w o u l d l ike to make to be sure y o u have described y o u r 
job adequately? (Use addi t ional sheets i f necessary). 

T h i s c u r r e n t p o s i t i o n h a s evo lved i n t h e s h o r t t i m e t h a t I h a v e b e e n he re . O r i g i n a l l y t h i s 
p o s i t i o n w a s se t u p f o r a d m i n i s t r a t i v e se rv ices , a n s w e r i n g p h o n e s , f i l i n g , a n d c r e a t i n g 
s i g n s a n d m e n u s . S i n c e b e c o m i n g e m p l o y e d t h i s p o s i t i o n h a s t a k e n o n a s p e c t s o f 
c o m p l e t i n g p a y r o l l , p r o c e s s i n g o f a l l s e p e r a t i o n , p e r f o r m a n c e a n a l y s i s f o r m s , a n d s tep 
i n c r e a s e f o r m s , s c h e d u l i n g o f i n t e r v i e w s , c r e a t i n g n e w w a y of a c c o u n t i n g c a s h a n d 
i n v e n t o r y a t l a rge events , a n d o r d e r i n g o f a l l o f f i ce s u p p l i e s . I a m a l so the b a c k u p f o r 
t h e a c c o u n t i n g c l e r k i n r e g a r d s to a c c o u n t s p a y a b l e . 
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E M P L O Y E E C E R T I F I C A T I O N 

I certify that the above statements a n d responses are accurate and complete to the best of m y 

Date: 

T O B E C O M P L E T E D B Y T H E I M M E D I A T E S U P E R V I S O R A N D D E P T . H E A D 

Thi s sect ion is to be u sed by the Supervisor to note any addi t ional comments , addi t ional 
dut ies or disagreements w i t h any section of the questionnaire. The Superv i sor shou ld not 
change anyth ing wri t ten by the Individual f i l l i ng out the questionnaire nor s h o u l d they 
address any performance issues . Please remember that this questionnaire is in tended solely 
for the purpose of accurately descr ibing the j o b i n question. The Superv isor does not need to 
read the entire J A Q . S i m p l y check the areas ident i f ied w i t h arrows for accuracy as these are 
the most impor tan t i n c lass i fy ing the jobs . If these sections are not complete or are incorrect, 
please f i l l i n the b l anks w h e n y o u review the questionnaire w i t h the incumbent . If y o u 
disagree w i t h any in format ion provided or believe some informat ion is mis s ing , indicate below 
the ques t ion n u m b e r a n d your comments . Please note the form should have all three 
signatures to ensure all have read the questionnaire. 

Question No. Comments 
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Please check the appropriate statement: 

O I agree w i t h the incumbents ' posi t ion quest ionnaire as writ ten. 

O The above modif ica t ions have been d iscussed w i th the incumbent , a n d the incumben t 
agrees w i t h these modif ica t ions . 

0 The above modif ica t ions have been d iscussed w i t h the incumbent , a n d the i ncumben t 
disagrees w i t h these modif ica t ions . 

1 have noted the modifications made by my supervisor in the Comments Section ahove. 

Employee Signature: 

Supervisor 
Signature: 

Depar tment Head 
Signature: 

T H A N K Y O U F O R C O M P L E T I N G T H I S Q X J E S T I O N N A I R E . A F T E R Y O U O R Y O U R G R O U P 
H A S C O M P L E T E D Y O U R P O R T I O N O F T H E Q U E S T I O N N A I R E , P L E A S E S U B M I T T H E 
Q U E S T I O N N A I R E T O Y O U R S U P E R V I S O R F O R R E V I E W , S I G N A T U R E , A N D C O M M E N T . 
Y O U R S U P E R V I S O R W I L L S U B M I T T H E C O M P L E T E D Q U E S T I O N N A I R E T O Y O U R 
D E P A R T M E N T H E A D . 
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CITY OF GRAND JUNCTION 
JOB ANALYSIS QUESTIONAIRE 

I. E M P L O Y E E BACKGROUND: In this section you will provide information regarding your 
name, current job title, your immediate supervisor, etc. This wil l help us make sure we refer to 
the correct job throughout the study. 

Is this a group questionnaire? • Yes M No If yes, please list all employee names. 

Division: V C B Department: VCB-TRCC 

For Individual Questionnaires Only: 

Employee Name: Wilken Becky R 
(Last) (First) (Middle Initial) 

Current Classification Title: Admin Clerk 

Division V C B Department V C B - T R C C 

Total Length of Time with organization Years 7 months 

Total Length of Time in Current Position Years 7 months 

Assigned Hours/Week:; from 8 t o 5 Assigned Days/Week 40 

Email: beckyw@gjcity.org Work Phone: 970-256-4054 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Irene Carlow Name: Debbie Kovalik 

Title: Administrative Specialist Title: Executive Director ^ 

Work 
Phone 970-256-4050 

Work 
Phone: 970-244-1480 

E-mail: irenec @ gjc i ty. org E-mail: debbiek@gicity.org 
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II. POSITION INFORMATION 

1. POSITION SUMMARY: This section asks for a short paragraph, one to three sentences, 
regarding the purpose of your position and/or your primary responsibilities. This summary helps 
us to quickly understand the essence of your job. Usually it is better to write this after you have 
completed the remainder of the questionnaire. Briefly describe what you consider to be the major 
purpose or objective of the job. Simply stated, what are you attempting to accompUsh i n your 
position? 

Example: Computer Support Technician 
Summary: To operate, maintain and repair computer equipment and to provide technical 

assistance to users. 

To represent the City of Grand Junction for Tourism inquiries and provide administrative 
support to individual V C B staff members. 

To provide customer support for Grand Valley events, services and general visitor information via phone, direct 
mailings and web calendar input. To facilitate VCB Accounting: payables, payroll and City credit card reconciliation. 
To support VCB Staff members with word processing, scheduling and technical assistance. 
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2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS. 

a. The chart below asks for your specific supervisory responsibilities. If a duty statement 
applies to you, please check the box under the "Yes" column and then indicate the number 
of employees for which you are responsible to the right of the statement. 

Yes Duty Number of 
Employees 

I do not officially supervise other employees (sign performance 

• I evaluate and sign performance reviews of other full-time 
employees. 

• I evaluate and sign performance reviews of part-time, temporary or 
contract employees. 

• I instruct other employees in methods or procedures needed to carry 
out their job (how to carry-out their assigned duties). 
I make work assignments for others. volunteers 

• I make hiring and hiring pay recommendations. 

• I make hiring and hiring pay decisions. 

• I recommend termination for poor performance. 

• I provide advice to peers that they must consider carefully before 
making a decision. 

• I provide information to supervisors/management that they use in 
making a decision. 

b. Complete the organization chart below. This chart will help us to understand your job in 
relation to others in your department. Please use titles and not names. F i l l i n the 
applicable position titles: (1) your coworkers, employees you work with and who also report 
directly to your supervisor; and, (2) your subordinates, any employees you supervise 
directly. List only those jobs over which you have fu l l managerial/supervisory authority 
(i.e. complete and sign performance evaluation.) Do not list employees supervised by your 
subordinate supervisors. 

YOUR COWORKERS* JOB TITLES YOUR DIRECT REPORTS' JOB TITLES 

Sales Assistant 

Admininstative Clerk 

Public Relations Assistant 

Visitor Services Coordinator 

Administrative Specialist 

Please indicate the nature of the group supervised and the number supervised 
• F u l l Time •Par t -T ime •Seasonal /Temp •Volun tee r nCont rac t 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

1. Ins ide your organization (o ther City Departments): 
Title of Person or 

Department 
How Often For What Purpose 

Ex: Peers, Subordinates 

A C C O U N T I N G W E E K L Y D I R E C T P A Y S O R P A Y R O L L 

S H O P S M O N T H L Y V C B V A N I S S U E S 

P A R K S M O N T H L Y B A N N E R I N S T A L L A T I O N S 

POLICE O C C A S I O N A L L Y P A R K I N G L O T S E C U R I T Y 

A D M I N O C C A S I O N A L L Y D I R E C T O R ' S A G E N D A / I T I N E R A R Y 

2. Outside your organization: 

Title of Person or 
Organization 

How Often For What Purpose 

Event Organizers Weekly Web calendar updates 

Gen Public 4 P E R H O U R Answer questions, give instructions 

V E N D O R S D A I L Y Billing, delivery, utilities 

V I S I T O R C E N T E R 
V O L U N T E E R S W E E K L Y Customer answers, mass mailing directions 

Lodging Properties Weekly, 3 seasons Counts of available rooms 

3. ESSENTIAL DUTIES. 

The list of essential duties helps us to understand those duties which are the primary reasons why 
your position exists. For clarification, please refer to the examples provided below. 

Essential Duties: Those duties that make up at least 5% of your time. Please provide enough detail 
so that someone who may not be familiar with your job will have a clear understanding of what it is 
that you do. For example, do not simply state "prepares reports", but state "prepares reports such 
as status reports, staff reports", or other type of report(s) you may prepare. Also, please use action 
verbs such as prepares, calculates, operates, etc., to start off each statement. Do not use acronyms 
in your description. Examples are shown below. Use additional sheets if needed. 

Decisions Required: List the decisions you make to carry out the essential duties. 

Frequency: Indicate how often you perform each duty - D = daily, W = weekly, M = monthly, Q = 
quarterly, A = annually, or O = occasionally. 

Percent of Time: Indicate how much of your time you spend on each task. The total of these 
percentages should not he more than 100%. Example: Sally conducts property value estimates 
20% of the time, it may mean she spends one day out of five on that task, or that she spends 
around two hours each day. These need only be estimates so do not spend a great deal of time 
trying to come up with an exact percentage. The percentages of all duties should equal 100% over 
a one year period of time. 
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Attach additional sheets if necessary. 

E X A M P L E (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE) 

Essential Duties Decisions Required Frequency %of 
Time 

EXAMPLES: 
Prepares monthly newsletters 
by gathering information, 
writing copy, editing, preparing 

for publication and overseeing 
distribution. 

Articles to include, editorial 
changes, graphics, layouts M 25% 

Performs inventory spot checks 
and monthly counts of supplies 
in warehouse. 

When to check supplies M 10% 

List of Essential Duties Decisions Required 

Frequency: 
D = Daily 

W = Weekly 
M - Monthly 

Q = Quarterly 
A = Annually 

O -
Occasionally 

%of 
Time 
Spent 
(Not to 
exceed 
100%) 

1 

Answer VCB 800 line and business lines 

Website searches, 
research customer 
questions Daily 30 

2 

Mail and document VCB publication requests 

Access DB categories. 
If large volume, instruct 
volunteers 

Daily 

10 

3 

Enter Act Payables, Payroll, and Credit card 
reconciliation. 

Confirm vendor in 
system, Account 
number entry, check 
accuracy 

Daily 

20 

4 Generate accounting reports Export to Excel, sort Monthly 5 

5 Order City stores and Office Depot 
supplies. When to check supplies 

Weekly 
5 

6 Create spreadsheets and create simple Access 
databases for Director. 

Instructions from direct 
supervisor 

Monthly 
10 

? 

Input Website calendar event items 

Read email confirm validity, 
determine if item should be 
the featured event. 

Daily 

5 

8 Support team members office functions, availability 
coordination, and maintain shared documents 
directory. 

Sort, inform staff, move 
outdated files. 

Monthly 

5 

9 

Phone survey area hotels for occupancy. 

Determine need from calls 
stating lodging shortage, 
or staff request. 

Weekly 

5 
Page 7 of 16 Fox Lawson & Associates, LLC 



10 Analyze change from 
previous procedure, 

Occasionally 

Update Admin Clerk desk manual document, indes 5 

4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of knowledge and skil l you would need to perform 
your job at the entry level. Those items you list are those required and not what you might 
necessarily know or are able to do after being in the position for a number of years. 

Knowledge: refers to the possession of concepts and information gained through experience, 
training and/or education and can be measured through testing. 

Skills: refers to the proficiency which can be demonstrated and are typically manual i n nature 
and/or can be measured through testing. 

The knowledge and skills that you list in the following section must refer to the Essential Duties 
you listed in Section 3. 

Duty # Knowledge - Skills 

1 Phone etiquette, Grand Valley, Mesa County resources, Community Websites & search engines 

2 Postal codes, Access database management, Word mail merge, printer adjustments. 

3 Basic accounting principles, web-application New World Accounting. 

4 Software Excel, particularly the sort and filter features. 

5 Groupwise to request staff supply order, New World Accounting system for Inventory order placement. 

6 Software Excel and Access knowledge to create mulitple user-friendly spreadsheets and database 
organization. 

7 Some web page creation principles, simple data entry to form URL. 

8 Office procedures and organization for maximum Ten staff member formation sharing: Groupwise 
share Calendar and Resources, Proxy. All MS Office 2000 software. Inquiry, sort skills in Sales 
software - LDSS. 

9 Phone etiquette, Excel spreadsheet creation, GroupWise attachment data share. 

10 MS Word, Manual writing knowledge. 
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III. EDUCATION, EXPERIENCE, AND EQUIPMENT 

1. EDUCATION: What level of education do you have and what minimum level of education do 
you believe is needed to satisfactorily perform your job at entry level? Check the level that applies 
to your job: 

Less than High School Diploma or equivalent (G.E.D.) (ability to read, write, 
and follow directions) 
High School Diploma or equivalent (G.E.D.) 
Up to one year of specialized or technical training beyond high school 
Associate degree (A.S., A.A.) or two-year technical certificate 
Bachelor's degree 
Other (explain): 
B A plus 15 hrs - was beginning a Master's program in 1997. 

2. EXPERIENCE: What kinds of experience do you have, and what minimum kinds of experience 
are needed to enter your job at entry level? 

Type of Experience 

You Have Your Time You Need Minimum Time 
Required 

Customer Service 25 years 5 2 years 
Office procedures 35 years 5 2 years 

Teamwork 35 years 5 2 years 

a. What field (s) should training or degree be in? 

Business administration, computer applications, customer service and marketing. 

3. SPECIAL REQUIREMENTS: List any registrations, certifications or licenses that are required 
for you to hold your position. Be specific and do not abbreviate words or use acronyms. 

No certifications or licenses. 

You You 
Have Need 

• • 
• • 
• • • 

• 
• 
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4. MACHINES, TOOLS AND EQUIPMENT. List any machines, tools or equipment used in your work 
and indicate the frequency and time spent using each. The machines, tools and equipment must refer to 
the Essential Duties you listed in Section 3. 

Duty # Machines, Tools, Equipment Frequency/Time 

1-9 Computer ConstanUy 

1,7,9 Phone 5 per h r / 1 0 m i n 

3-8 Calcula tor D a i l y / 1 5 m i n 

4,7-9 F a x D a i l y / 1 5 m i n 

3-9 Printer D a i l y / 1 h r 

8 C a s h register 
Occas iona l ly /5 
m i n 

8 Digi ta l earners M o n t h l y / 1 0 m i n 

5. DECISION-MAKING & JUDGMENTS. 
a. Describe three types of important decisions and judgments you make regularly and 

independently in the performance of your duties. 

1. Customer service: 1) Based on knowledge of functions and activities of the sales division, 
screen and refer calls to appropriate staff member. 2) Answer large variety of caller questions, for 
example "what would you do in Grand Junction if you had only 2 hrs, one day, traveling with children?" 
3) Answer fellow government employees and travel industry partners questions regarding the 
Executive Director's and Division Manager's schedules. 

2. Create simple databases after getting supervisor input for possible future queries/reports needed. 

3. When to conduct lodging surveys, communicate with staff-room availability. 
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IV: AMERICANS WITH DISABILITIES A C T REQUIREMENTS 

1. PHYSICAL ACTIVITIES/REQUIREMENTS. 
This section helps us understand the physical activities and requirements that are absolutely necessary for 
you to be able to do in order to perform your job. Please list the frequency and the importance of each of the 
physical requirements listed in this section. These physical activities/requirements will help in ensuring the 
City of Grand Junction remains in compliance with the Americans with Disabilities Act. 

The City of Grand Junction is required to document any physical requirements in order to legally defend 
restrictions that are imposed. The definitions for the physical activities/requirements are taken directly from 
the guidelines established by the federal government. Your answers in this section will not affect how your 
job is classified. 

Frequency Importance 

How frequently is the activity How important is the activity in accomplishing 
performed? the job's purpose? 

0 - Never 
1 - Annually 
2 - Quarterly (at least 3 per year) 
3 - Monthly (at least 8 per year) 
4 - Weekly (at least 3 per month) 
5 - Dally (at least 3 per week) 

0 - Not Important 
1 - Somewhat Important 
2 - Very Important 
3 - Extremely Important 

Physical Activity Frequency Importance Duties 
Climbing: Ascending or descending ladders, stairs, 
scaffolding, ramps, poles and the like, using feet 
and legs and/or hands and arms. Body agility is 
emphasized. This factor is important if the amount 
and kind of climbing required exceeds that required 
for ordinary locomotion. 

0—Never 0—Not Important 

Balancing: Maintaining body equilibrium to 
prevent falling when walking, standing or crouching 
on narrow, slippery or erratically moving surfaces. 
This factor is important if the amount and kind of 
balancing exceeds that needed for ordinary 
locomotion and maintenance of body equilibrium. 

0—Never 0—Not Important 

Stooping: Bending body downward and forward by 
bending spine at the waist. This factor is important 
if it occurs to a considerable degree and requires 
full use of the lower extremities and back muscles. 

0-Never 0—Not Important 

Kneeling: Bending legs at knee to come to a rest 
on knee or knees. 0—Never 0—Not Important 

Crouching: Bending the body downward and 
forward by bending leg and spine. 0-Never 0—Not Important 

Crawling: Moving about on hands and knees or 
hands and feet. 0-Never 0—Not Important 

Reaching: Extending hand(s) and arm(s) in any 
direction. 4-Weekly 1—Somewhat Important 2 

Standing: Particularly for sustained periods of 
time. 0-Never 0—Not Important 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 0-Never 0—Not Important 

Pushing: Using upper extremities to press against 
something with steady force in order to thrust 
forward, downward or outward. 

0—Never 0—Not Important 

Pulling: Using upper extremities to exert force in 4—Weekly 1—Somewhat Important 2-5 
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order to draw, drag, haul or tug objects in a 
sustained motion. 
Fingering: Picking, pinching, typing or otherwise 
working, primarily with fingers rather than with the 
whole hand or arm as in handling. 

5 -Da i ly 3—Extremely Important 1-10 

Grasping: Applying pressure to an object with the 
fingers or palm. 0-Never 0—Not Important 
Lifting: Raising objects from a lower to a higher 
position or moving objects horizontally from 
position-to-position. This factor is important if it 
occurs to be a considerable degree and requires the 
substantial use of the upper extremities and back 
muscles. 

0-Never 0—Not Important 

Feeling: Perceiving attributes of objects, such as 
size, shape, temperature or texture by touching the 
skin, particularly that of fingertips. 

0—Never 0—Not Important 

Talking: Expressing or exchanging ideas by means 
of the spoken work. Those activities in which they 
must convey detailed or important spoken 
instructions to other workers accurately, loudly, or 
quickly. 

5 -Da i ly 3—Extremely Important 3-9 

Hearing: Perceiving the nature of sounds with no 
less than a 4db loss @ 500 Hz, 1,000 Hz and 2,000 
Hz with or without correction. Ability to receive 
detailed information through oral communication, 
and to make fine discriminations in sound, such as 
when making fine adjustments on machined parts. 

5 -Dai ly 3—Extremely Important 1-9 

Seeing: The ability to perceive the nature of objects 
by the eye. Seeing is important for hazardous jobs 
where defective seeing would result in injury and 
also jobs where special and minute accuracy, 
inspecting and sorting exist. A high degree of 
visual efficiency, placing intense and continuous 
demands on the eyes by moving machinery and 
other objects are also considered important. Other 
important factors of seeing are acuity (near and 
far), depth perception (three dimensional vision), 
accommodation (adjustment of lens of eye to bring 
an object into sharp focus), field of vision (area that 
can be seen up and down or to the right or left 
while eyes are fixed on a given point) and color 
vision (ability to identify and distinguish colors). 

5 -Da i ly 3—Extremely Important 1-10 

Repetitive Motions: Substantial repetitive 
movements (motions) of the wrists, hands, and/or 
fingers. 

5 -Da i ly 3—Extremely Important 1-10 

Sedentary Work: Exerting up to 10 pounds of 
force occasionally and/or a negligible amount of 
force frequently or constantly to lift, carry, push, 
pull or otherwise move objects, including the 
human body. Sedentary work involves sitting most 
of the time. Jobs are sedentary if walking and 
standing are required only occasionally and all 
other sedentary criteria are met. 

5 -Da i ly 3—Extremely Important 1-10 

Light Work: Exerting up to 20 pounds of force 
occasionally, and/or up to 10 pounds of force 
frequently, and/or a negligible amount of force 
constantly to move objects. If the use of arm 
and/or leg controls requires exertion of forces 
greater than that for Sedentary Work and the 
worker sits most of the time, the job is rated for 
Light Work. 

5 -Dai ly 3—Extremely Important 2,5 
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Medium Work: Exerting up to 50 pounds of force 
occasionally, and/or up to 20 pounds of force 
frequently, and/or up to 10 pounds of force 
constantly to move objects. 

0--Never 0—Not Important 

Heavy Work: Exerting up to 100 pounds of force 
occasionally, and/or up to 50 pounds of force 
frequently, and/or up to 20 pounds of force 
constantly to move objects. 

0—Never 0—Not Important 

Very Heavy Work: Exerting in excess of 100 
pounds of force occasionally, and/or in excess of 50 
pounds of force frequently, and/or in excess of 20 
pounds of force constantly to move objects. 

0-Never 0—Not Important 
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2. WORKING CONDITIONS. 
The working conditions section helps us to understand the physical environment you are subjected 
to while performing your job duties. This section does not apply to conditions hke an old office 
building but only those factors that have to do with the job itself. In this section, please place an X 
by the condition that applies and one under the frequency that is most appropriate. The condition 
should be unique to your job and not generally applicable to all employees with the organization. 
Please note, there is a choice for "Does Not Apply," if most of your work is in an office 
setting. 

X] Does Not Apply 

Less than 25% 25-50% of the More than 50% 
Condition of the time time of the time 

Hazardous physical conditions {mechanical 
parts, electrical currents, vibration, etc.) • • • 
Atmospheric Conditions {fumes, odors, 
dusts, gases, poor ventilation) • • • 
Hazardous materials (chemicals, blood and 
other body fluids, etc.) • • • 
Extreme temperatures • • • 
Inadequate Ughting • • • 
Work space restricts movement • 
Intense noise • • • 
Travel • • • 
Environmental (disruptive people, imminent 
danger, threatening environment) • • • 

V: E M P L O Y E E , SUPERVISOR, AND DEPARTMENT HEAD SIGNATURES 

ADDITIONAL COMMENTS 

Are there any additional comments you would like to make to be sure you have described your 
job adequately? (Use additional sheets if necessary). 

E M P L O Y E E CERTIFICATION 

I certify that the above statements and responses are accurate and complete to the best of my 
knowledge. 

Signed: / ^ ^ k ^ Date: / J ~ 2 2 
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T O B E C O M P L E T E D BY T H E IMMEDIATE SUPERVISOR AND DEPT. HEAD 

This section is to be used by the Supervisor to note any additional comments, additional 
duties or disagreements with any section of the questionnaire. The Supervisor should not 
change anything written by the individual filling out the questionnaire nor should they 
address any performance issues. Please remember that this questionnaire is intended solely 
for the purpose of accurately describing the job in question. The Supervisor does not need to 
read the entire J A Q . Simply check the areas identified with arrows for accuracy as these are 
the most important i n classifying the jobs. If these sections are not complete or are incorrect, 
please fill i n the blanks when you review the questionnaire with the incumbent. If you 
disagree with any mformation provided or believe some mformation is missing, indicate below 
the question number and your comments. Please note the form should have all three 
signatures to ensure all have read the questionnaire. 

Question No. Comments 
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Please check the appropriate statement: 

0 I agree with the incumbents' position questionnaire as written. 

• The above modifications have been discussed with the incumbent, and the incumbent 
agrees with these modifications. 

• The above modifications have been discussed with the incumbent, and tlie incumbent 
disagrees with these modifications. 

1 have noted the modifications made by my supervisor in the Comments Section above. 

Employee Signature: ̂ r~t^d^ jj^^>^ Date: /0 - X f - p f f 

/ / .•; Date: 

(hofk/^lL D a t e : /O-M-Oti 
T H A N K Y O U F O R C O M P L E T I N G THIS Q U E S T I O N N A I R E . A F T E R Y O U O R Y O U R G R O U P 
H A S C O M P L E T E D Y O U R PORTION O F T H E Q U E S T I O N N A I R E , P L E A S E S U B M I T T H E 
Q U E S T I O N N A I R E T O Y O U R S U P E R V I S O R F O R R E V I E W , S I G N A T U R E , A N D C O M M E N T . 
Y O U R S U P E R V I S O R W I L L S U B M I T T H E C O M P L E T E D Q U E S T I O N N A I R E T O Y O U R 
D E P A R T M E N T H E A D . 

Supervisor 
Signature: 

Department Head 
Signature: 
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