
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 you 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? D Yes __ No If yes, please l i s t a l l employee names . 

Divis ion: Department: 

F o r Individual Quest ionnaires Only: 

Employee Name: Habliston Susan M . 
(Last) (First) (Middle Initial) 

Current Classification Title: Senior Administrative Assistant 

Division Administration Department Police 

Total Length of Time with organization 2 Years 1 months 

Total Length of Time in Current Position 2 Years 1 months 

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

Email: susanha@gjcity.org Work Phone: 970-244-3559 

Immediate Supervisor: Immediate supervisor reports to: 

Name: B i l l Gardner Name: Laurie Kadrich 

Title: , Chief of Police Title: City Manager 

Work 
Phone 970-244-3565 

Work 
Phone: 970-256-4154 

E-mail: billg@gjcity.org 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 y o u r posi 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 quic ldy unders tand the essence of your job. Usua l ly i t i s better to write this after y o u have 
completed the remainder of the questionnaire. Br ie f ly describe what you consider to be the major 
purpose or objective of the job. S i m p l y stated, what are y o u attempting 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 a n d repair computer equipment a n d to provide technical 

assistance to users . 

S e n i o r A d m i n i s t r a t i v e A s s i s t a n t to the C h i e f o f P o l i c e 

M y p u r p o s e i s to a s s i s t a n d s u p p o r t t h e C h i e f of P o l i c e a n d a l l o w h i m to u t i l i z e h i s t i m e to 
t h e f u l l e s t i n h i s execu t ive p o s i t i o n . I a m h i s p r i m a i y p o i n t o f con tac t , p e r f o m i i n g a w i d e 
v a r i e t y o f c o m p l e x , r e s p o n s i b l e a n d c o n f i d e n t i a l d u t i e s . I a s s i s t i n r e s o v l i n g c o m p l e x 
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 i s s u e s . I m a n a g e a l l o f t h e c o m p e t i n g p r i o r i t i e s o f t h e C h i e f . 
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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 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 h i e f - O p e r a t i o n s 

D e p u t y C h i e f - S e r v i c e s 

P r o f e s s i o n a l S t a n d a 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 •seasonal/Temp •volunteer •Contract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

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

Department . 
How Of ten •' XM'liWt Fo r W h a t Purpose 

Ex: Peers, Subordinates D A I L Y 

I n f o r m a t i o n S h a r i n g r e s u l t i n g i n J O B 
P R O F I C I E N C Y 

C I T Y A T T O R N E Y R e g u l a r l y A D V I S E / I N F O R M C H I E F O F I S S U E S 

C I T Y M A N A G E R 
/ D E P U T Y C I T Y 

M A N A G E R A N D S T A F F U s u a l l y D a i l y 
S c h e d u l e C o o r d i n a t i o n / I n f o r m a t i o n 
S h a r i n g 

D E P U T Y C H I E F S U s u a l l y D A I L Y A d v i s e / I n f o r m C h i e f of I s sue s 

H u m a n R e s o u r c e s 
S t a f f Usually Daily A d v i s e / I n f o r m C h i e f o f I s sue 

C o m m a n d e r s D a i l y / W e e k l y A d v i s e / I n f o r m C h i e f of I s sue s 

2. Outside your organization: 

Title of Person or How Of ten 

Ex: Vendors, Gen. Public 

D A I L Y 

A P P O I N T M E N T S / I S S U E S / T O B E 

D I S C U S S E D W I T H T H E C H I E F O R 
R E D I R E C T E D 

S H E R I F F / 

U N D E R S H E R I F F R E G U L A R L Y 

A D V I S E / I N F O R M C H I E F O F 

I S S U E S / I N F O R M A T I O N 

O U T S I D E L A W 
E N F O R C E M E N T 

A G E N C I E S ( L O C A L , 

S T A T E A N D F E D E R A L ) 
C O L O R A D O B U R E A U 
O F 

I N V E S T I G A T I O N / F E D E 
R A L B U R E A U O F 

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

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

C O U N T Y 

A D M I N I S T R A T O R S Q U A R T E R L Y 

A D V I S E / I N F O R M C H I E F O F I S S U E S / 

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

C H I E F ' S A D V I S O R Y 

C O U N C I L 

W E E K L Y / M O N T H L Y / 
Q U A R T E R L Y 

T A K E M I N U T E S A T M E E T I N G S , T H E S E 

M E E T I N G V A R Y W I T H T H E T O P I C O F 

D I S C U S S I O N O R I S S U E S O F T H E T I M E . 

3. ESSENTIAL DUTIES. 
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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) 

Essential Duties 
• ' ' / " 

Decisions Required 11111 
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 
..,..?.>.,-'-..-
. . 

'.'.'.':..:].:••; 

List of Essential Duties Decisions Required 

Frequency: 
D = Daily 

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

O = Occasionally 

Time 
Spent 
(Not to 
exceed 
100%) 

1 Briefing with the Chief to assist in daily planning 
and/or scheduling of appointments. 

Prioritizing Chiefs 
calendar and schedules D a l l y 15% 

2 
Managing Chief's calendar or events to include 
coordination of scheduling with other 
agencies/parties 

Prioritization of urgencies 
and coordinating with 
other parties to meet 
deadlines/commitments. 

Da i ly 

25% 

3 Attend Command Staff meetings to take notes 
and provide information and feedback 

Discuss staff meetings 
and offer input to Chief 

Select 

12% 

Page 7 of 17 Fox Lawson & Associates, LLC 



4 D i s c u s s i o n s w i t h C h i e f o n S e n s i t i v e a n d 
C o n f i d e n t i a l I n f o r m a t i o n , r e l a t e d to 
p e r s o n n e l i s s u e s / d i s c i p l i n a r y r ev iews , 
etc. a n d t a k e a c t i o n as d i r e c t e d b y t h e 
C h i e f . 

D a i l y 

5 % 

5 Manage Chiefs E-mail by prioritizing 
correspondence and responding to same; bringing 
necessary correspondence to his attention for 
further action 

D a l l y 

25% 

6 Compiling Various Data and Information for 
Chief during projects and/or presentations 

M o n t h l y 

5% 

7 Respond to various complaints/issues via written 
and or oral correspondence 

D a l l y 

5% 

8 Weekly Professional Standards meetings to 
discuss issues of staffing/projects/personnel with 
the Chief and Professional Standards Unit 

Select 

5% 

9 Attend Various meetings with the Chief as an 
administrative support system and information 
scribe 

M o n t h l y 

3% 

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. 

Duty # Knowledge - Skills 
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1-9 Accounting, bookkeeping, data entry, word processing, Microsoft Word, Excel , and 
Powerpoint. Secretarial and receptionist experience, typing, 10-key, principles of office 
equipment and office practices. Mid-level managerial experience to include budget 
preparation, personnel hiring and evaluations. Training opportunities include First Line 
Supervisory Institute (96 horus); Colorado Command Leadership Symposium (80 hours); Law 
Enforcement Related Seminars and Training (approx. 600 hours); Colorado Crime 
InformationCenter (CCIC) Coordinator Seminar; Mountain States Employers Council 
toinclude Employment Law, Human Relations and Personnel, F M L A / A D A / W M Comp, 
Supervisory Skills, Legal Issues in Managing Employees, Performance Documentation for 
Public Employers; Teleconference -Worldwide Lessons in Leadership; C C I C Colorado 
Juvenile Information Exchange Laws; Colorado Criminal Justice Records Dissemination; 
Colorado Open Records Act; Professional Ba i l Agents of Colorado and Individual Right to 
Privacy. 

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 
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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, 
a n d follow 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 special ized or technical t ra in ing beyond h igh school 
Associate degree (A.S., A .A. ) or two-year technical certificate 
Bachelor 's degree 
Other (explain): 
A combinat ion of educat ion, common sense, compass ion, patience and the 
abil i ty to make good decisions. 

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

Type of Experience 

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

O f f i c e A d m i n i s t r a t o r 6 y e a r s 
E x p e r i e n c e - m a j o r d u t i e s 

i n c l u d e m i d - l e v e l 
m a n a g e m e n t , s o l v i n g 

c o m p l e x c h a l l e n g e s w h i l e 
m e n t o r i n g a n d g i v i n g 

s u p p o r t a n d g u i d a n c e to 
s taff . 

S e c t i o n S u p e r v i s o r 2 y e a r s 0 0 y e a r s 
E x p e r i e n c e 

A d m i n i s t r a t i v e S e r v i c e s 8 y e a r s 5 5 y e a r s 
S p e c i a l i s t i n C r i r r i i n a l 

J u s t i c e 

a. What field (s) should training or degree be in? 
Office practices and Administrative Support related to Criminal Justice. 

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. 

C o l o r a d o N o t a r y P u b l i c ; 

You You 
Have Need 

• • 
• • 
• • 

• 
• • 

IE M 

M i n i m u m 
Y o u N e e d T i m e 

Required 

3 y e a r s 3 y e a r s 
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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 and Microsoft Office Programs, Telephone, Fax 
Machine, Copy Machine, Calculator 

100% 

5. DECISION-MAKING & JUDGMENTS. 

a. Describe three types of important decisions a n d judgments y o u make regularly a n d 
independently i n the performance of you r duties. 

1. Consu l t i ng a n d providing confident ial leadership advice to the Ch ie f of Police on emerging 
threats a n d problems a n d / o r successes w i t h the organization. 

2. Prioritization and constant management of the Chie fs Schedule/Time. I assist the Chief in annual, b i ­
annual, quarterly and monthly planning of his top projects and priorities. 

3. W h e n to direct a ca l l or compla in t directly to the Chief, handle i t myself or delegate the issue 
elsewhere. Be ing poli t ical ly sensitive to the meet ings/appointments that he is asked to attend a n d 
knowing w h i c h ones he shou ld personal ly attend. 
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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 in this section wil l 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 
1 - A n n u a l l y 
2 - Quarter 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 - Dai 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. 

O-Neve r 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 tlie 
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 full use 
of the lower extremities and back 
muscles. 

3 - M o n t h l y 2—Very Important Filing 

Kneeling: Bending legs at knee to come 
to a rest on knee or knees. 3 - M o n t h l y 2—Very Important Filing 

Crouching: Bending the body downward 
and forward by bending leg and spine. 3 - M o n t h l y 2—Very Important Filing 

Crawling: Moving about on hands and 
knees or hands and feet. 0 - N e v e r Select 

Reaching: Extending hand(s) and arm(s) 5 - D a i l y 3—Extremely Important Phones/Mail/Everyday 
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in any direction. Work Processes 
Standing; Particularly for sustained 
periods of time. 0—Never Select 

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

0--Never Select 

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

2—Quarterly 0—Not Important 
Setting up training 

room for 
meetings/celebrations 

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

2—Quarterly 0—Not Important 
Setting up training 

room for 
meetings/celebrations 

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 typing/writing 

Grasping: Applying pressure to an object 
with the fingers or palm. 5 - D a l l y 1—Somewhat Important 

stapeling/compiling 
notebooks 

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 Select 

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 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. 

5 - D a i l y 3—Extremely Important 
Communicating to 

ensure goal is 
understood 

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 

Be ing able to 
unders tand a n d 

react to a 
conversat ion 

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 

Select Select 
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are fixed on a given point) and color 
vision (ability to identify and distinguish 
colors). 
Repetitive Motions: Substantial 
repetitive movements (motions) of the 
wrists, hands, and/or fingers. 5- -Dal ly 2—Very Important 

Allow the ability to 
accomplish tasks 
using necessary 

equipment 
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 1—Somewhat Important 

Answering phones, 
typing, scheduling 

appointments, sitting 
in meetings. 

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. 

0—Never 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. 

0 - N e v e r 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. 

0—Never Select 

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 Select 
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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 is 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 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 mos t appropriate. The condi t ion 
shou ld be unique to your job a n d 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. 

__ Does Not Apply 

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

Hazardous phys ica l condit ions (mechanical 
parts, electrical currents, v ibra t ion , etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts, gases, poor ventilation) • • • 
Hazardous materials (chemicals, blood and 
other body f luids , etc.) • • • 
Extreme temperatures • c • 
Inadequate l ight ing • c • 
W o r k space restricts movement • • 
Intense noise • c • 
Travel • c • 
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 ional comments y o u wou ld l ike to make to be sure you have descr ibed your 
job adequately? (Use addi t iona l sheets i f necessary), 

I think m y p r i m a r y r e spons ib i l i t y is to k e e p the C h i e f i n f o r m e d as to the status of the 
depar tment i n r e g a r d to issues a n d / o r current events /ac t iv i t ies . P r i o r to m y e m p l o y m e n t w i th 
the G J P D , I w o r k e d w i th C h i e f G a r d n e r at the M e s a C o u n t y S h e r i f f s O f f i c e . M y mot iva t ion for 
l e a v i n g a m i d - l e v e l m a n a g e r i a l pos i t ion at the She r i f f s O f f i c e was because of the re la t ionsh ip I 
h a d bui l t w i th C h i e f G a r d n e r d u r i n g his tenure there. O u r re la t ionsh ip was bui l t o n trust, 
conf ident ia l i ty , suppor t a n d t eamwork . I have w o r k e d c lo se ly w i t h C h i e f G a r d n e r i n 
o r g a n i z i n g , p l a n n i n g a n d c o m p l e t i n g c o m p l e x and d e m a n d i n g dut ies . Because of this 
re la t ionship , I see m y pos i t ion he re at GJPD as more of a conf idant a n d adv isor than a n 
adminis t ra t ive a id . 
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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 cert ify that the above statements and responses are accurate and complete to t l ie best of m y 
knowledge. f\ 

Signed: J)JU^X^^/^^^iu^ytp^ 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 
duties or disagreements w i t h any section of the questionnaire. The Supervisor s h o u l d not 
change anyth ing wri t ten by tlie ind iv idua l f i l l i ng out the questionnaire nor shou ld they 
address any performance issues . Please remember that this questionnaire is in tended solely 
for the purpose of accurately descr ibing the job i n question. The Supervisor does not need to 
read the entire J A Q . S imply check the areas identif ied wi th arrows for accuracy as these are 
the most important In 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 lanks w h e n y o u review the questionnaire w i t h the incumbent . If you 
disagree w i t h any informat ion provided or believe some informat ion is miss 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 

II-1 P o s i t i o n 
I n f o r m a t i o n / 
S u m m a r y 

S u s a n w r o t e a grea t d e s c r i p t i o n . T h i s p o s i t i o n co l l ec t s a n d 
o r g a n i z e s m y w o r k l o a d so I c a n leverage m y t i m e a n d energ ies f o r 
m y d e p a r t m e n t ' s h i g h e s t p r i o r i t i e s . 

II - l P o s i t i o n 
I n f o r m a t i o n / 
E s s e n t i a l 
D u t i e s #4 

W i t h o u t the c o n f i d e n t i a l i t y , t r u s t a n d i n s i g h t t h i s p o s i t i o n 
p r o v i d e s m e , I c o u l d N O T be n e a r l y a s ef fect ive i n m y a n a l y s i s o f 
o r g a n i z a t i o n a l h u m a n b e h a v i o r a n d w o r k p e r f o r m a n c e a n d t h u s 
t h i s p o s i t i o n - S u s a n - m u s t h a v e e x c e p t i o n a l a n d ex t ens ive p r i o r 
w o r k p l a c e h i g h l e v e l e x p e r i e n c e i n o r d e r to p r o v i d e c o n f i d e n t i a l 
pe r spec t ive to m e . 

II-4 
R e q u i r e d 
K n o w l e d g e 
a n d s k i l l s 

I w o u l d a d d - p r i o r m a n a g e r i a l a n d l e a d e r s h i p expe r i ence r e s u l t i n g 
i n e x c e p t i o n a l c o n c e p t u a l s k i l l s . T h i s p o s i t i o n d e m a n d s c o n c e p t u a l 
s k i l l s w h i c h t r a n s l a t e s i n t o u n d e r s t a n d i n g the c o m p l e x i t y o f the 
C h i e f o f Po l i ce ' s o v e r a l l p r i o r i t i e s a n d r e s p o n s i b i h t i e s . 

V . 
A d d i t i o n a l 
C o m m e n t s 

It 's i m p o r t a n t to no te I c o u l d n o t r ep l ace S u s a n w i t h o u t a s e a r c h 
f o r a n e x p e r i e n c e d execu t ive a s s i s t a n t w i t h p r i o r l a w e n f o r c e m e n t 
expe r i ence s u c c e s s f u l l y m a n a g i n g a top leader ' s o f f i ce . 
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Please check the appropriate statement: 

I I I agree with the incumbents' position questionnaire as written. 

5ve/modifications have been discussed w i th 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 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: 

Supervisor 
Signature: 

Depar tment Head 
Signature: 

J iJtJ^LCtfaj Date: ^ / 7 / ^ j > 

Date: 

Date: 

T H A N K Y O U F O R C O M P L E T I N C j T f 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 fo rmat ion regarding your 
name, current job title, your immediate supervisor, etc. Th i s w i l l help us make sure we refer to 
the correct j o b throughout the study. 

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

Divis ion: Department: 

F o r Individual Quest ionnaires Only: 

Employee Name: Aragon Maria 
(Last) (First) (Middle Initial) 

Current Classification Title: Senior Administrative Assistant 

Division P o l i c e Department Community Advocacy Program 

Total Length of Time with organization 12 Years 4 months 

Total Length of Time in Current Position 7 Years 4 months 

Assigned Hours/Week:; from 0700 t o 1600 Assigned Days/Week Mon-Fr i 

Email: m a r i a a @ g j c i t y , o r g Work Phone: 244-3630 

Immediate Supervisor: Immediate supervisor reports to: 

Name: M a t t S m i t h Name: Andy Martinez 

Title: Sergeant Title: Commander 

Work 
Phone 244-3571 

Work 
Phone: 244-3744 

E-mail: m a t t s @ g i c i t y . o r g E-mail: andym@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 shor t paragraph, one to three sentences, 
regarding the purpose of your 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 you r 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 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 your 
posi t ion? 

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

assistance to users . 

S e n i o r A d m i n i s t r a t i v e A s s i s t a n t 

A c h i e v e a g o o d w o r k i n g r e l a t i o n s h i p w i t h t h e c o m m u n i t y a n d o t h e r agenc ies , k e e p 
a c c u r a t e r e c o r d s a n d opera te w i t h i n t h e a p p r o v e d b u d g e t a c c o u n t s . P r o c e s s p u r c h a s i n g 
c a r d s s t a t e m e n t s , i n v o i c e s a n d t r a v e l v o u c h e r s . M a n a g e a n d s c h e d u l e t h e u s e o f the 
M e s a M a l l C o m m u n i t y R o o m . D e s i g n a t e d b a c k - u p f o r front c o u n t e r to a n s w e r q u e s t i o n s 
a n d / o r d i r e c t t h e p u b l i c to t h e a p p r o p r i a t e p o l i c e o f f i c i a l . S u p e r v i s e the v o l u n t e e r s a n d 
m a n a g e t h e P o l i c e S u b s t a t i o n w h e n S u p e r v i s o r / O f f i c e r s a re o u t o f t h e o f f i ce . P r e p a r e 
m o n t h l y s t a t i s t i c a l r epo r t s f o r C h i e f a n d E x e c u t i v e S ta f f . H a n d l e s e n s i t i v e / c o n f i d e n t i a l 
i n f o r m a t i o n f o r C r i m e S t o p p e r s . S e r v e as a l i a i s o n o n the C r i m e S t o p p e r s b o a r d a n d G J 
T r a f f i c S a f e t y C o u n c i l . A s s i s t a n t to t h e L a w E n f o r c e m e n t A s s i s t a n c e F u n d ( L . E . A . F . ) 
P r o j e c t D i r e c t o r , b y h a n d l i n g t h e a c c o u n t i n g r e s p o n s i b i l i t i e s { t r a c k o v e r t i m e p a i d a n d 
a r r e s t I n f o r m a t i o n ) a n d p r o c e s s i n g q u a r t e r l y r e p o r t s to t h e C o l o r a d o D e p a r t m e n t o f 
T r a n s p o r t a t i o n . 
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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. 

llffll 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 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 tides: (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 

3 - C A P O f f i c e r s 

5- S c h o o l R e s o u r c e O f f i c e r s 

1- Po l i c e S e r v i c e T e c h n i c i a n 

Please indicate the nature of the group supervised a n d the number supervised 
• F u l l Time •Part-Time • Seasonal/Temp (^Volunteer 10 •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 tmen t ; 
t l o w Often For What Purpose 

Ex: Peers, Subordinates (Peers) D A I L Y 
C u s t o m e r r eques t s , S t a t i s t i c a l 
I n f o r m a t i o n a n d C o o r d i n a t i n g E v e n t s 

S E R G E A N T S D A I L Y 

B u d g e t m o n i t o r i n g , S t a t i s t i c a l r epor t s , 
P a y r o l l A p p r o v a l , O u t s i d e A g e n c y 
r e q u e s t s a n d G r a n t F u n d r e p o r t s 

C O M M A N D E R W E E K L Y 

A p p r o v e P u r c h a i n g C a r d S t m t s , P a y r o l l , 
I nvo ice P y m t s a n d S t a t i s t i c a l R e p o r t s 

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

F i n a n c i a l A n a l y s t M O N T H L Y B U D G E T Q U E S T I O N S 

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

R e c o r d s d a t a b a s e q u e s t i o n s a n d 
s t a t i s t i c a l r e p o r t s 

P O L I C E I N F O R M A T I O N 
C O O R D I N A T O R M o n t h l y M E D I A R E Q U E S T S 

2. Outside your organization: 

>:" Organisa t ion 
1 luv (Mli i i 

Ex: Vendors, Gen. Public 

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

P Y M T S 

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

P R O C E S S I N C I D E N T R E P O R T S , 

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

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

M E D I A M O N T H L Y 
R E Q U E S T F O R I N F O R M A T I O N ( B A C K U P 

O N L Y ) 

C D O T , S t a t e A s s i s t . 
L E A F A d m i n i s t r a t o r 
& L a w E n f . 
C o o r d i n a t o r - C a p t a i n Q U A R T E R L Y G R A N T R E P O R T I N G 

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

P r o v i d e a d m i n i s t r a t i v e s u p p o r t to b o a r d , 
r e s p o n d to q u e s t i o n s a b o u t t h e c a l l s a n d 
s ta t s r e p o r t s 

M E S A M A L L M G M T . M O N T H L Y F a c i l i t y q u e s t i o n s 

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. 
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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 Essential Duties Frequency »„, of 

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 Requiied 

Frequency: 
D = Daily 

W = Weekly 
M = Monthly 

Q = Quarterly 
A = Annually 

O - Occasionally 

of 
Time 
Spent 
: (Not tO 
exceed 

: 100%) ; 

List of Essential Duties 

Frequency: 
D = Daily 

W = Weekly 
M = Monthly 

Q = Quarterly 
A = Annually 

O - Occasionally 

of 
Time 
Spent 
: (Not tO 
exceed 

: 100%) ; 
1 Process purchasing card statements and budget 

requests then prepare them for payments and 
enter them into Acctg. database 

Items requested within 
budget and the invoices 
match items received Da i ly 5% 

2 
P r o c e s s P r o g r a m A c t i v i t y R e q u e s t s f r o m 
t h e c o m m u n i t y 

D e t e r m i n e i f 
b u s i n e s s / a g e n c y i s 
w i t h i n j u r i s d i c t i o n 

M o n t h l y 

3% 
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3 

Collect information, design, edit, assemble and 
distribute publications, newsletters, brochures, 
guides, surveys and other specialized documents 
using appropriate computer software 

E x e r c i s e i n d e p e n d e n t 
j u d g m e n t a n d 
p r o v i d e 
r e c o m m e n d a t i o n s i n 
t h e d e s i g n a n d 
c r e a t i o n o f 
i n f o r m a t i o n a l 
m a t e r i a l 

Quar ter ly 

2% 

4 Create/Design D . A . R . E . brochures, certificates 
and event flyers 

D e t e r m i n e t h e proper 
format to use 

Quar ter ly 

2% 

5 Compile Community Advocacy Program 
(CAP)/School Resource Officers (SRO) monthly 
statistical reports to generate the units monthly 
report 

Determine which 
information to use on 
monthly report to Cmdr. 

M o n t h l y 

5% 

6 

Combine C A P / S R O statistical reports to generate 
Monthly Activity Report 

Determine which 
information to use on 
monthly actvty report to 
Chief and Executive Staff 

M o n t h l y 

5% 

7 
Generate monthly Crime Stoppers calls and 
prepare monthly Statistical report for board 

V e r i f y i f t h e c a l l 
r e p o r t m a t c h e s 
a c t u a l c a l l s r e c e i v e d 

M o n t h l y 

1% 

8 Assist in coordinating and monitoring assigned 
budget and recommend expenditure requests for 
designated accounts 

A n t i c i p a t e n e e d s o f 
t h e p r o g r a m 

M o n t h l y 

3% 

9 
Organize and maintain f i l ing system and records 
for Community Advocacy unit 

Determine i f records and 
documents meet the Ci ty 
of G J standards 

M o n t h l y 

2% 

10 

Organize and maintain f i l ing system and records 
for Crime Stoppers of Mesa County 

Determine if records and 
documents are in 
accordance with State 
Law requirements 

Select 

2% 

11 

Organize and maintain records for L . E . A . F . (Law 
Enforcemnt Assistance Fund) 

Determine i f records and 
reports are in accordance 
with State Law 
requirements 

Select 

1% 

12 

Enter required arrest information into L . E . A F . 
report 

Ver i fy all D U I arrest are 
reported, i f not must 
cross-check with L R M S 
database 

M o n t h l y 

2% 

13 

Complete L . E . A . F . quarterly reports 

Ver i fy all D U I overtime 
charged toward L . E . A . F . 
grant is accurate 

Quar ter ly 

2 % 

14 Serve as Department Liaison on the Crime 
Stoppers Board and GJ Traffic Safety Council 
(current status of Council still being evaluated) 

Veri fy G J P D statistical 
information and respond 
to questions 

M o n t h l y 

1% 
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LIST OF ESSENTIAL DUTIES (continued) 

20 
Type and proof read Cr ime of the week segments(back-
up), over t ime memos and var iety of documents 

Correct use of g rammar M 1% 

21 
A t tend and part ic ipate in depar tment suppor t staff 
meet ings 

Vo ice my suggest ions 0 1% 

22 
Contact local Law Enforcement and government 
agencies in regards to Cr ime Stopper t ips 

Determine wh ich t ips require 
immed ia te at tent ion 

W 3% 

23 
Manage PD Ma l l Substat ion (when Sgt. /Off icers are 
absent) 

Prov ide cus tomer service W 6% 

24 Supervise Vo lun teer staff (when Sgt. absent) Determine work assignment W 6% 

25 
Create Lost License Pol ice reports (when Off icers are 
absent) 

Col lect appropr ia te 
in format ion needed to 
process report 

0 1% 

26 
Col lect over t ime sheets to accurately calculate t ime 
sheets and enter t hem into account ing database 

Determine wh ich OT hours are 
in the current pay per iod 

W 3% 

27 
Compi le t ra in ing mater ia ls to create class books for 
upcoming t ra in ing programs 

Determine wh ich mater ia ls 
are needed to create the 
books 

M 5% 

28 Inventory off ice suppl ies 
Determine how much stock is 
needed to opera te the unit 

M 4% 

29 
Pr imary contact for the use of the M e s a Ma l l 
C o m m u n i t y Room 

Determine if agency or 
organizat ion is author ized to 
use the meet ing room 

W 4% 

30 Organize and track Safety v ideo l ibrary/cata log 
Assign number to track in 
database 

0 1% 

31 

Take minutes coord inate agendas GJTSC 

(current status of Counci l sti l l be ing eva luated, but 
once the counci l resumes 1 wil l assume my Secretar ial 
duties) 

Determine if in format ion and 
dates are accurate 

M 0% 

32 Point of contact for Xerox suppor t 

Determine wh ich toners to 
rep lace/ res tock paper supply 
and direct users on Xerox 
capabi l i t ies 

W 1 



15 
T a k e o v e r t i m e r e q u e s t s a n d genera te 
M e m o f o r Sg t . to a p p r o v e f o r p o s t i n g 

V e r i f y da te a n d t i m e 
a n d b i l l i n g 
i n f o r m a t i o n 

Quarter ly 

1% 

16 

Screen mail and calls f rom the public, provide 
customer service to walk in visitors 

R e s p o n d a n d p r o v i d e 
i n f o r m a t i o n o n 
d e p a r t m e n t a l 
p r o g r a m s a n d 
p r o c e d u r e s o r d i r e c t 
t h e m to t h e 
a p p r o p r i a t e 
p e r s o n / d e p a r t m e n t 

Da i ly 

7% 

17 Perform a wide variety of confidential and 
complex duties related to Crime Stoppers tips and 
maintenance of records and documents 

A b i l i t y to i n t e r v i e w 
t i p s t e r to o b t a i n m o r e 
i n f o r m a t i o n 

D a i l y 

8% 

18 

Assist co-workers with Travel Vouchers 

Ver i fy dates/amounts on 
the request and the proper 
accounts to charge 

Quar ter ly 

4% 

19 A s s i s t i n c o o r d i n a t i n g C o m m u n i t y 
E v e n t s ( N a t i o n a l N i g h t O u t , 
N e i g h b o r h o o d W a t c h mtgs , B i k e R o d e o s , 
S a f e t y F a i r , H a l l o w e e n M a l l C r a w l , 
J u n i o r L a w E n f . A c a d e m y , S h o p W i t h A 
C o p , B o w l W i t h A Cop) 

A s s i s t i n p r e p a r i n g 
the n o t i f i c a t i o n s , 
t r a i n i n g m a t e r i a l s 
a n d o r d e r i n g o f 
s u p p l i e s f o r e a c h 
event 

Quar ter ly 

8% 

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 

#1,8,18,26 Knowledge of accounting principals and practices. Abi l i ty to utilize accouting software. 

#5,6,12 Knowledge of methods of fiscal, statistical and administrative research and report preparation. 

#7,13,17 Knowledge of department policies and procedures of the program. Abi l i ty to communicate 
clearly and correctly translate information into the database to generate reports. 

#9,11 Knowledge of principals and procedures of record keeping. 

#2,19 Knowledge of methods and techniques of public relations. 

#3,4,15,20 Knowledge of the principals of business letter writing and english usage, spelling and grammar 
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and punctuation. 

#27,28,30,32 Knowledge of modern office procedures, methods and equipment. 

#21 Knowledge of operating details of the department. 

#22 Abi l i ty to use independent judgement and personal iniative. 

#23 Knowledge of office management principals and practices 

#14,16 Abi l i ty to effectively represent the City to outside individuals and agencies to accomplish the 
goals and objectives of the unit. 

#25 A b i l i t y to i n t e r p r e t a n d a p p l y a d r n i n i s t r a t i v e a n d d e p a r t m e n t a l p o l i c i e s a n d 
p r o c e d u r e s . 

#29,31 A b i l i t y to p e r f o r m r e s p o n s i b l e a d m i n i s t r a t i v e s u p p o r t d u t i e s i n v o l v i n g the u s e 
of i n d e p e n d e n t j u d g m e n t a n d p e r s o n a l i n i t i a t i v e . 

#24 A b i l i t y to t r a i n v o l u n t e e r s o n w o r k n e e d e d to p e r f o r m . 

#10 Abil i ty to maintain confidential records and reports. 

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, 
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 specialized or technica l t ra in ing beyond h igh school 
Associate degree (A.S., A .A. ) or two-year technical certificate 
Bachelor 's degree 
Other (explain): 
Supplementa l T r a i n i n g i n Bus iness Admin i s t r a t i on and var ious Compute r 
Appl ica t ions 

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

You 
Have 

• 
You 
Need 

• 

• 
• 
n 

• 
• 
• 
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Type of Experience 

I n c r e a s i n g l y r e s p o n s i b l e 
a d m i n i s t r a t i v e a n d 

p r o g r a m m a t i c s u p p o r t 

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

15 y e a r s I n c r e a s i n g l y r e s p o n s i b l e 

Y o u Need 
M i n i m u m 

T i m e 
Required 

5 y e a r s 
a d m i n i s t r a t i v e a n d 
s e c r e t a r i a l s u p p o r t 

expe r i ence 
L a w E n f o r c e m e n t S u p p o r t 12 y e a r s L a w E n f o r c e m e n t 

S u p p o r t 
2 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? 
P u b l i c R e l a t i o n s a n d O f f i c e m a n a g e m e n t , R e c o r d K e e p i n g , R e p o r t P r e p a r a t i o n , A c c o u n t i n g 
P r i n c i p l e s a n d P r a c t i c e s , 

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 o c e r t i f i c a t i o n s r e q u i r e d a t t h i s t i m e . 

A l t h o u g h , I h a v e t h e f o l l o w i n g c e r t i f i c a t i o n s : 

* C r i m e F r e e M u l t i - H o u s i n g C e r t i f i c a t e 

* B a s i c C o m m u n i t y P o l i c i n g C e r t i f i c a t e - C O R e g i o n a l C o m m u n i t y P o l i c i n g I n s t i t u e 

* L e a d e r s h i p & S u p e r v i s o r y S k i l l s f o r W o m e n T r a i n i n g C e r t i f i c a t e 

* C e r t i f i e d C r i m e P r e v e n t i o n P r a c t i t i o n e r - C O C r i m e P r e v e n t i o n A s s o c i a t i o n 

* C r i m e S t o p p e r s I n t e r n a t i o n a l - T r a i n i n g C e r t i f i c a t e 

* V e r b a l J u d o f o r S u p p o r t S t a f f C e r t i f i c a t e 
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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¬

8 , 1 2 , 1 3 , 1 
5,17¬

1 8 , 2 0 , 2 6 , 
3 0 - 3 1 

Personal Computer 8 5 % 

19 ,27 H P L a s e r j e t 3 3 3 0 P r i n t e r / C o p i e r / F a x M a c h i n e 1% 

9 - 1 1 , 2 5 X e r o x W o r k c e n t r e P r o C 3 5 4 5 M a c h i n e / P r i n t e r C o p i e r 5% 

3 T y p e w r i t e r 1% 

1 6 , 2 2 , 2 9 E i g h t - L i n e T e l e p h o n e 5% 

9-11 S h r e d d e r M a c h i n e 1% 

2 6 , 2 8 T e n K e y C a l c u l a t o r 1% 

3 L a m i n a t o r 1% 

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. I decide w h i c h purchases to make a n d allocate the accounts to charge w h e n I reconcile the 
uni t ' s Purchas ing C a r d statements a n d processing invoices, b u t i f charge is made by another 
person I check w i t h Supervisor . 

2. Based on the Volunteer ' s capabili t ies, I decide which work to assign them. 

3. W h e n I a m w o r k i n g alone or w i t h a Volunteer i n the Subs ta t ion I decide how to provide 
customer service to the pub l i c (ie. creating Incident reports for lost l icense plates, expla ining 
department policies a n d procedures, ect.) 
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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 i n 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 How important is the activity in accomplishing 
activity 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 - Dai 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. 

O-Neve r 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 fu l l use of the lower 
extremities and back muscles. 

3 - M o n t h l y 2—Very Important #28,32 

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 #28,32 

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

0—Never 0—Not Important 
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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. 3 - M o n t h l y 2—Very Important #28 

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 order to draw, drag, 
haul or tug objects in a sustained 
motion. 

0 - N e v e r 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 #1¬
8,12,13,15,17,18,20,26,30,31 

Grasping: Applying pressure to an 
object with the fingers or palm. 5 - D a i l y 3—Extremely Important (same as above) 

Computer Mouse 
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. 

3 - M o n t h l y 1—Somewhat Important #28 

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 quicldy. 

5 - D a i l y 3--Extremely Important #15,16,24 

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. 

0—Never 0 - N o t 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 

0 - N e v e r 0 - N o t Important 
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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). 
Repetitive Motions: Substantial 
repetitive movements (motions) of 
the wrists, hands, and/or fingers. 

5 - D a i l y 3—Extremely Important 
#1¬

8,12,13,15,17,18,20,26,30,31 

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 tlie human body. 
Sedentary work involves sitting most 
of the time. Jobs are sedentaiy if 
walking and standing are required 
only occasionally and all other 
sedentary criteria are met. 

0 - N e v e r 0—Not 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 tlie 
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. 

0 - N e v e r 0—Not Important 

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 - N e v e r 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 work ing condit ions sect ion helps us to unders tand the phys i ca l environment y o u are subjected 
to whi le performing your job duties. T h i s sect ion does not apply to condit ions l ike a n old office 
b u i l d i n g bu t only those factors that have to do w i 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 i s most appropriate. The condi t ion 
s h o u l d 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 

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

Hazardous phys ica l condit ions (mechanical 
parts, electr ical currents , v ibrat ion, etc.l • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts, gases, poor ventilation) • • • 
Hazardous materials (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 c • 
Travel • n 
Env i 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 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 ional sheets if necessary). 

My hard work, good time management skills and dedication to this department reflects in my 
work production. I do my best to keep the Mall Substation operating during business hours 
when my Supervisor and co-workers are out in the field, in training or on PTO. I work with 
minimal supervision and possess the advanced business administrative skills that are required 
for this position. 

In addition, I would like to note that the estimated percentages requested for time spent on 
each "essential duty" is to equal the assumed 100% annually, but these percentages do not 
reflect my actual day to day workload because I handle multiple tasks throughout each day. 
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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 and responses are accurate a n d complete to the best of my 
knowledge. 

Signed: 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 

T h i s sect ion is to be used by the Supervisor to note any addi t ional comments , addi t iona l 
dut ies or disagreements w i t h 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 i ng out the questionnaire nor shou ld they 
address any performance issues . Please remember that th is questionnaire 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 if 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 lanks 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 in format ion provided or believe some informat ion is miss ing , indicate below 
the quest ion n u m b e r and you r 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 w i t h the incumbents ' pos i t ion quest ionnaire as wri t ten. 

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

\__ The above modif icat ions have been d iscussed 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 modincations made by my supervisor in the Comments Section above. 

Employee Signature: 

Supervisor 
Signature: 

Depar tment Head 
Signature: 

Date: jO^f-dt 

Date: 

Date: 

T H A N K Y O U F O R C O M P J ^ 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 format ion regarding your 
name, current job title, you r immediate supervisor, etc. T h i s w i l l help us make sure we refer to 
the correct job throughout the study. 

Is th is a group questionnaire? • Yes EXi No If yes, please l is t a l l employee names. 

Divis ion: Ut i l i ty Admin i s t r a t ion Department: Ut i l i ty a n d Street Systems 

F o r Individual Quest ionnaires Only : 

Employee Name: Wilkinson Darlene J 
(Last) (Fiist) (Middle Initial) 

Current Classification Title: Senior Administration Assistant 

Division Administration Department Uti l i ty and Street Systems 

Total Length of Time with organization 7 Years 9 months 

Total Length of Time in Current Position 7 Years 9 months 

Assigned Hours/Week:; from 8 a . m . t o 5 p.m. Assigned Days/Week M o n - F r i 

Email: darlenew@gjcity.org Work Phone: 970-244-1555 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Gregory O. Trainor Name: Laurie Kadrich 

Title: Director, Utili ty and Street Systems Title: C i t y M a n a g e r 

Work 
Phone 970-244-1564 

Work 
Phone: 970-256-4154 

E-mail: gregt @ gj city, org E-mail: lauriek @ gj city, 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 posi t ion a n d / o r you r p r imary responsibil i t ies. T h i s s u m m a r y helps 
us to qu ick ly unders tand the essence of you r job. U s u a l l y i t is better to write th is 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 you attempting to accompl i sh i n you r 
posi t ion? 

Example : Compute r Suppor t T e c h n i c i a n 
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 . 

T h e m a j o r i t y o f m y r e s p o n s i b i l i t i e s f a l l i n t o t h e f o l l o w i n g two ca tegor ies : 

1. E n s u r e t h a t q u a l i t y c u s t o m e r se rv ice i s p r o v i d e d b y t h i s o f f i ce to t h e g e n e r a l p u b l i c , 
o u t s i d e eng inee r s , c o n s u l t a n t s a n d c o n t r a c t o r s , a s w e l l a s to f e l l o w e m p l o y e e s f r o m a l l 
d e p a r t m e n t s of t h e C i t y . 

2. Re l i eve i m m e d i a t e S u p e r v i s o r a n d o the r U t i l i t y o r P u b l i c W o r k s d e p a r t m e n t 
A d m i n i s t r a t i o n M a n a g e m e n t t e a m m e m b e r s o f r o u t i n e a d m i n i s t r a t i v e t a s k 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 

m 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. 

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

m 
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 

S e n i o r A d m i n i s t r a t i v e A s s i s t a n t s 

U t i l i t y & S t r ee t D e p a r t m e n t D i r e c t o r 

P u b l i c W o r k s & P l a n n i n g D i r e c t o r 

E n g i n e e r i n g M a n a g e r a n d U t i l i t y 
E n g i n e e r , E n g i n e e r i n g P r o j e c t s 
M a n a g e r 
P r o j e c t E n g i n e e r s , D e v e l o p m e n t 
E n g i e n e r s a n d E n g i n e e r i n g 
T e c h n i c i a n s 
R e a l E s t a t e M a n a g e r , C i t y S u r v e y o r , 
R e a l E s t a t e S p e c i a l i s t s , R e a l E s t a t e 
T e c h n i c i a n s 

Please indicate the nature of the group supervised a n d the n u m b e r supervised 
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•Full.Time •Part-Time •Seasonal/Temp DVolunteer •Contract 
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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): 
Tit le of Person or 

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

Ex: Peers, Subordinates C o n t i n u o u s l y 

C o n f e r / c o o r d i n a t e a n d o f t e n w o r k 
toge the r to e n s u r e t a s k s r e q u i r e d b y 
P u b l i c W o r k s & P l a n n i n g E n g i n e e r i n g 
a n d R e a l E s t a t e D i v i s i o n s , a n d U t i l i t y 
a n d S t r ee t S y s t e m s A d m i n i s t r a t i o n 
p e r s o n n e l a re c o m p l e t e d c o r r e c t l y a n d o n 
a t i m e l y b a s i s . 

G r e g T r a i n o r , 
D i r e c t o r , U t i l i t y a n d 
S t r ee t S y s t e m s 

D a i l y , (my d i r e c t 
s u p e r v i s o r ) 

P r o v i d e A d m i n i s t r a t i v e S u p p o r t ; d i s c u s s 
w o r k a s s i g n m e n t s a s n e e d e d . 

T i m M o o r e , D i r e c t o r , 
P u b l i c W o r k s a n d 
P l a n n i n g D a i l y P r o v i d e A d m i n i s t r a t i v e S u p p o r t 

T r e n t P r a l l , 
E n g i n e e r i n g M a n a g e r ; 

B r e t G u i l l o r y , U t i l i t y 
E n g i n e e r ; 

D o n N e w t o n , 
E n g i n e e r i n g P ro j ec t s 
M a n a g e r D a i l y P r o v i d e A d m i n i s t r a t i v e S u p p o r t 

P u b l i c W o r k s 
E n g i n e e r s a n d 
E n g i n e e r i n g 
T e c h n i c i a n s D a i l y 

C a p i t a l I m p r o v e m e n t P ro j ec t - r e l a t ed 
A d m i n i s t r a t i v e S u p p o r t . 

Peggy H u n t e r & R e a l 
E s t a t e S t a f f D a i l y P r o v i d e A d m i n i s t r a t i v e S u p p o r t 

See S u p p l e m e n t a l 
page # 1 f o r a d d i t i o n a l 
i n f o r m a t i o n . 

2. Outside your organization: 

Tit le of Person or 
Organizat ion 

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

Ex: Vendors, Gen. Public 

D a i l y 

G e n e r a l P u b l i c . R e c e p t i o n & d e t e r m i n e 
w h i c h s t a f f m e m b e r c a n b e s t h e l p t h e m 
w i t h r e q u e s t s . 

C o n s t r u c t i o n 
C o n t r a c t o r s 

C o n s u l t a n t s D a i l y 

P r o c e s s c o n t r a c t d o c u m e n t s ; p r o v i d e / s e l l 
d o c u m e n t a t i o n o n u p c o m i n g b i d s f o r 
C a p i t a l I m p r o v e m e n t P r o j e c t s & p r o c e s s 
p a y m e n t s f o r s a m e . 
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Supplemental page #1 

Title of Person or 
Department 

How Often For What Purpose 

Budget and Finance Several times Weekly 
Accounts Payable, Accounts Receivable, Budget, 
Payroll 

H u m a n Resources Weekly Tra in ing , benefits, payrol l a n d personnel 
changes 

City Administration 
office 

Weekly 
Coordinate meetings for staff. 
Process var ious types of documents for 
signature 

Information Services Several times Weekly Computer/data handling related issues 

Customer Service Several times Weekly 
Revenue; in particular processing credit card sales 
of Capital Improvement Project bid packages, 
manuals, maps. 

Development Engineers Weekly Provide Administrative Support 

City Clerk's office Weekly 

Document processing, such as signatures for 
contracts and ensuring appropriate copies thereof 
are filed with City Clerk as official City 
documents. Questions regarding archiving 
important documents. 

Streets Division staff Weekly 
Coordinate items for Department Director. Relay 
citizen concerns about road conditions, storm & 
irrigation drainage. 

Solid Waste Div . staff Semi-weekly Coordinate items for Department Director. Relay 
citizen concerns. 

Water Division staff Semi-weekly Coordinate items for Department Director. Relay 
citizen concerns about water main breaks. 

Wastewater Division 
Staff 

Semi-weekly 
Coordinate items for Department Director. Relay 
citizen concerns about sewer main service 
disruptions. 



C o n s u l t a n t s D a i l y A s s i s t 

O t h e r G o v e r n m e n t a l 
A g e n c i e s ' s t a f f s S e m i - w e e k l y 

C o o r d i n a t e m e e t i n g s w i t h C i t y s t a f f 
m e m b e r s . P r o v i d e i n f o r m a t i o n a n d 
d o c u m e n t s a s r eques t ed . 

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) 

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% 
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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 

W a l k - i n c u s t o m e r s e rv i ce & p h o n e 
a n s w e r i n g 

If I c an ' t h e l p 
p e r s o n a l l y , d e t e r m i n e 
w h i c h d e p a r t m e n t o r 
o t h e r C i t y s t a f f 
m e m b e r c a n b e s t 
a s s i s t the ca l l e r o r 
v i s i t e r . D a i l y 15 

2 

V a r i o u s f i n a n c i a l t r a n s a c t i o n s : P a y m e n t 
p r o c e s s i n g ; p a y r o l l d a t a en t ry ; c r e d i t 
c a r d t r a n s a c t i o n r e p o r t s & rece ip t s ; 
t r a v e l r e s e r v a t i o n s & p a y m e n t o f h o t e l & 
o t h e r cos t s ; s a l e s o f v a r i o u s m a n u a l s 
a n d b i d d o c u m e n t s f o r C a p i t a l 
I m p r o v e m e n t P ro jec t s ; r e p o r t i n g o f c a s h 
reg i s t e r r e v e n u e s . 

V e r i f y a c c o u n t 
n u m b e r s & m a k e 
c o r r e c t i o n s i f 
n e c e s s a r y ; w h i c h 
h o t e l a n d m e t h o d o f 
t r a n s p o r t a t i o n f o r 
t r a v e l ; w h i c h 
m a n u a l s w i l l be o f 
m o s t b e n e f i t to 
c u s t o m e r ; 

D a i l y 

2 0 

3 

P r e p a r e a n d p e r i o d i c a l l y u p d a t e s e v e r a l 
t ypes o f m a i l i n g l i s t s , i n c l u d i n g f r o m 
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 ; 
p e r f o r m m a i l m e r g e a n d m a s s m a i l - o u t s 
f o r C a p i t a l I m p r o v e m e n t P r o j e c t s a n d 
o t h e r p ro j ec t s . 

W h i c h a d d r e s s e s to 
i n c l u d e ; ed i t l i s t f o r 
f o r m a t a n d a c c u r a c y ; 
ed i t n e w s l e t t e r o r 
o t h e r i t e m f o r m f o r 
e r ro r s ; w h i c h 
m a i l i n g m e t h o d to 
u s e . 

D a i l y 

18 

4 
P r e p a r e a n d t r a c k m u l t i p l e t ypes o f 
d o c u m e n t s (bo th h a r d c o p y a n d 
e lec t ron ic) to e n s u r e p r o p e r a c t i o n a n d 
d i s t r i b u t i o n . T h i s i n c l u d e s 
c o r r e s p o n d e n c e , r e p o r t s a n d 
c o n t r a c t / b o n d d o c u m e n t s f o r C a p i t a l 
I m p r o v e m e n t s a n d o the r p ro jec t s . 

If a n d w h a t a c t i o n 
n e e d s to be t a k e n 
n e x t a n d b y w h o m , 
w h o s i g n s a t w h a t 
s tage, w h o i s n e x t to 
rece ive t h e d o c u ­
m e n t s a n d f i n a l 
d i s t r i b u t i o n 

D a l l y 

2 0 

5 
S c h e d u l e / c o o r d i n a t e m e e t i n g s 

W h e n / w h e r e , 
r e f r e s h m e n t s o r n o t 

Da i ly 

5 

6 Select 

7 Select 

8 Select 

9 Select 

10 Select 

11 Select 
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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 entiy 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 

1 U s e o f t e l ephone e q u i p m e n t ; k n o w l e d g e o f w h a t d e p a r t m e n t / d i v i s i o n 
p e r f o r m s s p e c i f i c f u n c t i o n s to m e e t the v i s i t o r s ' / c a l l e r s ' needs , c u s t o m e r 
r e l a t i o n s s k i l l s 

2 B a n n e r a n d N e w W o r l d F i n a n c i a l s y s t e m s f o r d a t a i n p u t ; B u d g e t 

W e l l s F a r g o C r e d i t C a r d d a t a i n p u t s y s t e m 

In te rne t t r a v e l r e s e r v a t i o n p r o g r a m s 

B a s i c k n o w l e d g e of w h i c h C i t y M a n u a l h a s w h a t c o n t e n t s / p u r p o s e . 

C a s h reg i s t e r o p e r a t i o n s 

3 M i c r o s o f t E x c e l 2 0 0 7 u s e d a s a d a t a b a s e 

C i t y 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 

M i c r o s o f t W o r d 2 0 0 7 o r P u b l i s h e r 2 0 0 7 f o r m e r g i n g w i t h d a t a b a s e 

U s e o f f o l d i n g m a c h i n e a n d se t t i ngs c h a n g e s . 

4 M i c r o s o f t W o r d 2 0 0 7 , M i c r o s o f t E x c e l 2 0 0 7 , M i c r o s o f t P u b l i s h e r 2 0 0 7 , 
s c a n n i n g m a c h i n e , 

5 G r o u p W i s e c a l e n d a r i n g 
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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 entry 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, 
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 ra in ing beyond h igh school 
Associate degree (A.S., A .A. ) or two-year technica l certificate 
Bachelor 's degree 
Other (explain): 

__ 0 Comple t ion of var ious courses i n use of computer software appl icat ions, par t i ­
cu la r ly Microsof t Office Suite . 

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 

• • 

• • 
• • 

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 
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A d m n i s t r a t i v e 3 8 y e a r s 5 3 y e a r s 
A s s i s t a n t / s e c r e t a r i a l 

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? 
B u s i n e s s , c o m p u t e r a p p l i c a t i o n s , c u s t o m e r ca re 

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, T O O L S 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 T e l e p h o n e 
a l m o s t 
c o n t i n u o u s 

2 c o m p u t e r 
a l m o s t 
c o n t i n u o u s 

3 c o m p u t e r , p r i n t e r , f o l d i n g m a c h i n e d a i l y 

4 c o m p u t e r , F A X m a c h i n e , p r i n t e r d a i l y 

5 c o m p u t e r d a i l y 

5. DECISION-MAKING & JUDGMENTS. 

a. Describe three types of important decisions a n d judgments y o u make regularly a n d 
independently i n the performance of you r duties. 

1. Priori t izat ion of assigned tasks. Depending upon mul t ip le factors, determine w h i c h tasks 
need immediate attention, w h i c h can wai t a n d how long they can be postponed. 

2. Tac t fu lness i n ass is t ing customers. It i s sometimes a challenge w h e n certain people need to 
be assisted a little differently . Of ten it 's j u s t a matter of l is tening attentively to their concerns a n d 
others i ts t ry ing to defuse a temper. 

3. Determine appropriate budget account numbers to use for expenses and revenues, of ten 
wi thout i npu t f r o m project engineer/manager . 
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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 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 - 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 - Week ly (at least 3 per month) 
5 - D a i l y (at least 3 per week) 

0 - Not Important 
1 - Somewhat Important 
2 - V e r y 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. 

2—Quarterly 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 fu l l use of the lower extremities and back 
muscles. 

4—Weekly 1— Somewhat Important 

Kneeling; Bending legs at knee to come to a rest 
on knee or knees. 1—Annually 0—Not Important 

Crouching: Bending the body downward and 
forward by bending leg and spine. 3 - M o n t h l y 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) i n any 
direction. 5 - D a i l y 3—Extremely Important 

Standing: Particularly for sustained periods of 
time. 2—Quarterly 1—Somewhat Important 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 4 - W e e k l y 2—Very Important 

Pushing: Using upper extremities to press against 
something with steady force i n order to thrust 0 - N e v e r 0—Not Important 
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forward, downward or outward. 
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 
worldng, 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. 5 - D a i l y 2—Very 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. 

2—Quarterly 0—Not 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 
i n 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 0—Not 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. 

3 - M o n t h l y 1—Somewhat 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 

2—Quarterly 0—Not Important 
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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. 
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. 

2—Quarterly 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 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 section does not apply to condit ions l ike a n old office 
b u i l d i n g bu t 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 unique to your job and not generally applicable 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. 

__ Does Not Apply 

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

Hazardous phys ica l condit 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 u • • 
W o r k space restricts movement • c 
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 ional comments y o u w o u l d l ike to make to be sure you have described you r 
j o b adequately? (Use addi t ional sheets i f necessary) 

I have attached an internal document with assignments to Senior Administrative Assistants 
within my immediate work area (Supplemental page #2). Many of my tasks take up less than 
5% of my time, so I have not included them above under List of Essential Duties. Others on the 
detailed list have been grouped together due to being similar in nature. 

E M P L O Y E E C E R T I F I C A T I O N 
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I certify that the above statements and responses are accurate and complete to the best of m y 
knowledge. . ^ 

Signed; Q f l / y Q j U ^ •[ ̂  JJ/^,,--^^ Date: Id/^llg 

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 

T h i 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 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 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 intended solely 
for the purpose of accurately describing the j o b 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 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 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 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 
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Please check the appropriate statement: 

pjf I 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 th the incumbent , a n d the incumben t 
agrees w i t h these modif icat ions . 

{__ The above modif ica t ions have been discussed w i th the mcumbent , a n d 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: 

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 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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Supplemental page #2 

Assignments common to all three Senior Administrative Assistants with whom I work directly: 
1. Customer service & phone answering. 
2. Pay estimate and Invoice processing. 
3. Crystal reports. 
4. ISYS research. 
5. Prepare mailing lists from GIS, mail merges and mass mail outs for Public Works project, announcements, 

etc. 
6. Miscellaneous copying and typing/special projects. 
7. Assist other staff with computer application problems & questions. 
8. Filing; purging and destruction of old records. 
9. Fed-Ex shipping. 
10. Schedule and coordinate meetings and webinars, arrange refreshments if appropriate. 
11. Vehicle reservations and key check out. 
12. Document scanning & reproducing CD's/DVD's. 
13. Printed materials ordering & coordination. 
14. Postage stamp sales & replacement. 
15. Sale of various manuals and record name/address info to roster for future notifications. 
16. Errands away from office as needed. 

(reports directly to Greg Trainor) 
1. Reception at front counter. 
2. 7th Street truck traffic (Should these reports be handled by Transportation Engineering?) 
3. Office supplies, calendar orders. 
4. Sort/distribute incoming and outgoing mail. 
5. Prepare and track project contracts and bonds, from inception to execution. Set up project files and project 

notebooks. Maintain Contract Dockets. 
6. Project Planholder lists. 
7. Greg's correspondence and miscellaneous tasks. 
8. Credit card transaction reports data entry and processing. 
9. Project number lists; assign activity codes. 
10. Travel Arrangements, Travel Authorization and Advance forms, reservations and conference registrations. 
11. Update phone lists. 
12. Monthly billings to CDOT for Transportation maintenance and Highway maintenance. 
13. Grand Valley Circulation Plan minutes. 
14. Contractors' Pre-qualification processing. 
15. Cash register operation and revenue reporting. 
16. Take Registrations, payments, and coordinate Storm Water Management Training seminars 
17. Periodically assist Engineering Projects Manager in modifications to and publishing of Standard Contract 

Documents for Capita! Improvement Construction. 

Computer skills required to perform duties: 
Microsoft Word 
Microsoft Excel 
Microsoft Publisher 
Microsoft PowerPoint 
Banner Financial Reporting 
New World Systems Financial Reporting 
Crystal Reports 
GroupWise calendaring and e-mai) 
GIS System 
Internet 



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 i s w i l l help us make sure we refer to 
the correct job throughout the s tudy. 

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

Div i s ion: Department: 

F o r Individual Quest ionnaires O n l y : 

Employee Name: G r e e n w a l d Miriam 
(Last) (First) (Middle Initial) 

Current Classification Title: S e n i o r A d m i n i s t r a t i v e A s s i s t a n t 

Division A d r r i i n i s t r a t i o n Department F i r e 

Total Length of Time with organization 14 Years 9 months 

Total Length of Time in Current Position 14 Years 9 months 

Assigned Hours/Week:; from 08:00 t o 17:00 Assigned Days/Week M - F 

Email: m iriamg @ gj city .org Work Phone: 244-1460 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Ken Watkins Name: Laurie Kadrich 

Title: Fire Chief Title: C i t y M a n a g e r 

Work 
Phone 2 4 4 - 1 4 1 5 

Work 
Phone: 256-4154 

E-mail: kenw@gjcity.org E-mail: lauriek@gjcity.org 

Page 3 of 14 Fox Lawson & Associates, LLC 

mailto:kenw@gjcity.org
mailto:lauriek@gjcity.org


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 your p r imary responsibi l i t ies . Th is s u m m a r y helps 
us to quicldy unders tand the essence of your job. Usua l ly it is 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 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 ian 
S u m m a r y : To operate, ma in t a in a n d repair computer equipment and to provide technical 

assis tance to users . 

Position: Senior Administrative Assistant 

Summary: Performs a wide variety of responsible and complex administrative and secretarial duties for the Fire Chief 
and/or designee(s) and is the central contact point for undesignated work assignments. This position has 
frequent, diverse, internal and external contacts that require independent thinking and judgment in 
resolving customer service issues. 
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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 tlie 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. 

X I instruct other employees in methods or procedures needed to carry out 
their job (how to carry-out their assigned duties). 2 

• 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. 

X I provide advice to peers that they must consider carefully before making a 
decision. 2 

X I provide mformation 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 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 

Senior Administrative Assistants (x2) 

Operations Chief 

Fire Prevention Officers (x3) 

Hazmat Coordinator 

Investigations Coordinator 

Public Information/Education Officer 

Please indicate the nature of the group supervised and the n u m b e r supervised 
•FullTime •Part-Time •Seasonal/Temp •Volunteer •Contract 
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c. Describe with whom, or with what depai'tments/organizations, you have regular contact. 

1. Inside your organization (other City Departments): 
Tit le of Person or 

Depar tment 
How Often For What Purpose 

Ex: Peers, Subordinates 

Finance Department Daily 
Payroll, budget, bill ing and other finance 
questions 

Human Resources Dai ly Payroll, budget, personnel questions 
Information Services Daily Computer hardware and software issues 
City Administration Weekly Coordinate appointments for Chief and others 
Police Weekly Public Safety Building issues 
Fire Department line 
personnel Daily To help the Department accomplish its goals 

A l l other City departments Occasionally As needed or requested 

Fire District Board Occasionally 
Coordinate meetings for Chief, send information 
as requested by Chief. 

2. Outside your organization: 

Title of Person or ;;t^ 
Organizat ion 

i: How Of ten For Wha t Purpose 

Ex: Vendors, Gen. Public 

Local fire departments Monthly Coordinate appointments, hazmat billing 
Vendors Monthly Resolve billing issues 

General public Dai ly 
Fire Prevention issues, open burn permits, 
fireworks permits and all other requests 

E P A , Colorado Bureau of 
Investigations 

Occasionally 
For internal and external investigations done by 
Investigations/Hazmat Divisions 

Insurance Companies Weekly 
Answer specific questions related to insurance 
coverage including ISO ratings 

Hospitals Occasionally 
Coordinate ambulance transports, request patient 
face sheets 

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: 
Prepcu-es monthly newsletters hy 
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% 

•A- : " 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 Independently prepares annual report and N F P A 
report 

What data to include and 
in what format. Make 
sure final totals agree A 

2% 

2 
Abi l i ty to independently produce brochures and 
other forms 

What information to 
include and in what 
format. Graphics and 
layouts M 

5% 

3 
Payment of vendor invoices; stores orders for line 
personnel 

Assign correct account #, 
resolve any issues with 
vendor; check existing 
supplies W 

15% 

4 Resolve issues involving general public (by 
phone and walk-ins) 

Know to whom to refer; 
independently resolve D 35% 

5 Independently collect, compile and analyze data 
from various sources in specialized areas for use 
by senior staff, on demand 

Where to retrieve data 
and/or who to call to 
obtain it. W 

8% 

6 
Complete internal and external requests in a 
timely fashion 

Be able to prioritize 
requests and meet 
demands in a timely 
fashion D 

10% 

7 

Create, proofread, edit documents and reports for 
Fire Administration/Fire Chief while maintaining 
confidentiality 

What to include and not 
to include; correct 
grammar and other 
formatting issues. 
Determine what can 
information can be 
revealed and what can't D 

6% 

Page 7 of 14 Fox Lawson & Associates, LLC 



8 

Create queries in Fire Manager database 

What fields of 
information need to be 
included in requested 
report M 

1% 

9 
Independently create general correspondence for 
Fire Chief 

What information needs 
to be included in the letter 
to best reflect what the 
Fire Chief wants to say W 

4% 

10 Review Chief 's email and create a list of items he 
needs for fol low up. Relieve Fire Chief of 
administrative work 

What is and is not 
important for the Chief \s 
consideration D 

6% 

11 

Payroll process 

Check all timesheets for 
accuracy and make 
necessary changes; follow 
up on all issues or 
potential issues to ensure 
accurate pay checks Biweekly 

8% 

4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of knowledge and sldll you would need to perform your job at 
the entry level. Those items you list are those required and not what you might necessar ily 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. 

D u t y * Knowledge - Skills 

1,2,4,6,7,8,9 Knowledge of English usage, spelling, grammar and punctuation 

1-11 Very knowledgeable in M S Office and other software applications 

4,10,11 Knowledge of basic office procedures, including excellent interpersonal skills 

4,6,11 Knowledge of and support of the teamwork approach to achieve office goals 

1-11 Abi l i ty to work quickly and accurately with multiple interruptions (multi-task) 

1-11 Abil i ty to use independent judgment and personal initiative 

1-11 Possession of excellent customer service skills 

1-11 Abil i ty to work independently, without supervision 

1,2,5,6,8,9 Abi l i ty to research, compile, analyze and prepare a variety of reports and documents 

1,2,4,5,6,7,9 Abi l i ty to establish and maintain effective working relationships with those contacted in the 
course of a work day. 

6,7,9.10 Abi l i ty to maintain confidentiality on all appropriate issues 

3,4,6,7,9 Abi l i ty to communicate effectively with appropriate tact 

1,4,5,6,11 Abil i ty to recognize and understand possible consequences of procedural issues and 
proactively find solutions 
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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 entry level? Check the level that applies to your job: 

Less t han 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 specialized or technica l t ra in ing beyond h i g h school 
Associate degree (A.S., A .A. ) or two-year technical certificate 
Bachelor 's degree 
Other (explain): 
Knowledge of grammar and excellent wr i t ing sk i l l s (might require college) 

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

You You 
Have Need 

• • 
• • 
• • 
• • 
X X 

X X 

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 

Computer 35 y e a r s 10 5 y e a r s 
Customer Service 35 y e a r s 5 3 y e a r s 

Administrative 25 y e a r s 5 3 y e a r s 

a. What field (s) should training or degree be in? 
M S Office, Liberal Arts 

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. 

None 

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. 

o. Duty * Machines, Tools, Equipment Frequency/Time 

1-11 Computer Daily 

1-11 Copier Dai ly 

1-11 Fax Machine Daily 

1-11 Telephone Daily 

3,4,5,7,8,11 Calculator Dai ly 

Page 9 of 14 Fox Lawson & Associates, LLC 



5. DECISION-MAKING & JUDGMENTS. 

a. Describe 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. Confidentiality: I have frequent conversations with the Fire Chief and others that require use of 
independent judgment on what can and cannot be revealed to others. Additionally, I must apply my 
knowledge of H L P A A regulations to determine what medical records can be released and to whom. 

2 . Payroll submission. I make independent decisions regarding what questions must be asked and 
answered in order to guarantee correct paychecks. 

3. Relieve Fire Chief of Administrative Work. Must independently decide what issues the Fire Chief 
needs to be advised of and what issues that Fire Chief must act on by reviewing the Fire Chief 's emails and 
filtering his phone calls. 

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 tlie 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 
performed? accomplishing 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 year) 2 - V e r y Important 
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. 

5 2 
Reaching 
objects 

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 0 0 

Stooping: Bending body downward and forward by bending 
spine at the waist. This factor is important if it occurs to a 5 2 Reaching 
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considerable degree and requires ful l use of the lower 
extremities and back muscles. 

objects 

Kneeling: Bending legs at knee to come to a rest on knee or 
knees. 5 2 

Reaching 
objects 

Crouching: Bending the body downward and forward by 
bending leg and spine. 5 2 

Reaching 
objects 

Crawling: Moving about on hands and knees or hands and 
feet. 1 1 

Reaching 
objects 

Reaching: Extending hand(s) and arm(s) in any direction. 
5 2 

Reaching 
objects 

Standing: Particularly for sustained periods of time. 0 0 
Walking: Moving about on foot to accomplish tasks, 
particularly for long distances. 0 0 

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

2 1 
Placing 

objects on 
shelves 

Pulling: Using upper extremities to exert force in order to 
draw, drag, haul or tug objects in a sustained motion. 0 0 

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

5 3 
Typing; 

using 
mouse 

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

5 2 

Open burn 
permits, 

report 
collating 

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. 

4 2 
Moving 
supplies 
around 

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

0 0 

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 3 
Customer 

service 

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 i n sound, 
such as when making fine adjustments on machined pails. 

5 3 
Customer 

service 

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 3 
Customer 

service 

Repetitive Motions: Substantial repetitive movements 
(motions) of the wrists, hands, and/or fingers. 5 3 

Typing, 
calculator, 

Page 11 of 14 Fox Lawson & Associates, LLC 



mouse 
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 sedentaiy criteria 
are met. 

5 3 Nature of 
job 

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 2 
Supplies, 
Nature of 

work 

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 0 

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 0 

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 0 

2. WORKING CONDITIONS. 
The w o r k i n g conditions sect ion helps us to unders tand the phys ica l environment y o u are subjected 
to whi le performing your job duties. Th i s section does not apply to condi t ions l ike a n old office 
b u i l d i n g 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 frequency that is most appropriate. The condi t ion 
shou ld be unique to your job a n d not generally applicable to a l l employees wi th the organization. 
Please note, there is a choice for "Does Not Apply," if most of your work is in an office 
setting. 

I I Does Not Apply 

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

Hazardous phys ica l condit ions (mechanical 
parts, electr ical currents, v ibra t ion , etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts , gases, poor ventilation) X • • 
Hazardous materials (chemicals, b lood a n d 
other body fluids, etc.) X • • 
Extreme temperatures • • • 
Inadequate l ight ing • • • 
W o r k space restricts movement • • • 
Intense noise • • • 
Trave l • • • 
Env i ronmen ta l (disruptive people, imminen t 
danger, threatening environment) • • • 
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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 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 my 
knowledge. 

Signed: 'f / L L W ^ ^ U ^ f / y ^ r ^ X ^ Date: iOffclC*? 

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 
duties or disagreements w i t h 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 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 Supervisor does not need to 
read the entire J A Q . S imply check the areas identif 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 lanks 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 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 

I I - 3 T h i s p o s i t i o n f u n c t i o n s a s t h e l e a d p o s i t i o n f o r t h e of f ice . P e r s o n 
m u s t be ab l e to p e r f o r m e s s e n t i a l d u t i e s i n d e p e n d e n t l y . 

I I - 4 W r i t t e n , v e r b a l , a n d e l e c t r o n i c c o m m u n i c a t i o n s k i l l s are e s s e n t i a l 

III - 1,2 D i s c u s s e d n e e d f o r h i g h e r l eve l e d u c a t i o n a n d e x p e r i e n c e i n t h i s 
p o s i t i o n . 

I I I - 5 
I n d e p e n d e n t j u d g m e n t a n d c o n f i d e n t i a l i t y a re e s s e n t i a l f o r t h i s 
p o s i t i o n . 
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Please check the appropriate statement: 

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

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

The above modif icat ions have been discussed w i th the incumbent , and the incumbent 
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: 

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 this sect ion you w i l l provide in format ion regarding your 
name, current job title, you r immediate supervisor, etc. T h i s w i l l help u s make sure we refer to 
the correct job throughout the s tudy. 

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

Divis ion: Admin i s t ra t ion , Operat ions Department: Fire 

F o r Individual Quest ionnaires Only : 

Employee Name: English Christine M 
(Last) (First) (Middle Initial) 

Current Classification Title: Sr. Administrative Assistant 

Division A d m i n i s t r a t i o n , Operations Department Fire 

Total Length of Time with organization 12 Years 11 months 

Total Length of Time in Current Position 3 Years 7 months 

Assigned Hours/Week:; from 8 A M t o 5 P M Assigned Days/Week M - F , 5 days 

Email: chrise@gjcity.org Work Phone: 970 244-1416 

Immediate Supervisor: Immediate supervisor reports to: 

Name: James Bright Name: Ken Watkins 

Title: Operations Chief Title: Fire Chief 

Work 
Phone 970 244-1466 

Work 
Phone: 970 244-1415 

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

1. POSITION SUMMARY: Th is 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 your pr imary responsibi l i t ies . Th i s s u m m a r y helps 
us to qu ick ly unders tand the essence of your job. Usua l ly 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 imply stated, wha t are y o u at tempting to accompl i sh i n your 
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 a n d repair computer equipment a n d to provide technical 

assistance to users . 

Senior Administrative Assistant to Operations Chief - To assist the F D Operations Chief in processing 
clerical functions such as: accounts payable, minutes of meetings, payroll, newsletters and brochures, 
overseeing and maintaining F D uniform allowances, correspondence and databases. Also , process HazMat 
paperwork. 

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 

X 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). 110 

• 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. 3 

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. 
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YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS' JOB TITLES 

B a t t a l i o n C h i e f s (3) 

E M S Chief 

Training Officer 

Firefighters (110) 

Fire Prevention (3) 

Sr. Administrative Assistant 

Sr. Administrative Assistant 

PIO 

HazMat Coordinator 

F D Investigator 

Operations Chief 

Please indicate the nature of the group supervised a n d the number supervised 
[^FuIlTime OPart-Time •Seasonal/Temp •Volunteer 

c. Describe with whom, or with what departments/organizations, you have regular contact. 

1. Inside your organization (other City Departments): 

j j Contract 

Title of Person or 
Department 

How Often For What Purpose 

Ex: Peers, Subordinates Daily Interaction, problem solving, task completion, 
instructing on processes 

Human Resources weekly Payroll issues, processes 
Finance weekly Accounts payable, reconciliation of credit cards 

Purchasing weekly Credit card program issues, purchase orders, 
uniform/clothing issues 

Police Department monthly Response time figures from dispatch center 
Streets monthly Fire hydrant out-of-service and repair 
GIS Annually Maps and banners 

2. Outside your organization: 

Title of Person or 
Organization 

How Often For What Purpose 

Ex: Vendors, Gen. Public Daily Planning clearances, fire and ems reports/records, 
station tours 

General Public Annually B u m permits-spring and/fall, walk-ins for 
directions, station tours 

Fireworks Vendors Annually Fireworks permits 
Uniform Clothing reps Dai ly Uniforms and clothing for firefighters 

Mesa County Health Dept monthly B u m permits, air quality, wood stoves, public 
programs for customers 

Building Contractors weekly Fil ing for planning clearances 

Page 5 of 18 Fox Lawson & Associates, LLC 



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) 

Essential Duties Decisions Required 'j^e4uency 
; % 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% 
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List of Essential Duties Decisions Required 

Frequency: 
D = Daily 

W = Weekly 
M = Monthly 
Q = Quarterly 
A = Annuallyy . 

O = Occasionally 

%of 
Time 
Spent 
(Not to 
exceed 
100%) 

1 

Internal and external customer service including 
serving as liaison between assigned department 
and City staff, the general public and outside 
agencies telephone and front counter 

Discerning needs of 
customer and provide 
information and 
assistance as appropriate. 
Screening calls, visitors 
and mail, responding to 
sensitive requests for 
information and 
assistance; research 
information related to 
City regulations and 
departmental policies; Da i ly 

26% 

2 Initiate, organize and maintain automated and 
manual records management, retrieval and 
storage programs-including: High Plains, 
SunPro,Uniform Clothing, Personnel/Equipment 
Injury/Accident, Third Rider, Employee 
Recognition, F D Thank Y o u , Apparatus 
Statistics, 

Util ize numerous 
computer applications and 
software package to enter 
data, maintain and 
generate reports. 

Da i ly 

9% 

3 
Specialized reports for E M S , Operations, 
firefighters 

Information requested and 
what is required, how to 
disseminate the 
information, distribution 
of final reports Weekly 

6% 

4 

Creation of Quarterly Newsletter -gather 
information, layout and editing, print preparation, 
distribution and posting to city internet site 

Create from template, 
gather information f rom 
monthly reportfor Fire 
and E M S activity, 
dispatch response times, 
apparatus and training 
statistics (gathered 
monthly) M o n t h l y 

9% 

5 

Department calendar, meetings and various 
events for assigned staff 

Schedule and maintain 
calendar of meetings, 
schedule F D Conference 
Room, notify F D 
Command Staff; F D Staff 
Meetings-prep are and 
print agendas, staff 
meetings, take minutes 
and transcribe, distribute Weekly 

4% 

6 
Noti fy Risk Management of any personnel 
injuries 

Fax forms to Risk 
Management, enter on 
database, f i le in central 
f i l ing Weekly 

3% 
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7 

Exposure f i le 

Coordinate proper forms 
and distribute for 
signature; fi le forms in 
permanent files in F D . M o n t h l y 

1% 

8 

SOG's 

Work with committee 
members to incorporate 
changes in F D Standards 
of Operation, finalize 
changes into document, 
post on intranet A n n u a l l y 

4% 

9 
Revenues f rom plan reviews, Burn permits, 
records, underground storage tanks, above 
ground storage tanks, Fireworks displays 

Collect monies, write 
receipt, check fee 
schedules, prepare 
revenue recap for 
Customer Service Weekly 

1% 

10 

Designing brochures, pamphlets, notices 

Collecting data, statistics 
and relevant information, 
layout, editing, printing 
and distribution M o n t h l y 

5% 

11 

Reconcile monthly Fire and E M S calls 

Collect data from records 
management database, 
sort according to Fire 
and/or E M S calls, mutual 
aid, HazMat, structure 
fires, non-structure fires 
and dual calls (both Fire 
and E M S calls), reconcile 
E M S calls with E M S 
report, distribute statistics 
to Command Staff M o n t h l y 

10% 

12 
Maintain inventory forms for apparatus 

Update forms according 
to information from 
engineers Weekly 

1% 

13 

Coordinate and monitor 5 station budgets 

Updating station budgets 
monthly, run report 
through finance system, 
format and post on F D 
shared directory/ M o n t h l y 

2% 

14 

Ordering supplies for office and 5 stations 

Maintain office supplies 
and order/reorder as 
necessary; order supplies 
for 5 stations, office, 
janitorial and equipment Weekly 

2% 

15 

Notary 

Perform notary service for 
both City and official 
documents, certify copies 
of records, attest 
signatures. M o n t h l y 

2% 
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16 

Payroll 

Record fire department 
personnel time sheets into 
finance system, answer 
questions concerning time 
sheet entry, City policy, 
problem solving on 
payroll issues with H R . Weekly 

10% 

17 

Compose and proofread correspondence 

Includes a wide variety of 
reports, documents,forms 
letters, memoranda, 
correspondence, statistical 
charts Weekly 

1% 

18 

Maintain roster of fire department personnel 

Update information on 
personnel personal 
information including: 
address, phone #'s (cell 
and land line), SS#'s, 
D O B ' s , Hire dates, shift, 
title, station assignment 
pager # (s), F D and City 
employee #'s, spouses 
name and pay rate. M o n t h l y 

1% 

19 

Haz Mat environmental studies and invoicing for 
H M mitigation 

Gather information 
regarding H M incident, 
personnel utilized and 
apparatus, figure hours 
and pay for each, prepare 
invoice for bill ing, send to 
Finance, attaching copy of 
additional agency if 
appropriate, prepare 
folder and retain for 
payment. 
Prepare letter for requests 
on environmental studies, 
obtain signature from H M 
Coordinator and mail. 
Maintain electronic and 
permanent paper file. M o n t h l y 

1% 

Reconciliation of purchasing cards 

Obtain receipt for 
purchases on 23 credit 
cards. Code for input into 
online reconciliation 
system Weeldy 

2% 
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4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of knowledge and sldll 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 

1. Knowledge of and experience in dealing with a diverse customer base of both internal and 
external people amd skill in where to best obtain information in response to customer inquiries. 

2. 

Knowledge of and ski l l in the useage of computer applications especially Excel ,Word 2007, 
Banner, N W Financial system, ISYS, High Plains, SunPro, Publisher, Access and on-line Wells 
Fargo purchasing card reconciliation. Abi l i ty to communicate with diverse personnel and to 
deciminate information. 

3. Knowledge of department functions and processes. 

4. K n o w l e d g e o f F D s c h e d u l e s a n d p e r s o n n e l a s s i g n m e n t s 

5. S k i l l i n s c h e d u l i n g . 

6. Knowledge of Risk Management and forms necessary for record keeping. Skills in 
communication and forms management. 

7. Diverse communication skills. 

8. Basic knowledge of accounting practices. 

9. Knowledge of effective design methods for newsletters, brochures and pamphlets. 

10. Specialized knowledge of records management system and Fi re /EMS reports. Organizational 
skills in collecting and recording data in a understandable form. 

11 . B a s i c k n o w l e d g e o f b u d g e t i n g p r a c t i c e s a n d p r o c e s s e s . 

12. Knowledge of inventory control. 

13. Knowledge of notary process and skil l in determining which process to use. 

14. Knowledge of city payroll process and system. Abi l i ty to do calculations with ski l l in computer 
applications. 

15. Knowledge of Business English, grammar and current correspondence trends. Sk i l l with 
computer programs for word processing. 

16. Knowledge of 3 r d Rider process and processing 

17. 
Sk i l l with office machines including: adding machine, label maker telephone and wireless 
headset, copier. 
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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 entry level? Check the level that applies to your job: 

Less t han 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 technical t ra in ing beyond h igh school 
Associate degree (A.S., A .A. ) or two-year technical 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? 

Type of Experience 

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

y e a r s Increasing level of 
Administrative Support 38 administrative support 

experience 
O r g a n i z a t i o n a l a n d y e a r s Abil i ty or organize workload ^ y e a r s 
p r i o r i t i z i n g s k i l l s and set priorities 

y e a r s A b i l i t y to l e a r n a n d u s e y e a r s 
Various computer applications 20 v a r i o u s c o m p u t e r 5 

a p p l i c a t i o n s 

a. What field (s) should training or degree be in? 
Understanding of Public Administration or specialized study/training coupled with experience in the 
field. Office policies and procedures including customer service skills on an increasingly responsible 
level with independent decision making skills. 

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; numerous computer applications/programs. 

You You 
Have Need 

• • 
X 
X 

• • 
• • 
• • 

M i n i m u m 
T i m e 

Required 
y e a r s 

5 
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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 and keyboarding Daily 
Copier machines Daily 
Fax machines Daily 
telephone system with paging and wireless headset Daily 
Step ladder Daily 
Occasional hammer, screwdriver, nails, push pins Monthly 
Labelmaker Weekly 
Adding machine and calculators Daily 

5. DECISION-MAKING & JUDGMENTS. 

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

1. Payroll time sheet corrections regarding single and dual role employees 

2. Reconci l ia t ion of mon th ly E M S a n d Fire cal ls u s i n g specialized reports a n d computer 
applicat ions. Preparat ion of s tat is t ical database for recording data. 

3. Information and layout for Quarterly newsletter to be sent to City Manager, Department Heads, all Fire 
personnel, and fire retirees via email. 

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 in this section will not affect how your 
job is classified. 
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Frequency Importance 

How frequently is the activity 
performed? 

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

0 - Never 
1 - A n n u a l l y 
2 - Quarter ly (at least 3 per year) 
3 - Mon th ly (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 - V e r y 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 0 

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

O-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 fu l l use 
of the lower extremities and 
back muscles. 

4—Weekly 1—Somewhat Import 2 

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

2—Quarterly 1—Somewhat Import 2 

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

O-Never Select 

Crawling: Moving about on 
hands and knees or hands 
and feet. 

0--Never Select 

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

5 - D a i l y 3—Extremely Import 1, 2, 14 

Standing: Particularly for 
sustained periods of time. 4 - W e e k l y 1—Somewhat Import 1,2 

Walking: Moving about on 4--Weekly 2—Very Important 1,2,6,14 
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foot to accomplish tasks, 
particularly for long 
distances. 
Pushing: Using upper 
extremities to press against 
something with steady force 
in order to thrust forward, 
downward or outward. 

5- -Dai ly 2—Very Important 1,2 

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

4 - W e e k l y 1— Somewhat Import 1,2 

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 Import 
1,2,3,4,5,6 7, 

8,9,10,11,12,13,14,15,16,17 

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

5--Dai ly 3—Extremely Import, 
1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16, 

17 

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 Import 2 

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

1—Annually 0—Not Important 2 

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 Import 
1,2,3,4,52,6,7,8,9,10,11,12,13,14,15,1 

6,17 

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 2--Very Important 
1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16, 

17 

Seeing: The ability to 
perceive the nature of objects 
by the eye. Seeing is 
important for hazardous jobs 

5 - D a i l y 3—Extremely Import 
1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16, 

17 
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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 
obj ects 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). 
Repetitive Motions: 
Substantial repetitive 
movements (motions) of the 
wrists, hands, and/or 
fingers. 

5 - D a i l y 3—Extremely Import 
1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16, 

17 

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 sedentaiy criteria are 
met. 

5 - D a l l y 3—Extremely Import 
1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16, 

17 

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. 

3 - M o n t h l y 1—Somewhat lmporl 2 

Medium Work: Exerting up 
to 50 pounds of force 
occasionally, and/or up to 20 
pounds of force frequently, 

0 - N e v e r Select 
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a n d / o r up to 10 pounds of 
force constant ly to move 
objects. 
Heavy Work: Exer t ing up to 
100 pounds of force 
occasional ly , a n d / o r up to 50 
pounds of force frequently, 
a n d / o r up to 20 pounds of 
force constant ly to move 
objects. 

0™ N e v e r S e l e c t 

Very Heavy Work: Exe r t i ng 
i n excess of 100 pounds of 
force occasional ly, 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—Neve r S e l e c t 

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 j o b duties. Th is section does not apply to condit ions l ike a n old office 
bu i ld ing but only those factors that have to do w i 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 unique to you r job a n d not generally applicable to a l l employees w i th the organizat ion. 
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 ica l condi t ions (mechanical 
parts, electrical currents , v ibra t ion , etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts, gases, poor ventilation) • • 
Hazardous materials (chemicals, b lood a n d 
other body f lu ids , etc.) m • • 
Extreme temperatures • • 
Inadequate l ighting • • 
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 w o u l d l ike to make to be sure y o u have descr ibed your 
job adequately? (Use addi t iona l sheets i f necessary). 

A t the Fire Department, the need to mul t i - t ask is constant. Due to unders ta f f ing of 
administrat ive personnel , impor tan t tasks are only completed w i th mul t ip le in ter rupt ions t ak ing 
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m u c h longer to complete a n d m a k i n g accuracy a real challenge to achieve. Space l imita t ions 
make for an uncomfortable w o r k i n g atmosphere w i t h no privacy. 

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 a n d complete to the best of m y 
knowledge. 

Signed: 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 

T h i s sect ion is to be u sed by the Supervisor to note any addi t ional comments , addi t iona l 
duties or disagreements w i t h any section 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 n o r 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 ib ing the job i n question. The Supervisor does not need to 
read the entire J A Q . S i m p l y check the areas ident if 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 questionnaire w i t h the incumbent . If y o u 
disagree w i t h any in fonna t ion provided or believe some informat ion is miss ing , indicate below 
the quest ion number 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 
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Please check the appropriate statement: 

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

1~1 The above modif icat ions have been discussed w i th the incumbent , a n d the i ncumben t 
agrees w i th these modif icat ions . 

0 The above modif ica t ions have been discussed wi th the incumbent , a n d tl ie 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 above. 

Employee Signature: K^S IJUAIP ju _ ,, ( ^\/%J/,L/{ j Date: /O, ^ 

Supervisor \ 7 / > r 1 Date: >, / , 
Signature: ^ J ^ ^ l H ' / 3 l M 

Department Head < / / / ,vl j . . J Date: t 
Signature: >enr C 4 t ^ f UOLV^M^ ?&fet/6 

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 this sect ion y o u w i l l provide in format ion regarding you r 
name, current job title, your immediate supervisor, etc. Th i s w i l l help us make sure we refer to 
the correct job throughout the study. 

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

Divis ion: Operat ions Department: Police 

Employee Name: 

F o r Individual Quest ionnaires Only: 

Ancel l Rebecca 
(Last) (First) (Middle Initial) 

Current Classification Title: Senior Administrative Assistant 

Division Operations Department P o l i c e 

Total Length of Time with organization 8 Years 10 months 

Total Length of Time in Current Position 8 Years 10 months 

Assigned Hours/Week:; from 9:15 am t o 3:15 pm Assigned Days/Week Mon-Fr i 

Email: beckya @ gj city.org Work Phone: 244-3591 

Immediate Supervisor: Immediate supervisor reports to: 

Name: John Zen Name: B i l l Gardner 

Title: Deputy Chief, Operations Title: Chief of Police 

Work 
Phone 244-3657 

Work 
Phone: 244-3565 

E-mail: johnz@gjcity.org E-mail: billg@gjcity.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 short paragraph, one to three sentences, 
regarding the purpose of you r posi t ion a n d / o r your pr imary responsibil i t ies. Th i s s u m m a i y helps 
u s to qu ick ly unders tand the essence of your job. Usua l ly 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 imply stated, what are you 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 a n d to provide technica l 

assistance to users. 

Senior Administrative Assistant 

To provide direct administrative support to the Operations Division Deputy Chief of Police and those under 
his chain of command. Additional responsibilities encompass performing general office procedures to 
promote the functionality of the P D Administration office and to also provide support to the Chief of Police, 
Services Division Deputy Chief and their respective staff as needed. 
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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 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 supeivised by your subordinate supervisors. 

YOUR COWORKERS* JOB TITLES YOUR DIRECT REPORTS' JOB TITLES 

O p e r a t i o n s C o m m a n d e r s 

Please indicate the nature of the group supervised and 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 regular contact. 

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

Depar tment 
H o w Often For W h a t Purpose 

Ex: Peers, Subordinates 

P A T R O L / O P S STAFF D A I L Y ADMIN S U P P O R T / A S S I S T A N C E 

F i n a n c e W E E K L Y 

A C C O U N T I N G 
D O C U M E N T A T I O N / P R O C E S S I N G 

P u r c h a s i n g F E W T I M E S A Y E A R P - C A R D I S S U A N C E , R E Q U I S I T I O N S , P O ' S 

C I T Y A D M I N M O N T H L Y 

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

CiTY I S M O N T H L Y W E B S I T E M A N A G E M E N T , N E W H I R E S E T U P 

2. Outside your organization: 

Tit le of Person or 
Organizat ion 

How Often Fo r W h a t Purpose 

Ex: Vendors, Gen. Public 

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

C A L L T A K I N G - A N S W E R I N G Q U E S T I O N S , 

H A N D L I N G R E Q U E S T S , D I R E C T I N G A S 

A P P R O P R I A T E 

C I T I Z E N S F E W T I M E S A Y E A R 

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

O f f i c e V e n d o r s F E W T I M E S A Y E A R O F F I C E E Q U I P M E N T / S O F T W A R E I S S U E S 

C E L L P H O N E 
V E N D O R S F E W T I M E S A Y E A R S E R V I C E I S S U E S O N E M P L O Y E E S ' B E H A L F 

F a c i l i t y R e n t a l 
L o c a t i o n s F E W T I M E S A Y E A R S p e c i a l E v e n t P l a n n i n g 

O T H E R L A W 
E N F O R C E M E N T W E E K L Y 

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

C O M M U N I C A T I N G 

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. 
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Percent of Time: Indicate how much of your lime you spend on each task. The total of these percentages 
should not be more than 100%. Example: Sally conducts property value estimates 20% of tlie 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% 

List of Essential Duties Decisions Required 

Frequency: 
D = Daily y-M. 

W = Weekly 
M = Monthly 
Q = Quarterly 

%of 
Time 
Spent 
(Not to 

:- • • . • •• A = Annually 
O = Occasionally 

. " \ - r . Y • - „L"r v . . _ 

exceed 
100%) 

1 Attend weekly staff meetings, prepare agendas, 
record and distribute minutes. 

What documentation is 
pertinent. Select 20 

2 Monitor and update patrol scheduling program 
and shared files. 

When and how they need 
to be revised. 

Select 

10 

3 
Prepare and process employee recognitions as 
well as maintain gift card inventory. 

When / where to purchase 
gift cards and how to 
track them. 

Select 

10 

4 Research and make travel arrangements for ops 
staff; complete required documentation. 

Travel itineraries, ticket 
purchases. 

M o n t h l y 

10 

5 Take calls into the administrative office and 
direct / handle as necessary. 

Direction / information to 
give callers. 

Dal ly 

5 

6 Prepare routine correspondence, update / revise 
department forms, provide miscellaneous 
information to staff upon request. 

What information is 
pertinent and/or how to 
obtain requested info. 

Select 

5 

7 

Maintain f i l ing systems. 

D e t e r m i n e m o s t 
e f f i c i en t f i l i n g 
m e t h o d s . 

Select 

5 

Page 7 of 17 Fox Lawson & Associates, LLC 



8 

Comply to records retention schedules. 

When certain 
documentation can be 
destroyed. 

A n n u a l l y 

2.5 

9 Assist with new employee orientation by 
providing handouts and discussing general P D 
info, (v-mail, groupwise, website). 

What info, would be most 
helpful to new employees. 

Occas iona l ly 

2.5 

10 Maintain staff calendars / schedule appointments. Time management issues. Select 5 

11 Rev i se a n d d i s t r i b u t e v a r i o u s l i s t s u s e d 
b y P D em p loyees . 

When and how they need 
to be revised. 

M o n t h l y 

5 

12 

Download current contacts on individual 
employee cell phones as requested. 

How to negotiate the 
vaiious phone models 
with my phonebook 
program. 

M o n t h l y 

5 

13 Maintain updates to various P D web pages as 
needed. 

What information is 
pertinent to the public. 

D a i l y 

5 

14 

Coordinate retirement ceremonies. This includes 
creating invitations and programs, making 
catering arrangements, obtaining proper awards 
to be given and determinating the event location. 

Where to hold the event, 
what to include on the 
invitation and program, 
what the catering should 
include and where to 
obtain all items needed. 

Occas iona l ly 

5 

15 I n t a k e r e q u e s t s f r o m p u b l i c en t i t i e s f o r 
s e c u r i t y a t s p e c i a l c o m m u n i t y events 
a n d assist patrol Commanders with posting 
overtime notices. 

When to post overtime, 
timing issues. 

Quar ter ly 

2.5 

16 Assist staff with preparing and/or revising 
powerpoint presentations (Citizens Academy). 

H o w to m a k e s l i d e s 
v i s u a l l y a p p e a l i n g . 

Occas iona l ly 

2.5 

17 Provide backup to the finance manager with 
various accounting functions such as direct pays, 
travel and credit card reconciliation, requisitions 
and purchase orders. 

D e t e r m i n i n g w h e n 
a s s i s t a n c e m i g h t b e 
needed . 

M o n t h l y 

2.5 

18 
Provide backup for timesheet compilation and 
payroll entry as needed. 

H o w to o b t a i n a n d 
c a l c u l a t e a c c u r a t e 
i n f o r m a t i o n . 

Occas iona l ly 

2.5 

19 Select 
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4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of laiowledge and sldll 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 

2/4/6/10/11/ 
12/13/16/17/18 

M o d e r n o f f i ce p r o c e d u r e s , m e t h o d s a n d e q u i p m e n t i n c l u d i n g c o m p u t e r s a n d 
s u p p o r t i n g s o f t w a r e a p p l i c a t i o n s 

6/11/17 P r i n c i p l e s o f b u s i n e s s le t ter w r i t i n g , r e s e a r c h a n d b a s i c r e p o r t p r e p a r a t i o n 

5/9/10/14/15 M e t h o d s a n d t e c h n i q u e s o f p u b l i c r e l a t i o n s a n d c u s t o m e r se rv ice 

1/6/11/13/14/ 
16 

E n g l i s h u s a g e , s p e l l i n g , g r a m m a r a n d p u n c t u a t i o n 

7/8 P r i n c i p l e s a n d p r o c e d u r e s o f r e c o r d s m a n a g e m e n t 

1 P r i n c i p l e s a n d p r a c t i c e s r e c o r d i n g a n d t r a n s c r i b i n g m e e t i n g m i n u t e s 

5 / 7 / 1 8 M a i n t a i n c o n f i d e n t i a l r e c o r d s a n d r e p o r t s 

all W o r k i n d e p e n d e n t l y w i t h o u t s u p e r v i s i o n a n d p e r f o r m r e s p o n s i b l e 
a d m i n i s t r a t i v e s u p p o r t 

3/5/6/10/13 C o m m u n i c a t e c l e a r l y a n d i n d e p e n d e n t l y p r e p a r e c o r r e s p o n d e n c e 

3/4/7 I m p l e m e n t a n d m a i n t a i n s t a n d a r d f i l i n g s y s t e m s 

3/4/9/15/18 A p p l y a d m i n i s t r a t i v e a n d d e p a r t m e n t a l p o l i c i e s a n d p r o c e d u r e s 

6/9/10/14/15/ 
16/17 

E s t a b l i s h a n d m a i n t a i n effect ive w o r k i n g r e l a t i o n s h i p s 
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IH. 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 han 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 technical t ra in ing beyond h igh school 
Associate degree (A.S., A .A. ) or two-year technical 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? 

Type of Experience 

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

W r i t t e n a n d v e r b a l 14 y e a r s s a m e 
c o m m u n i c a t i o n s k i l l s / 
c u s t o m e r se rv ice s k i l l s 
C o m p u t e r & s o f t w a r e 14 y e a r s s a m e 1 y e a r s 

k n o w l e d g e / 
p h o n e s / c a l e n d a r 

s c h e d u l i n g / o f f ice 
p r o c e d u r e s 

A c c o u n t i n g / b u d g e t / t r a v e l 9 y e a r s s a m e 1 y e a r s 
/ r e c o r d i n g m i n u t e s 

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

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. 

None 

You You 
Have Need 

• • 

• • 
• • 
• • 
• • 

M i n i m u m 
T i m e 

R e q u i r e d 

2 y e a r s 
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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 / 2 / 1 0 / 

13 
C o m p u t e r , c o p y m a c h i n e d a l l y 

3 / 6 / 7 C o m p u t e r , c o p y m a c h i n e w e e k l y 

4 / 1 1 / 1 7 C o m p u t e r , c o p y m a c h i n e m o n t h l y 

5 P h o n e , c o m p u t e r d a i l y 

9 / 1 6 / 1 8 C o m p u t e r , c o p y m a c h i n e o c c a s i o n a l l y 

12 C o m p u t e r m o n t h l y 

14 P h o n e , c o m p u t e r o c c a s i o n a l l y 

15 C o m p u t e r , c o p y m a c h i n e q u a r t e r l y 

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 your duties. 

1. How to manage a multitude of phone calls that come to the department from community members 
with various questions and/or concerns. 

2. Prioritzing and managing my time in order to effectively and efficiently complete my duties and 
support my supervisor as needed. 

3. Wha t in format ion needs to be documented i n the meeting minutes a n d the t imeliness of 
getting the informat ion dissemintated. 
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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 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 - 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 l ly {at least 3 per week) 

0 - Not Important 
1 - Somewhat Important 
2 - V e r y 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 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. 

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 full use of the lower extremities and 
back muscles. 

0—Never Select 

Kneeling: Bending legs at knee to come to a 
rest on knee or knees. 0—Never Select 

Crouching: Bending the body downward and 
forward by bending leg and spine. 0—Never Select 

Crawling: Moving about on hands and knees or 
hands and feet. 0—Never Select 

Reaching: Extending hand(s) and arm(s) in any 
direction. 0—Never Select 

Standing: Particularly for sustained periods of 
time. 0—Never Select 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 0 - N e v e r Select 

Pushing: Using upper extremities to press 0 - N e v e r Select 
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against something with steady force in order to 
thrust forward, downward or outward. 
Pulling: Using upper extremities to exert force 
in order to draw, drag, haul or tug objects in a 
sustained motion. 

0—Never Select 

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

0--Never Select 

Grasping: Applying pressure to an object with 
the fingers or palm. 0—Never Select 

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 Select 

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

0—Never 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. 

5 - D a i l y 3—Extremely Important 5/9/14/15 

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 1/5/10/34/15/16 

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 A l l Duties 

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

5 - D a i l y 3—Extremely Important 
1/2/3/4/6/10/ 

12/13/14/15/16 
/17/18 

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 3—Extremely Important 1-6/10-18 

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 

0 - N e v e r Select 
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constantly to move objects. If the use of arm 
and/or leg controls requires exertion of forces 
greater than that for Sedentaiy Work and the 
worker sits most of the time, the job is rated for 
Light Work. 
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 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. 

0--Never Select 

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 Select 
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2. WORKING CONDITIONS. 
The w o r k i n g 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 j o b duties. Th i s section does not apply to condit ions l ike a n old office 
b u i l d i n g bu t 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 
s h o u l d be un ique to you r 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 

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

Hazardous phys ica l condi t ions (mechanical 
parts, electrical currents, v ibra t ion , etc.) • • • 
Atmospher ic Condi t ions (fumes, odors, 
dusts, gases, poor ventilation) • • • 
Hazardous materials (chemicals, blood 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 • LZ • 
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 you wou ld l ike to make to be sure you have described you r 
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 certify that the above statements a n d responses are accurate a n d complete to the best of m y 
knowledge. 

Signed: ^tlMAUW/ Date: lO.ZO.Ol 
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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 iona l 
duties or disagreements w i t h any section 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 this questionnaire is in tended solely 
for the purpose of accurately descr ibing the job i n question. The Supervisor does no t need to 
read the entire J A Q . S i m p l y check the areas ident if 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 when 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 informat 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 

. i~Hr ^ V i s O ^ T > & e n\P.tif=r Cl^hfL THfVT" ZhEXfctf 

V(\ae$ C*, 7 A ^ L > % o ^ u ^ f Fb<2_ m V ^ ^ S ^ T " 
1 i 

/ 
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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 th the incumbent , a n d the i ncumben t 
agrees w i t h these modif icat ions. 

Q The above modincat ions have been discussed w i th 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: jO. 3 ? . ,? I f 

Date: 

Date: 

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 this sect ion y o u w i l l provide in format ion regarding y o u r 
name, cur ren t job title, you r Immediate supervisor, etc. T h 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? • Yes __ No If yes, please list a l l employee names 

Name: K a r e n Peterson , karenp@gjcity.org 

J o b Tit le: Senior Adminis t ra t ive Ass i s tan t 

Supervisor : Rob Schoeber / M i k e Vendegna 

Div i s ion: A d m i n i s t r a t i o n Department: Pa rks a n d Recreation 

F o r Individual Quest ionnaires Only: 

Employee Name: Peterson Karen L 
(Last) (First) (Middle Initial) 

Current Classification Title: Senior Administrative Assistant 

Division Administration Department Parks and Recreation 

Total Length of Time with organization 17 Years months 

Total Length of Time in Current Position 8 Years months 

Assigned Hours/Week:; from 10 t o Assigned Days/Week 4 

Email: karenp@gjcity.org Work Phone: 970-254-3867 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Rob Schoeber / M i k e Vendegna Name: Laurie Kadrich 

Title: Parks and Recreation Director Title: City Manager 

Work 
Phone 970-254-3881 / 970-254-3843 

Work 
Phone: 

robsc@gjcity.org / 
E-mail: mikev@gjcity.org E-mail: 
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II. 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 short paragraph, one to three sentences, 
regarding the purpose of you r pos i t ion a n d / o r you r pr imary responsibi l i t ies . T h i s s u m m a r y helps 
u s to qu i ck ly unders tand the essence of your job . Usua l ly 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, what are y o u at tempting to accompl i sh i n you r 
posi t ion? 

Example : Compute r Suppor t T e c h n i c i a n 
S u m m a r y : To operate, m a i n t a i n a n d repair computer equipment and to provide technical 

assistance to users . 

Process Account Payables, Requisitions, Payroll, Purchasing Cards, Travel Authorizations, Revenue, 
budget, monitor Administration account for the director, Journal Entries, Record Archives, filing, prepare 
reports when needed, and provide support to the department. Also , create three Seasonal Act ivi t iy Guides per 
year with the support of the Recreation division, photography for the Parks and Recreation department for 
Special Events, maintain the Parks Department website, Intranet and Internet, Flyers for events, and 
presentations. 
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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. 

Number of ? 
Employees 

El 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). 

n 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. 1 - 15 
I provide information to supervisors/management that they use in making 
a decision. 5 + 

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 

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

A d m i n i s t r a t i v e A s s i s t a n t 

A d m i n i s t r a t i v e A s s i s t a n t 

D i r e c t o r 

P a r k S u p e r i n t e n d e n t 

F o r e s t r y / C e m e t e r y S u p e r v i s o r 

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

1. Inside your organization (other City Departments): 
Tit le of Person or 

'•Xfyv. Depar tment 
, How Often For W h a t Purpose 

Ex: Peers, Subordinates 

P U R C H A S I N G 
S U P E R V I S O R D A I L Y / W E E K L Y R E Q U I S T i O N S , P U R C H A S E O R D E R S 

F I N A N C E 
S U P E R V I S O R W E E K L Y 

Q U E S T I O N S O N N E W F I N A N C E 
S Y S T E M , A C C O U N T S , B U D G E T 

A C C O U N T P A Y A B L E S W E E K L Y 
Q U E S T I O N S , N E W V E N D O R S , 

A S S I S T A N C E 

2. Outside your organization: 

Tit le of Person or 
Organiza t ion 

For W h a t Purpose 

Ex: Vendors, Gen. Public 

X C E L E N E R G Y M O N T H L Y A C C O U N T Q U E S T I O N S 

G R A N D J U N C T I O N 

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

L L J O H N S O N M O N T H L Y D i s c u s s S T A T E M E N T S 

P U B L I C A T I O N 

P R I N T E R S Q U A R T E R L Y 

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

O T H E R I S S U E S . 

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 
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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 
T ime 

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: f 
D = Daily 

W = Weekly 
; M = Monthly 

h. j 9 = Quarterly }V 
•M: A = Annually 

O = Occasionally 

% of 
Time 

... Spent 
(Not to 
exceed 
100%) 

1 
P r e p a r e Account Payables 

check account number for 
accuracy Da i ly 15% 

2 

P u r c h a s i n g C a r d s 

e-mail everyone that I am 
responsible for, after they 
are turned in I go through 
them making sure the 
receipts are attached and 
accounts and amounts are 
correct 

Da i ly 

10% 

3 Requisitions D a i l y 10% 

4 Payroll for G o l f Maintenance M o n t h l y 5% 

5 

T r a v e l A u t h o r i z a t i o n 

C h e c k f o r a c c u r a c y 
a n d a c c o u n t s o f a l l 
Travel vouchers for the 
department, 

M o n t h l y 

5% 

6 

Revenue and Journal Entries 

A l l R e v e n u e o u t s i d e 
of o u r P O S s y s t e m i s 
r a n t h r o u g h m e , 
D o n a t i o n s , G o l f 
R e s t a u r a n t lease , 
R e n t a l p r o p e r t i e s 

M o n t h l y 

5% 

Page 7 of 17 Fox Lawson & Associates, LLC 



7 

Record Archives 

T a k e ca re o f the 
R e c o r d A r c h i v e s f o r 
the P a r k s 
D e p a r t m e n t , ga ther , 
l a b e l , a n d 
d e s t r u c t i o n o f a l l 
r e c o r d s 

Quar te r ly 

5% 

8 

Seasonal Act ivi ty Guides 

Create 3 seasonal guides 
per year, they are 65 
pages o f activities we 
offer through our 
department. 

D a i l y 

2 0 % 

9 

Flyers, brochures, presentations 

Create Flyers, brochures 
and presentations as 
needed for Special 
Events, Department 
guides, and presentations 
for budget and other 
events as needed 

M o n t h l y 

10% 

10 Fi l ing M o n t h l y 5% 

11 

Photography 

T a k e p i c t u r e s at 
S p e c i a l E v e n t s , P a r k s 
S i t e s , A r t w o r k , 
p r o g r a m s , etc 

M o n t h l y 

5% 

12 

M a i n t a i n W e b s i t e 

Maintain the internet and 
intranet for the Parks and 
Recreation Department 

Quar te r ly 

5% 

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 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-Ski l l s 

Account 
Payables, 

Requisitions, 
and Journal 

Entries 

Knowledge o f Excel , Word, and modern office procedures, methods and computer 
equipment. Spreadsheets are necessary for some of the accounts such as X c e l Energy and Ci ty 
of Grand Junction Utilities. 

Payroll Must be able to operate standard office machines and computer equipment 

Purchasing 
Cards 

Excel, basic math, knowledge o f office procedures, methods and computer equipment and the 
ability to perform simple mathematical calculations 

Photography Must have the confidence and ability to get pictures o f Special Events 

Record 
Archives 

Coordinate annd communicate with other work groups, in the department to get al l the records 
boxed and dated. 

Monitor 
Administration 

Accounts 

Create spreadsheets including formulas to organize, display and summarize data,ability to 
perform simple mathematical calculations. 

Seasonal 
Activi ty 

Guide, Flyers, 
Brochures, 

Presentations 

Experienced with design software such as Indesign, Photoshop, Illustrator. Abi l i ty to work 
with staff on projects and have brainstorming meetings for projects. Need to be creative and 
motivated. 

W e b s i t e Experience in web design software 
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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 entry level? Check the level that applies to your job: 

Less t h a n H i g h S c h o o 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 special ized or technica l t ra in ing beyond h igh school 
Associate degree (A.S. , A .A. ) or two-year technical certificate 

Bachelor ' s degree 
Other (explain): 

2. E X P E R I E N C E : 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 

R e q u i r e d 

C o m p u t e r , C u s t o m e r 17 y e a r s 2 y e a r s 
S e r v i c e , F i n a n c e , b u d g e t 

W e b s i t e M a i n t e n a n c e 10 y e a r s 2 y e a r s 
B r o c h u r e d e s i g n , f l ye r s , 8 y e a r s 2 y e a r s 

p r e s e n t a t i o n s _ _ 

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

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. 

S h o u l d go to c l a s s e s o n B r o c h u r e d e s i g n , p h o t o s h o p , p o w e r p o i n t , exce l . 

You You 
Have Need 

• • 
• • 

[V| 

• I2SJ 

• • 
• • 
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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 
All 

D u t i e s 
Computer, Scanner, printer, calculator, fax, telephone d a i l y 

5. DECISION-MAKING & JUDGMENTS. 

a. Descr ibe three types of impor tan t decisions a n d judgments y o u make regularly and 
independently i n the performance of your duties. 

1. Designing brochures, flyers and Presentations, making decisions on design and content but always 
consulting with the staff. 

2. A great deal of decisions are made daily but always through discussions and brain storming. 

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 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 - 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 - D a i l y (at least 3 per week) 

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. 

4—Weekly 1—Somewhat Important 
Basement for 
misc records 

Balancing: Maintaining body equilibrium to 
prevent failing 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 fu l l use of the lower extremities and 
back muscles. 

2—Quarterly 2—Very Important Record 
management 

Kneeling: Bending legs at knee to come to a rest 
on knee or knees. 4—Weekly 2—Very Important Photograpy 

Crouching: Bending the body downward and 
forward by bending leg and spine. 0 - N e v e r Select 

Crawling: Moving about on hands and knees or 
hands and feet. 0—Never Select 

Reaching: Extending hand(s) and arm(s) in any 
direction. 2—Quarterly 2—Very Important 

Record 
Management 

Standing: Particularly for sustained periods of 
time. 0 - N e v e r Select 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 0—Never Select 

Pushing: Using upper extremities to press 0—Never Select 
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against something with steady force i n order to 
thrust forward, downward or outward. 
Pulling: Using upper extremities to exert force i n 
order to draw, drag, haul or tug objects in a 
sustained motion. 

0—Never Select 

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 
Working on 
the computer 

Grasping: Applying pressure to an object with 
the fingers or palm. 5 - D a i l y 2—Very 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. 

2—Quarterly 2—Very Important 
Record 

management 

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

0—Never 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. 

5 - D a i l y 3—Extremely Important 

Activity 
Guide, 

Financial 
System, 

Instruction on 
Computer 
programs. 

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 
i n sound, such as when making fine adjustments 
on machined parts. 

0—Never 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). 

5 - D a i l y 3—Extremely Important 

Always 
observing 
safety i n 
the field 

a n d 
d iscuss 

w i t h 
supervisors 

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

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

Sedentaiy Work: Exerting up to 10 pounds of 
force occasionally and/or a negligible amount of 
force frequently or constantly to lift, carry, push, 
pul l 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. 

2—Quarterly 2—Very Important 
Record 

Management 
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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 tlie 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. 

0—Never 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. 

0—Never 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. 

0—Never Select 

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 Select 
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2. WORKING CONDITIONS. 
The w o r k i n g 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 j o b duties. Th i s sect ion does not apply to condi t 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 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 most appropriate. The condi t ion 
s h o u l d 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. 

___ 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 u • 
Inadequate l ight ing • • LZ 
W o r k space restricts movement u n c 
Intense noise • • LZ 
Trave l j n LZ 
E n v i r o n m e n t a l (disruptive people, irrirninent 
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 ional comments y o u w o u l d l ike to make to be sure y o u have described you r 
j o b 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 the above statements a n d responses are accurate a n d complete to the best of m y 
knowledge. 

S i ^ n e f i ^ - T ^ ^ - - ^ > / ^ a ^ ^ g ^ Date: 
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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 

T h i s sect ion is to be u sed by the Supervisor to note any addi t ional comments , addi t iona l 
dut ies or disagreements w i t h any section of the quest ionnaire. The Supervisor s h o u l d not 
change any th ing wr i t t en by the ind iv idua l f i l l ing out the questionnaire nor s h o u l d they 
address any performance issues. Please remember that th is questionnaire 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 identif 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 quest ionnaire w i th the incumbent . If y o u 
disagree w i t h any in format ion provided or believe some in format ion i s miss ing , indicate below 
the ques t ion n u m b e r 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: 

I agree w i t h the incumbents* posi t ion questionnaire as wri t ten. 

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

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

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

Employee Signature: Date: 

Superv i sor Date: 
S ignature : 

«4C<fS^z n , tp . Depar tment H e a d ^ ^ - ^ V 9 ^ ' D a t e : 

Signature:
 c/1''^(4;~.\/*.'-Y4' -AA. / / 

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 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 __ No If yes, please list all employee names. 

Division: Department: 

For Individual Questionnaires Only: 

Employee Name: Mueller Sue M 
(Last) (First) (Middle Initial) 

Current Classification Title: Sr. Administrative Assistant 

Division Public Works and Planning Department Public Works and Planning 

Total Length of Time with organization 12 Years months 

Total Length of Time in Current Position 1 Years 10 months 

Assigned Hours/Week:; from 8 a.m. t o 5 p.m. Assigned Days/Week 5 

Email: suem@gjcity.org Work Phone: 970/256-4016 

Immediate Supervisor: Immediate supervisor reports to: 

Name: T i m Moore Name: Laurie Kadrich 

Title: 
Public Works and Planning 
Director Title: City Manager 

Work 
Phone 970/244-1557 

Work 
Phone: 970/256-4154 

E-mail: timm@gjcity.org E-mail: lauriek@gjcity.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 accomplish in your 
position? 

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

assistance to users. 

Reports directly to the Pub l i c W o r k s and P lann ing Director. M u s t exhibit independent 
judgment and initiative. M u s t provide a l l aspects of administrat ive support. Computer 
sk i l l s mandatory. M u s t be able to mul t i - task and adapt to constant change. 

M u s t unders tand and comprehend the operation of M u n i c i p a l Government. 
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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 

E l 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 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 

Sr. Adminis t ra t ive Ass is tan t 

Pub l i c Information Coordinator 

Engineer ing Manager 

Ut i l i ty Manager 

Project Manager 
Rea l Estate Manager / Real Estate 
Technic ians 
P lann ing Manager /P lanners and 
P lann ing Technic ians 
Project Engineers /Development 
Engineers a n d Engineer ing 
Technic ians 

Pub l i c Works and P lann ing Director 

Please indicate the nature of the group supervised and the number supervised 
• F u l l Time • P a r t - T i m e • Seasonal/Temp ^Volunteer I 1 Contract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

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

Department 
How Often For What Purpose 

Ex: Peers, Subordinates 

C i ty C le rk W E E K L Y C I T Y C O U N C I L A G E N D A S 

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

H U M A N R E S O U R C E S W E E K L Y V A R I O U S 

A D M I N I S T R A T I O N Weekly V A R I O U S 

I N F O R M A T I O N S V C S . W E E K L Y Technologica l /Sys tem Quest ions 

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

2. Outside your organization: 

Title of Person or 
Organization 

How Often For What Purpose 

Ex: Vendors, Gen. Public 

G E N E R A L P U B L I C D A I L Y Var ious I N Q U I R I E S 

D E V E L O P E R S W E E K L Y Var ious Inqu i r ies /Schedul ing Mtgs. 

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 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 Review of Council Staff Reports Revising Select 10% 

2 Purchasing Card Reconciliation Assigning Account # Select 5% 

3 Accounts Payable Processing Assigning Accounts # Select 5% 

4 
Scheduling various meetings 

Location/Cost 
Comparisons 

Monthly 
5% 

5 Budget Preparation and Review Re-allocating/Analysis Monthly 5% 

6 
Right-of-Way Permits 

Review of Submit ted 
Report 

Select 
10% 

7 

Travel Arrangements 

Investigating and 
determining cost 
efficiencies 

Occasionally 

5% 

8 Publ ic Works /Eng inee r ing Website 
Updates and Revisions information provided 

Select 
10% 

9 Records Management Liason Records Retention Monthly 5% 

10 
Telephone Inquiries 

Refening to appropriate 
Dept. 

Daily 
15% 

11 
Scheduling Webinars 

Location/Equipment 
Required 

Occasionally 
5% 

12 TEDS Exceptions Letters Procedures Quarterly 5% 

13 Recording Meeting Minutes Timliness of Distribution Monthly 10% 
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14 

Office Equipment 

Cost effectiveness to 
replace or 
repa i r /Budge t 
Ana lys i s 

Occasionally 

5% 

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 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 predetermined standards 

2 Budget accounting knowledge and knowledge of accounting software 

3 (Same as above) 

4 Requires phone and organizational skills 

5 Knowledge of employer's phylosophy and basic accounting knowledge 

6 Knowledge of timeline and importance of event 

7 Organizational skills 

8 Knowledge of website design and layout 

9 Knowledge of Federal and State standards for Electronic and Paper records 

10 Knowledge of City Departments and their respective responsibilities so that calls or customers 
are referred properly 

11 Organizat ional sk i l l s and equipment requirements 

12 Procedure 

13 Lis tening sk i l l s and keyboarding 

14 Analysis skills to determine needs and equipment specifications 
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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): 
Membership i n International Association of Administrative Professionals (IAAP) 
which provides leadership opportunities for many of the Board positions. 

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 

• • 
K A 

• • 
• • 
• • 

• 

Type of Experience 

Minimum 
You Have Your Time You Need T i m A 

Required 
Cler ica l /Adminis t ra t ive 

Professional Tra in ing 
35 years Same 3 years 

Organizat ional and 
Decis ion M a k i n g Abi l i t ies 

35 years Same 3 years 

Internal and Externa l 
Cus tomer Service Sk i l l s 

35 years Same 3 years 

a. What field (s) should training or degree be in? 
Administrative/Clerical course work on-th-job, or a Administrative Associates Degree from a 
Community College. 
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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. 

None required, bu t Notary Publ ic recommended. 
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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 (laptop and desktop) 

B i n d i n g Mach ine 

Telephone 

Calcula tor 

Photocopier 

Scanner 

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. Organize and establish daily priorities of tasks. 

2. Customer referrals and/or questions. 

3. Determine training needs 
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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 - Daily (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 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 full use of the lower extremities and 
back muscles. 

4—Weekly 1—Somewhat Important Supplies 

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. 1—Annually 1—Somewhat Important Records 

Destruction 
Standing: Particularly for sustained periods of 
time. 5 -Dai ly 2—Very Important 

Comb 
Binding/Photo 

work 
Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 5 -Dai ly 2—Very Important 
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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-Dai ly 3—Extremely Important Keyboarding 

Grasping: Applying pressure to an object with 
the fingers or palm. 3-Monthly 2—Very Important Comb Binder 

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—Annually 1—Somewhat Important Records 
Destruction 

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

O-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-Dal ly 3—Extremely Important Customer 
Service 

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. 

0—Never 0—Not 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). 

0—Never 0—Not Important 

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

5-Dai ly 3—Extremely Important Keyboarding 

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. 

0—Never 0—Not Important 

Light Work: Exerting up to 20 pounds of force 
occasionally, and/or up to 10 pounds of force 0—Never 0—Not Important 
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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. 
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 

Page 14 of 17 Fox Lawson & Associates, LLC 



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 like 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. 

Does Not Apply 

Condition 
Less than 25% 

of the time 
25-50% of the 

time 
More than 50% 

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 lighting • • 
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: W o u ^ ^ ^ T l ^ c c X t U w Date: JcyJ^ij^QQ £ 
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T O B E COMPLETED 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 JAQ. 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 f i l l i n the blanks when you review the questionnaire with the incumbent. If you 
disagree with any mformation provided or believe some information 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: 

O I agree with the incumbents' position questionnaire as written. 

• The above modifications have been discussed with the mcumbent, and the incumbent 
agrees with these modifications. 

0 The above modifications have been discussed with the mcumbent, and the incumbent 
disagrees with these modifications. 

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

Employee Signature: y j x o U t ^ " 7 V u ^ l ( ^ Date: 10 J&I\SLQQ% 

Supervisor * ) Date: 
Signature: ^ , / T Y * ) / / - ^ ° f 

Department Head Date: 
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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CITY OF GRAND JUNCTION 
JOB ANALYSIS QUESTIONAIRE 

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

Is this a group questionnaire? • Yes __ No If yes, please list al l employee names. 

Mary Sparks 

Senior Administrative Assistant 

T im Moore 

Division: Public Works & Planning Department: Public Works & Planning 

For Individual Questionnaires Only: 

Employee Name: Sparks Mary E_ 
(Last) (First) (Middle Initial) 

Current Classification Title: Senior Administrative Assistant 

Division Public Works & Planning Department Public Works & Planning 

Total Length of Time with organization 7 Years 10 months 

Total Length of Time in Current Position 7 Years 10 months 

Assigned Hours/Week:; from 7:30 t o 4:00 Assigned Days/Week 5 

Email: marysp@gjcity.org Work Phone: 244-1540 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Tim Moore Name: Laurie Kadrich 

Title: Public Works & Planning Director Title: City Manager 

Work 
Phone 244-1557 

Work 
Phone: 256-4154 

E-mail: timm@gjcity.org E-mail: lauriek@gjcity.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 accomplish in your 
position? 

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

assistance to users. 

Perform a variety of administrative and financial duties for Public Works and Planning; and administrative 
support to management staff as assigned. 
Assist in coordinating and monitoring the Public Works and Planning budget as directed. Maintain 
accounting records and reporting to provide assistance to department heads. Reconcile accounts, maintain 
databases and/or spreadsheets for monitoring and tracking financial information. 

Serve as primary contact for all correspondence for tracking and monitoring deadlines and budget for 
Development Improvement Agreements for Planning Department. 

Web Content Management and Development, implement and maintain Public Works and Planning, web 
pages. Monitor web pages and keep information updated and accurate. 

Public Works Capital Improvement Project support for the Riverside Parkway and 29 Road and I-70B 
Interchange CIP project and other projects as directed. 
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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. 

• 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. Fil l in the applicable position titles: (1) 
your coworkers, employees you work with and who also report directly to your supemsor; 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 

Sr . Adminls ta t ive Ass i s tan t 

Project /Development Engineers 

Engineer ing Manager 

Engineer ing Project Manager 

Ut i l i ty Manager 

Rea l Estate and Rea l Estate Manager 

D r a f t s m a n 

Pub l i c W o r k s a n d P lann ing Director 

Please indicate the nature of the group supervised and the number supervised 
Qfu11 Time OPart-Time •Seasona l /Temp • V o l u n t e e r I I Contract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

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

Department 
How Often For What Purpose 

Ex: Peers, Subordinates D A I L Y 

C I T Y C L E R K D A I L Y C O N T R A C T S , M I S C E N G I N E E R I N G 

P L A N N I N G D E P T D A I L Y D I A ' S A N D F I L I N G 

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

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

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

2. Outside your organization: 

Title of Person or 
Organization 

How Often For What Purpose 

Ex: Vendors, Gen. Public D A I L Y 

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

Genera l Pub l i c D A I L Y C I T Y B U S I N E S S 

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

C D O T O C C A S I O N A L L Y C I T Y B U S I N E S S 

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 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 Prepare and submi t payments for 
Riverside Parkway a n d Pub l i c Works A s s i g n account codes Daily 10 

2 

Prepare Riverside Parkway Newsletters 

Ed i t , graphics, 
layouts and 
overseeing 
d is t r ibu t ion 

Daily 

5 

3 
Monitor and track Riverside Parkway budget 

Reconcile $110 millon 
budget 

Monthly 
5 

4 Manage 29 Rd & I-70B project and Riverside 
Parkway and Public Works and Planning web site 

Manage and design and 
update web pages 

Occasionally 
10 

5 Manage and coordinate Pr imavera 
Expedi t ion Contract Management 
Program for Riverside Parkway 

Scan all transmittals, 
submittals and RFI's 

Daily 

10 

6 Answer phones and greet publ ic a n d 
m a i l for Riverside Parkway and Pub l i c 
W o r k s at C i ty H a l l 

screen calls, visitors and 
routing mail 

Daily 

20 

7 
Pr imary contact for Development 
Improvement Agreements (DIA's) for 
P lanr i ing Department 

Track, monitor, and 
coordinate 
deadlines,budget, and 
staff 

Daily 

30 

8 Manage and organize R O W files and 
submi t for R O W payments for the 29 
Road a n d I-70B project 

Daily 

5 

9 Develop, m a i n t a i n and organize f i l ing 
systems 

Daily 
5 
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10 

Records management 

File storage and retention 
schedule for Riverside 
Parkway files 

Annually 

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 

Operate and use modem office equipment including a computer and software packages 

Principles and procedures of record keeping 

English usage, spelling, grammer and punctuation 

Implement and maintain standard filing systems 

Communicate clearly and concisely both orally and in writing 

Independent judgement and self motivated 

Independently prepare correspondences and memoranda 

Methods and techniques of public relations 
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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): 

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 

Minimum 
You Have Your Time You Need Time 

Required 
Adminis ta t ive Ass i s tan t 15 years Adminis t ra t ive Ass i s t an t 4 years 

experience experience 
Accoun t ing and 15 years Accoun t ing and 4 years 

bookeeping experience bookeeping 
Compute r and software 15 years Computer a n d software 4 years 

programs programs 

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

You You 
Have Need 

• • 
• 

n • 
• • 
n • 
• • 
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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. 

G E D 
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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 

Computers 80 

Telephone 20 

Copy machine 20 

F a x machine 

Scanner 

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. Greeting public by phone or at front counter, deciding where to route their concerns 

2. Meeting deadlines and managing workload 

3. Understanding City procedures and policies 
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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 - Daily (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 -Da i ly 3—Extremely 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. 

5 -Da i ly 2—Very Important 

Kneeling: Bending legs at knee to come to a rest 
on knee or knees. 5 -Da i ly 2—Very Important 

Crouching: Bending the body downward and 
forward by bending leg and spine. 4-Weekly 1—Somewhat 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. 5 -Da i ly 3—Extremely Important 

Standing: Particularly for sustained periods of 
time. 5 -Da i ly 2—Very Important 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 5 -Da i ly 3—Extremely Important 

Pushing: Using upper extremities to press against 
something with steady force in order to thrust 5 -Da i ly 2—Very Important 
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forward, downward or outward. 
Pulling: Using upper extremities to exert force in 
order to draw, drag, haul or tug objects in a 
sustained motion. 

5 -Dai ly 3—Extremely Important 

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 

Grasping: Applying pressure to an object with the 
fingers or palm. 5-Dai ly 2—Very 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 -Da i ly 2—Very Important 

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

5 -Da i ly 2—Very 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 -Dai ly 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 -Dai ly 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 -Dai ly 3—Extremely Important 

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

5 -Dai ly 3—Extremely Important 

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 obj ects, 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 -Dai ly 2—Very 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 obiects. If the use of arm 

4—Weekly 1—Somewhat Important 
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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. 
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. 

2—Quarterly 1—Somewhat 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 like 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. 

I I 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.) m • • 
Atmospheric Conditions (fumes, odors, 
dusts, gases, poor ventilation) m • • 
Hazardous materials (chemicals, blood and 
other body fluids, etc.) • • 
Extreme temperatures _ LZ 
Inadequate lighting _ c LZ 
Work space restricts movement _ LZ 
Intense noise 13 LZ LZ 
Travel C LZ 
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: ?Y)OAA4 ^<Z*/&~- Date: / a / j v / o F 
(j 7 ' 
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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 mcumbent. If you 
disagree with any information provided or believe some information is missing, indicate below 
the question number and your cornments. 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: 

• 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. 

I~l The above modifications have been discussed with the incumbent, and the incumbent 
disagrees with these modifications. 

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

Employee Signature: [T\£ZAAA ^tisj^—- Date: /O / / s^/o p 

Supervisor — ^ Date: 
Signature: . ^ ^ / / -

Department Head Date: 
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 BACKGROUND: In this section you wil l 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 No If yes, please list all employee names. 

Division: Information Systems Department: Administration 

For Individual Questionnaires Only: 

Employee Name: Longenecker Linda M 
(Last) (First) (Middle Initial) 

Current Classification Title: Sr. Administrative Assistant 

Division Information Systems Department Administration 

Total Length of Time with organization 1 Years 8 months 

Total Length of Time in Current Position 1 Years 8 months 

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

Email: lindal@gjcity.org Work Phone: 970-244-1524 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Jim Finlayson Name: Rich Englehart 

Title: IS Manager Title: Deputy Ci ty Manager 

Work 
Phone 970-244-1525 

Work 
Phone: 970-244-1502 

E-mail: jimf@gjcity.org E-mail: riche@gjcity.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 accomplish i n your 
position? 

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

assistance to users. 

Provide administrat ive support to management and technical staff; perform a wide 
variety of complex a n d confident ial duties; process invoices through accounts payable 
a n d allocate revenues; coordinate and moni tor the divis ion budget; ma in ta in d iv i s ion a n d 
IS project web pages; perform research on technical topics; develop and interpret policies 
and procedures; write process documentat ion and procedure manuals ; m a i n t a i n 
calendars and schedules for staff; coordinate staff t ra ining and travel; serve as l i a i son 
between the Information Services divis ion and Ci ty staff, general pub l ic and outside 
agencies to provide in format ion and assistance; originate and prepare correspondence; 
prepare reports, charts, presentations and other complex documents u t i l iz ing var ious 
computer applications; prepare documents f r o m rough draft and verbal ins t ruct ion; 
initiate, organize, a n d ma in t a in f i l ing systems and records; t rack and order suppl ies . 
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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. 

• 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. 

M I provide information to supervisors/management that they use in making 
a decision. 4 

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 

!S Manager (1) 

Systems Analyst Supervisor (1) 

Systems Support Supervisor (1) 

GIS Supervisor (1) 

Systems/Network Analysts (7) 

Telecommunications Analyst (1) 

Web Coordinator (1) 

GIS Analysts (2) 

IS Support Specialists (4) 

GIS Tech M's (3) 

Please indicate the nature of the group supervised and 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 derjartments/organizations, you have regular contact. 

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

Department . 
• I low Often For What Purpose ; . • : ; 

Ex: Peers, Subordinates 

Budget & Acct. Daily 

Provide assistance and help troubleshoot 
problems with New World Finance System 
use, annual budget, Accounts Payable, 
Payroll 

Purchasing Daily 

Provide assistance and help troubleshoot 
problems with New World Purchasing 
System; provide training Purchasing and 
Inventory modules 

Customer Service Weekly Oversee Utility bill printing, revenue receipts 

Administrative 
Assistants Daily 

Budget questions, invoice questions, general 
IT related questions, New World questions/ 
issues, New World Training 

All Departments Daily 

Questions regarding computers, phones, or 
other equipment and provide guidance on 
who can help with the questions or concerns 

All New World Users Ongoing 

Provide training or guidance on the use of 
New World systems, policies, and procedures 
as well as security setup and maintenance. 

2. Outside your organization: 

Title of Person or 
Organization 

: * ; . How Often . .. For What Purpose 

Ex: Vendors, Gen. Public 

Vendors Weekly 

Accounts Payable issues, purchasing issues, 
purchase requests, service requests, vendor 
inquiries 

Other Cities/ 
Municipalities 

Varies depending on 
timing of purchase 

Peform reference checks on providers of new 
technology applications and equipment such 
as New World and Northstar 

Provide information related to the IS Division 

Mesa County IT Staff Weekly 

Provide administrative support for joint 
projects that includes document 
management, scheduling, minutes, etc. 

Mesa County Sheriffs 
Office Staff Weekly 

Provide administrative support for joint 
projects that includes document 
management, scheduling, minutes, etc. 
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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) 

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: % O f ; 

List of Essential Duties Decisions Required 

1) = Daily 
W = Weekly 

M j? Monthly 

Time 
Spent Decisions Required 

Q = Quarterly : 
A = Annually. 

O - Occasionally ,. 

(Noi lo : 
exceed 
100%) --
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1 Support management and technical staff with a wide 
variety of complex, responsible, and confidential 
duties related to information technologyoperations 
including: budget, accounting, purchasing, 
employees, payroll, general city policies, and 
procedures. 

Determine policies or 
procedures that apply to a 
particular situation. 
Determine chain of 
command, and 
importance/severity of 
issues. 

Recommend improvements 
or solutions to daily workflow 
or issues/problems. 

Daily 15% 

2 Provide a variety of accounting functions and financial 
analysis related to accounts payable, purchasing, 
journal entries, revenue allocation, payroll, travel 
authorization, credit card reconciliation, general 
ledger account reconciliation. 

Determine which General 
Ledger accounts to charge 
expenses or revenues to. 
Ensure accuracy of G/L 
accounts co-workers use. 
Determine and recommend 
budgetary needs for general 
operating supplies and 
equipment for IS Division. 

Weekly 5% 

3 Coordinate annual budget preparation and data entry, 
monitor division budget appropriations, provide 
expense forecasts for ongoing operating supplies and 
equipment. 

Use of general Acct. 
/Budgeting practices and 
procedures to support 
decisions. 

Analyze past usage and 
recommend needs for new 
budget year. 

Monthly 2% 

4 Develop training documents for new technology 
projects such as New World Systems. 

Work with Analysts and software providers to develop 
training plans and schedules. 

Assist with training classes providing additional 
information to trainer and students as necessary and 
make recommendations for content and/or 
presentation changes to improve overall class 

Determine subject matter to 
cover in training classes and 
create handouts/instruction 
manuals to support. 

Determine relevance of 
subjects being covered. 

Monthly 20% 

5 Collect, compile, and analyze information from 
various sources related to new computer systems, 
policies and procedures. 

Assist with development and analysis of Request for 
Proposals for technology related systems and 
equipment projects. 

Research requirements and develop supporting 
documents, review and analyze proposals, perform 
reference checks on vendors, coordinate on-site visits 
and demonstrations 

Determine functional 
requirements based on 
department input. 

Develop scenarios to be 
used by vendors to show 
functionality of their system. 

Analyze proposals for 
completeness and relevance 
and rank vendors 
accordingly. 

Create scoring criteria 

Monthly 5% 

6 Develop and interpret policies and procedures 
including topics such as electronic messaging and e¬
mail policy and procedures, New World training 
policies and procedures, Records Management Task 
Force strategic plan 

Analyze issues and rank by 
importance to create 
comprehensive policy and 
procedure documents 

Monthly 5% 
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7 Provide technical assistance and training to City staff 
related to new technology systems and projects 
and/or policies & procedures. 

Answer questions, suggest 
process changes 

Create project plans and 
documents 

Weekly 5% 

8 Develop and maintain procedure/troubleshooting 
manuals for critical Information Technology 
applications and equipment to provide a resource for 
troubleshooting problems with a system. 

Work with Systems/ Network 
Analysts to determine what 
information is needed during 
critical situations, i.e., staff 
and vendor contact 
information, server 
locations, security 
passwords, critical functions 
and develop documentation 
to support. 

Quarterly 1% 

9 Collaborate with new technology project teams such 
as New World and NorthStaron implementation 
project requirements, timelines, resources needed, 
communication tools, etc. 

Coordinate on-site visits with both vendor and staff. 

Participate in on-site visits 
providing recommendations 
for policy decisions, user & 
system security/setup, 
project timelines, training, 
required staff etc. 

Daily 10% 

10 Participate on various project teams within the City 
including the 2007 Finance/Budget Committee, 
Records Management Task Force, Electronic 
Messaging Workgroup, New World and NorthStar 
Project teams, etc. 

Collaborate and make 
recommendations on 
decisions, policies, 
strategies, project team 
members, training etc. 

Monthly 2% 

11 Create and maintain web pages for the IS division 
and for new applications and policy changes such as 
New World, NorthStar, Office 2007 upgrade, and E-
messaging Policy to communicate information 
throughout the City 

Determine pertinent subject 
matter, and develop visually 
appealing content & layout 
that communicates new or 
changing policies, new IT 
applications, or provide 
training opportunities 

Weekly 5% 

12 Initiate, organize, and maintain filing systems and 
records (both paper and electronic records). 
Determine records to be destroyed annually. 

Determine what constitutes 
a record and how long those 
records must be retained in 
accordance with City 
Records Retention Policy. 

Daily 2% 

13 Serve as liaison between IS and other City Staff, the 
public, and outside agencies. 

Answer and direct phone calls to appropriate staff. 

Determine appropriate staff 
member to direct person or 
caller to. 

Answer questions when 
possible 

Daily 2% 

14 Prepare reports, spreadsheets, charts, presentations, 
and other complex documents that interpret, analyze, 
and present data for both internal and external 
customers related to technology projects, budget, 
staff, etc. 

Analyze and research topics 
to make recommendations 
to staff or create 
documentation to present 
information 

Daily 10% 

15 Write monthly Techno Tips article for City Lights 
newsletter. 

Determine what topic(s) are 
relevant and what 
information to cover 

Monthly 1% 

16 Perform general clerical duties for the IS Division Determine when daily tasks 
and deadlines need to be 
completed by. 

Daily 8% 
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17 Oversee Utility Bill Print Jobs Determine when to process, Weekly 2% 
when to change paper, how 
to handle jams and 
problems 

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 tlie Essential Duties you listed 
in Section 3. 

-"••Duty .#:".;: Knowledge-Skills 

All Administrative support experience including public relations/customer service skills 

1,2,3,9,10,14 Knowledge of general accounting and budgeting principals and practices 

1,2,3,4,5,6,7, 
8,9,10,13,14,15, 

16 

Ability to communicate effectively, both verbally and written 

1,6,7,12,13,14, 
16 

Knowledge of modern office practices, procedures, methods, and equipment 

All Requires strong organizational skills and the ability to work on a variety of projects concurrently with 
frequent interruptions 

Ail Ability to analyze and interpret policies, procedures, rules, regulations, financial data, etc. 

Ali Ability to work independently with little supervision 

All Ability to organize and present information to individuals and groups 

1,2,6,7,9,10, 
12,13,16 

Knowledge of personnel policies and procedures, ability to maintain confidentiality 

Ali Knowledge of IT application such as Microsoft Office software, financial and payroll systems, 
computers, and other office equipment 

11 Knowledge of Web Page Editing Software 
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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: 

You You 
Have Need 

r-j j—, Less than High School Diploma or equivalent (G.E.D.) (ability to read, write, 
and follow directions) 

D D High School Diploma or equivalent (G.E.D.) 
D • Up to one year of specialized or technical training beyond high school 
• [X3 Associate degree (A.S., A.A.) or two-year technical certificate 
D • Bachelor's degree 

Other (explain): 
I have 24 years experience i n the fields of Accounting, Budgeting, 
Adniinistrative, and Project Management, as well as many hours of course 

[X] O work at acredited colleges i n Colorado and California i n the field of Business 
Administration/Management and Teaching. 20 years of my career have been 
spent i n Federal and Local Government. I have also had specialized training 
from organizations such as GFOA i n the fields of Accounting and Budgeting. 

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 

Minimum 
You Have Your Time You Need Time 

Required 
Accoun t ing /Budge t ing 20 years Supervisory 5 years 

Project Management 5+ years Upper Level 5 years 
Management 

Adminis t ra t ive Suppor t 20 years 5 years 

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

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 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 

A l l Office equipment including Computers, phones, calculators, 
copiers, fax machines, printers, projectors, etc. 90% 

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. information Content - In order to create documentation for critical systems, web page content, training 
documentation, etc. I must first determine the relevant content, importance, logical order for presentation. I 
have created all training documentation for the New World Financial and Payroll systems, created a web 
page for the Office 2007 upgrade, New World and NorthStar systems, emessaging policy, etc. to 
communicate the new applications or new/changing policies and procedures. 

2. Budgetary Decisions -1 regularly determine what G/L accounts should be used to charge expenses or 
revenues to in accordance with annual budget appropriations and review invoices or purchases for accuracy 
and completeness, work with the managers and supervisors to determine budgetary needs the next year 
based on annualization of previous years expenses and anticipated projects in coming year(s). 

3. Policy and Procedures - Since beginning work with the City, I have collaborated on new and changing 
policies helping to write the records management strategic plan and the new e-mail policy. 
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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 - Daily (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 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. 

Select 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 full use of the lower extremities and back 
muscles. 

4~Weekly 1—Somewhat Important 16 

Kneeling: Bending legs at knee to come to a rest 
on knee or knees. Select Select 
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 Select 
Reaching: Extending hand(s) and arm(s) in any 
direction. Select Select 
Standing: Particularly for sustained periods of 
time. Select Select 
Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. Select Select 
Pushing: Using upper extremities to press against 
something with steady force in order to thrust Select Select 
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forward, downward or outward. 
Pulling: Using upper extremities to exert force in 
order to draw, drag, haul or tug objects in a 
sustained motion. 

Select Select 

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

5-Dai ly 3—Extremely Important A l l 

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

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. 

4~~Weekly 1—Somewhat Important 16 

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

Select 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 quicldy. 

5 -Dai ly 3—Extremely Important Al l 

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 Al l 

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-Dai ly 3—Extremely Important Al l 

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

5--Daily 3—Extremely Important I, 2,3,4,5,8, 
II, 14,15,16, 

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—Daily 1—Somewhat Important Al l 

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 

Select Select 
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and/or leg controls requires exertion of forces 
greater than that for Sedentaiy Work and the 
worker sits most of the time, the job is rated for 
Light Work. 
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. 

4-Weekly 1—Somewhat Important 17 

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 Select 

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 Select 
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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 like 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. 

__\ 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 lighting • • • 
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). 

During ihe last year, I have been heavily involved in the New World and NorthStar software implementation projects. 
Some of the tasks that I have completed, such as planning and creating the training plan and manuals are outside the 
Administrative Assistant job description and I anticipate that my knowledge and skills will be used in future IT projects 
as well. 

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: fUMOA (A O^J^KUJUy \^ . Date: 
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T O B E COMPLETED 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 information provided or believe some information 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: 

/ 
[JJ I agree with the incumbents' position questionnaire as written. 

i 1 The above modifications have been discussed with tlie incumbent, and the incumbent 
agrees with these modifications. 

0 The above modifications have been discussed with the incumbent, and the incumbent 
disagrees with these modifications. 

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

Employee Signature: ^ J / p d f i J^(M^WpJaA ) Date: /&/j?//OK 

Supervisor / /srr^^J-*r\ Date: / / ^ 
Signature: ^ J f ( f ^ / ^ ^ f V / 3 y / ) > ? 

Department Head /* ^_JC~-^/^/f—" " Date: 
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 l / J 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 TO 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 
J O B A N A L Y S I S Q U E S T I O N A I R E 

I. E M P L O Y E E BACKGROUND: In this section you wil l 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 __ No If yes, please list all employee names. 

Division: Administration Department: Fire 

Employee Name: 

For Individual Questionnaires Only: 

Berry Susan 
(Last) (First) (Middle Initial) 

Current Classification Title: Sr. Administrative Assistant 

Division Administration Department fire 

Total Length of Time with organization 25 Years 2 months 

Total Length of Time in Current Position 21 Years 7 months 

Assigned Hours/Week:; from 8:00 t o 5:00 Assigned Days/Week 5 

Email: sueb@gjcity.org Work Phone: 970-244-1419 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Ken Watkins Name: Laurie Kadrich 

Title: Fire Chief Title: C i ty Manager 

Work 
Phone 970-244-1415 

Work 
Phone: 256-4154 

E-mail: Kwatkins @ gj city.org E-mail: LKadrich@gjcity,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 primaiy responsibilities. This summaiy helps 
us to quicldy 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 accomplish in your 
position? 

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

assistance to users. 

Senior Administrative Assistant 

Summary: To perform a wide variety of responsible, complex administrative duties for Administrative 
Officers, provide support, information, guidance, and instruction for our internal and external customers, 
perform a variety of complex administrative and secretarial duties, and complete a variety of detailed, 
technical and administrative duties in my realm of assignments and responsibility. The ability to work in a 
fast-paced environment requiring skill and ability in teamwork and multi-tasking . 
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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 

El 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). 128 

• 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. 

IE I provide advice to peers that they must consider carefully before making a 
decision. 128 
I provide information to supervisors/management that they use in making 
a decision. 13 

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 

Sr. Adminis ta t ive Ass is tan ts x3 

Operat ions Chief 

Hazmat Coordinator 

Investigations Coordinator 

Pub l i c Information Officer 

Fire Prevention Officers x 3 

E M S Officer 

T ra in ing Officer 

N / A 

Please indicate the nature of the group supervised and the number supervised 
• F u l l Time I I Part-Time I I Seasonal /Temp I IVolunteer | [Contract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

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

Department 
How Often •!':'!• For What Purpose v" 

Ex: Peers, Subordinates D 
Information exchange, assistance w i t h 
tasks, t ra in ing purposes, comic relief. 

Fi re A d m i n . D 

Ass i s t w i t h special projects, confer w i t h 
Adrninistrative Staff for necessary 
informat ion per taining to on-going tasks 
and projects. Requests on entries i n the 
inspect ion program. 

Firefighters D 

Ass i s t w / r e q u i r e d cert if ication processes, 
answer ques t ions /computer assistance, 
ins t ruc t ion w / t r a v e l details. 

H u m a n Resources W 

Denver F . D . pape rwork /ma i l , p i ck u p 
travel and pay checks, provide 
information, assis t w i th F F recrui tments 
upon request. 

F i n a n c e / A c c t n g D 

Deliver completed payables & credit card 
processing, deliver payrol l , p ick up 
paychecks and travel checks. Request 
accounting-related assistance w i t h 
programs/processes . 

Ci ty Clerk 's D 
P i ckup and deliver Department m a i l and 
revenue. 

Cus tomer Service O Deliver miscel laneous revenues. 

2. Outside your organization: 

Title of Person or 
Organization 

How Often For What Purpose 

Ex: Vendors, Gen. Public 

D 

Provide in format ion and guidance 
w/va r ious permits and processes, receive 
and disburse plans , process fee 
payments; communicate Department 
policies and procedures as needed. 
Research and prepare Fire a n d E M S 
reports requested by the publ ic , referrals 
to appropriate personnel . 

State Div i s ion of Fire 
Safety W 

Dept. L ia i son to administer the Fire 
Department 's State Fire Cert i f icat ion 
Program. 

State Proctors & 
t ra in ing inst ructors 0 

Detenriine availabil i ty a n d interest of 
out-of-town proctors a n d inst ructors to 
provide a variety of required t ra in ing 
modules. 
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State E M S Office M Dept .Liasion-quest ions, problem-solving 

C B I O 

Dept. L ia s ion for questions regarding 

personnel f ingerprint ing, problem-
solving. 

Nat ional Registry of 
E M T s A 

Dept. L ia s ion for questions and 
assistance w/cer t i f ica t ions . 

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) 

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: 
D = Daily 

%of 

List of Essential Duties Decisions Required 
W = Weekly 

M = Monthly 
Q = Quarterly 

s-k:%. A = Annually 
O = Occasionally 

Spent 
(Not to 
exceed 
100%) 
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Assist and guide our external customers with the 
burn permit process, complete the forms for 
them if needed, assist with a variety of other 
permits and processes that often require verbal 
guidance. These include installation and removal 
of above ground storage tanks and permits for 
fireworks sales and/or display, provide copies of 
Fire & EMS reports to citizens upon request 
when valid, receive and process all permit fee 
payments, periodically update the permits and 
as changes occur, 

Interpret, communicate, and clarify City, County, 
State, and National processes, procedures, 
requirements & regulations to external 
customers for the purpose of determining their 
ability to understand and adhere to required 
regulations. 

What they need, do we 
have the required 
information to assist 
them, if not, to whom do 
I refer them, determine 
their ability to 
understand & comply 
with required processes 
and regulations & 
complete the paperwork. 

Have I communicated the 
information in a manner 
that is clear to the 
employee and, if not , 
what additional methods 
can I use to ensure their 
understanding. 

Daily 35% 
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As the primary State Fire Proctor I am 
responsible for all written phases and processing 
all paperwork at each level. Receive & review 
applications, type cover letters, confirm that all 
related paperwork, such as JPR's, certificates, 
etc., are provided, assemble, mail, track & record 
delivery and receipt of certification requests. 
Department Liaison to address issues related to 
Department Fire certifications. 

One of four Department members authorized to 
contact Division of Fire for information and 
research purposes. 

Train new firefighter's in the Fire Certification 
Program's processes and provide guidance and 
clarification to existing firefighters in the 
certification requirements and processes for 
each level of testing. 

Establish annual fire certification exam calendar. 
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Candidate's eligibility for 
each level, forms and 
study guides to provide. 
What additional 
paperwork is required. 
Confirm that all 
paperwork is complete 
and correct. Mailing date 
is within the Division's 
parameters for testing. 
Research historical 
records of testing and 
certification to be able to 
address issues that arise. 

What is the complete 
issue to be researched, 
do I have all information 
from the employee.Is 
there a time-line we are 
working with.If 
information is lacking, 
who do I contact. 

For new firefighters I 
need to determine if 
their current Fire 
certifications might 
qualify for reciprocity at 
any levels. Where they 
obtained their current 
certifications, did they 
obtain them by testing or 
being grandfathered in. 

Determine conflicting 
events and whether the 
calendar can allow a 
minimum 30-day time 
period between monthly 
testing dates. 

Daily 35% 
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3 Dept. Liaison for National Registry certifications 
and renewals. Assist candidates with 
applications. Review, complete payment 
process, mail, track and trouble- shoot required 
National Registry certifications. 

All paperwork is correct, 
complete and timely, is 
the fingerprint process 
required. What research 
is required to correct 
problems and issues that 
arise. 

Annually 2% 

4 Dept. Liaison for State EMS certifications. Review 
paperwork for completeness, including 
signatures and timeliness. Mai l , track, record, 
and research/troubleshoot issues. 

All paperwork is 
complete, correct and 
timely. Review processes 
and complete research 
when problems or 
questions arise. 

Monthly 
8% 

5 Provide accurate & timely internal customer 
service for adminstrative needs, create 
brochures, certificates, reports, research and 
compile data for special projects, proof and 
prepare for completion. Assist personnel with 
office equipment. 

Using Microsoft 
applications determine 
time element for 
assignments, layout, 
contents, graphics to be 
included, what type of 
research is needed, 
where do 1 find the 
information, who is the 
best contact person for 
additional information. 

Occasionally 5% 

6 Compile, reconcile, and process Department 
credit cards^,charges and accounts payables. 

Do 1 have all required 
information and receipts. 
Confirm the accuracy of 
the account numbers that 
are provided. Determine 
if research is required for 
missing information. 

Daily 5% 

7 Enter quarterly building inspections . Is paperwork completed. Daily 5% 

8 Plan, purchase, set- up and clean-up for 
quarterly officer's meetings and other meetings 
as requested. 

Number of people 
attending, time element, 
food items needed, 
expenses approved. 

Quarterly 5% 

9 Select 

10 Select 

11 Select 

12 Select 

13 Select 

14 Select 
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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 

1,5,6,7,8 Knowledge of Cityand Department regulations, processes and procedures, and knowledge of 
necessary resources, skill in applying customer service practices and the ability to clearly 
verbalize applicable regulations and processes, ability to clearly guide the customer through 
all phases of the process they require. 

2,3,4 Knowledge and comprehension of the applicable local, State and National policies, processes, 
and regulations related to our required certifications. Knowledge of who to contact in each 
office for specific questions, skill in communicating the issue and applying information 
received from the various entities to various issues and problem certifications. Skill in 
interpreting and applying their policies to our Department program and processes. Ability to 
schedule and validate all requests for certification at any level. Skill in establishing and 
maintaining professional working relationships with outside contacts for the purpose of 
trouble-shooting, which results in open communication and mutual respect. Knowledge of 
and skill in Excel applications to create, utilize and maintain a tracking method both for 
outgoing mailings/ receipts and returns of certificates and exams. Knowledge of and ability to 
communicate pre-requisites and required paperwork to be included with requests for exams. 

5,8 Knowledge of, and skill in using, a variety of computer applications and the ability to 
research and complete special projects as requested. The ability to receive, clarify and apply 
directions received from Department personnel and to complete the project on time. 
Experience and skill in proof-reading and research practices, skill in identifying required 
information from a variety of resources and individuals and utilizing the information to 
complete the project. The ability to employ active listening skills, apply time management 
skills, teamwork and multi-tasking skills, and ability tocomplete special projects on time 
without neglecting my regular duties. 

6 Knowledge and proficiency i n C i ty account ing applicat ions to complete 
accounts payables and credit card processes. Ab i l i t y to research and 
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retrieve copies of unavailable receipts. S k i l l i n entering the correct 
in format ion for t racking purposes and reconci l iat ion. 

7 Knowledge of the processes and paperwork involved i n the inspect ion 
program, s k i l l i n deciphering provided informat ion entering the informat ion 
i n a t imely manner for the program to work properly, knowledge of w h e n 
informat ion is incorrect or incomplete a n d s k i l l i n how to correct it. 

8 Time management ski l ls , abil i ty to unders tand needs, s k i l l i n communica t ing 
clearly and concisely, p lann ing and purchas ing ski l l s required to stay w i t h i n 
budget, abi l i ty to enjoy providing for others. 

1 S k i l l i n demonstrat ing patience wi th di f f icul t or confused internal a n d / o r 
external customers, tact and s k i l l when ass is t ing customers who have 
experienced recent personal tragedies and demonstrate a wil l ingness to go the 
extra mile, not only to meet their needs bu t also to empathize wi th them. 
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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: 

You You 
Have Need 

• • Less than High School Diploma or equivalent (G.E.D.) (ability to read, write • • and follow directions) 
[Xj • High School Diploma or equivalent (G.E.D.) 
• • Up to one year of specialized or technical training beyond high school 
• E l Associate degree (A.S., A.A.) or two-year technical 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? 

Type of Experience 

You Have Your Time 

Advanced Adminis t ra t ive & 28 
Cus tomer Service Sk i l l s 

years 

You Need 

Intermediate to 
Advanced Cus tomer 

Service Sk i l l s 

Minimum 
Time 

Required 
5 years 

B a s i c to Intermediate 
Compute r Sk i l l s 

20 years Advanced Computer 
Sk i l l s 

years 

years Proficient Mul t i - t ask ing , 
t ime management and 

m a t h ski l l s . 

35 years Proficient mul t i - tasking, 
teamwork and time 

management sk i l l s and 
intermediate m a t h ski l l s 

7 

a. What field (s) should training or degree be in? 
Advanced t ra in ing i n Microsof t computer applications is required, as is advanced, 
demonstrated customer service ski l l s . Seven years experience i n a professional office 
atmosphere inc lud ing demonstrated abilities i n advanced mul t i - tasking, teamwork, 
communica t ion ski l ls , and time management shou ld be required. 

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. 

As the Fire Department's Lead proctor for the Colorado Division of Fire Safety I am required to 
obtain and retain my State Proctor Certifcation. 
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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 Desk, chair , computer, telephone system,copy machine,fax 
machine, adding machine, paper cutter, laminator, scanner D 

2, Desk, chair ,computer, telephone, copy machine, F a x 
machine, f i l ing cabinet. W 

3 Same as above. o 

4 Same as above M 

5,6,7 Same as above D 

7 Desk, chair , computer D 

8 Vehicle for Post Off ice ,Ci ty H a l l p ickups , meetings D 

D 

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. A correct understanding of what internal and external customers are requesting, when clarification 
is required, and if I have the resources and ability to provide what they are requesting. If required, 
who should I refer them to if I don't have the requested information. 

Additionally, when issues are raised due to policies and procedures being disregarded on a regular 
basis by Department employees, I try to discern where the breakdown is in the process, verbally 
relate the information to the employee, determine that the employee understands the procedures and 
ask them to apply the information properly in the future. If the employee continues to neglect the same 
policy/procedures, after 2 additional occurances after being reminded of the proper procedures, I will 
notify the immediate supervisor of the situation and act on the supervisor's response. 

2. In relation to my duties with Department travel, certifications, special projects and staff 
requests, I regularly need to decide if I have obtained all required information to be able to carry out 
the duties I am responsible for, or have been requested to complete, I use my judgment, based on 
various City, State, and National regulations and procedures to decide the appropriate action which 
will result i n acceptable outcomes. Additionally, i n the multi-tasking environment we function in, it 
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is imperative to review and prioritize the demands on my time. I review and update the jobs I have 
scheduled, the time element attached to each task , and address them in the appropriate order. 

3. With so many varying personalities represented in our Department, there exists many 
opportunities for misunderstandings and confrontational situations to arise. I have learned, 
through much experience, to listen to all of the facts, to be as impartial as possible, not to take 
things personally and to take the time and effort that is required to communicate my thoughts and 
preferences, even when it's difficult. By empioying clear, concise direction and a willingness to be 
patient and hear the suggestions of others we can usually come to positive results. 
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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 - Weeldy (at least 3 per month) 
5 - Daily (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 tlie 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. 

4-Weekly 1--Somewhat Important 1-

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 0 

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. 

5 -Dai ly 3—Extremely Important 1-6 & 8 

Kneeling: Bending legs at knee to come to a rest 
on knee or knees. 3-Monthly 1—Somewhat Important 6,8 

Crouching: Bending the body downward and 
forward by bending leg and spine. 4-Weekly 2—Very Important 6,8 

Crawling: Moving about on hands and knees or 
hands and feet. 2—Quarterly 3—Extremely Important 5,8 

Reaching: Extending hand(s) and arm(s) in any 
direction. 5 -Dai ly 3—Extremely Important 1-8 

Standing: Particularly for sustained periods of 
time. 5 -Dai ly 2—Very Important 1-6,8 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 5-Dai ly 3—Extremely Important 1-6,8 

Pushing: Using upper extremities to press against 
something with steady force in order to thrust 3-Monthly 1—Somewhat Important 2-6,8 
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forward, downward or outward. 
Pulling: Using upper extremities to exert force in 
order to draw, drag, haul or tug objects in a 
sustained motion. 

3-Monthly 2—Very Important 1-6 & 8 

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

5 -Dai ly 3—Extremely Important 1-8 

Grasping: Applying pressure to an object with the 
fingers or palm. 5-Dai ly 3--Extremely Important 1-8 

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 he a considerable degree and requires the 
substantial use of tlie upper extremities and back 
muscles. 

5 -Dai ly 3—Extremely Important 1 

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 0 

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 1-8 

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 1-8 

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 1-8 

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

5 -Dai ly 3-Extremely Important 1-8 

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 l ly 3—Extremely Important 1-8 

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 

5-Dai ly 3—Extremely Important 1-8 
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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. 
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--Monthly 1—Somewhat Important 1,8 

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 0 

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 0 
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2. WORKING CONDITIONS. 
The worldng 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. 

\__ 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.) m • • 
Atmospheric Conditions (fumes, odors, 
dusts, gases, poor ventilation) m • • 
Hazardous materials (chemicals, blood and 
other body fluids, etc.) • • 
Extreme temperatures LZ _ LZ 
Inadequate lighting • • 
Work space restricts movement • • 
Intense noise • • 
Travel m • • 
Environmental (disruptive people, imminent 
danger, threatening environment) E l • • 

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 
laiowledge. r 

Signed: / V ^ ^ . Date: I f> I Q f / O 5^ 
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T O B E COMPLETED 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 in classifying the jobs. If these sections are not complete or are incorrect, 
please fill in the blanks when you review the questionnaire with the incumbent. If you 
disagree with any information provided or believe some information 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 

II - 4 Discussed common K / S / A ' s for the different certif ication 
programs. 

III - 1 Discussed level of education needed for posi t ion. 

III - 5 D i scussed how ethical judgement is used w h e n mak ing decisions 
related to certif ication and a n d travel issues. 

I V - 2 
Sue feels that a l l conditions l is ted are relevent i n the 
administrat ive office. Whi le I unders tand her perspective, I don't 
agree that th is is the case. 
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Please check the appropriate statement: 

I agree with the incumbents' position questionnaire as written. 

O The above modifications have been discussed with the incumbent, and the incumbent 
agrees with these modifications. 

0 The above modifications have been discussed with the mcumbent, and the incumbent 
disagrees with these modifications. 

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

Employee Signature: ^IwdJ*yj&^ Date: / o£>/^cT 

Supervisor ^/V / f~ y s / ^ Date: / / y 
Signature: /jL^ /°/Jo/^% 

Department Head / / / Date: 
Signature: ' / ^ / g Z f r ^ r l 

T H A N K Y O U F O R C C ^ 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 . 
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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 X No If yes, please list all employee names. 

Division: Department: 

For Individual Questionnaires Only: 

Employee Name: O i l m a n Becky L 
(Last) (First) (Middle Initial) 

Current Classification Title: Senior Adminis t ra t ive Ass is tan t 

Division Admin i s t ra t ion Department Fire 

Total Length of Time with organization 2 Years 6 months 

Total Length of Time in Current Position 2 Years 6 months 

Assigned Hours/Week:; from 08:00 t o 17:00 Assigned Days/Week M - F 

Email: beckyo@gjcity.org Work Phone: 244-1467 

Immediate Supervisor: Immediate supervisor reports to: 

Name: John Howard Name: J i m Br ight 

Title: EMS Division Chief Title: Operations Chief 

Work 
Phone 244-1412 

Work 
Phone: 244-1466 

E-mail: johnh @ gj city, org E-mail: jimb@gjcity.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 responsibiUties. This summary helps 
us to quicldy 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 in your 
position? 

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

assistance to users. 

Position: Senior Administrative Assistant 

Summary: Perform a wide variety of responsible and complex administrative functions for the EMS Division of the 
Fire Department as well as instructing/training coworkers in the use of a variety of software programs. 
Currently, the main emphasis of this job is on ambulance transport billing. (It is anticipated that this 
position's job description will change to a more supervisory position in the near future). This position is 
required to have diverse internal and external contacts to independently resolve frequent internal and 
external customer issues. 
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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. 

X I instruct other employees in methods or procedures needed to carry out 
their job (how to carry-out their assigned duties). 3 

X I make work assignments for others. 3 
• I make hiring and hiring pay recommendations. 

n I make hiring and hiring pay decisions. 

• I recommend termination for poor performance. 

X I provide advice to peers that they must consider carefully before making a 
decision. 2 
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 tides 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 

Senior Administrative Assistants 

E M T - I 

Da ta E n t r y Volunteer 

Please indicate the nature of the group supervised and the number supervised 
• F u l l Time OPart-Time [^Seasonal/Temp Ovolunteer DContract 
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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 

Department 
How Often For What Purpose 

Ex: Peers, Subordinates 

E M S Chief Daily 
Go over daily duties and ask or answer any 
questions pertaining to long distance transfers, 
standbys and staffing. 

Battalion Chief Daily 
Coordinate out of town transfers and staff who are 
covering those events. Anange ambulances for 
long distance travel. 

EMS Single Role Part 
Time Employees Daily 

Callbacks to find staffing for any out of town 
transfers, standbys or any other staffing needs. 
Provide information on various office processes. 
Provide instruction for records management 
systems. 

Full Time Fire Department 
Employees Daily 

Call to find staffing for out of town transfers, 
standbys or other staffing needs. Provide 
information on various office processes. Provide 
instruction for records management systems 

Senior Administrative 
Assistants Weekly 

Instruct on correct process for EMS billing. To 
receive help with the data input of the patient care 
reports and the end of the month report 
calculations. 

Finance Department Monthly 

Billing questions pertaining to EMS ambulance 
transports. Track cumulative totals for ambulance 
billing and dispatch billing per Finance 
Department requests. 

E M T - I Month ly Enter Patient Care Reports into system for billing. 

2. Outside your organization: 

Title of Person or 
• Organization 

How Often For What Purpose 

Ex: Vendors, Gen. Public 

St Mary ' s Hospi ta l Daily Obtain patient information necessary for coixect 
billing of patient transports. 

V A Hospi ta l Da i ly 
Verify payment on all V A patients that are 
transported to and from the V A Hospital. 
Independently resolve V A patient related issues. 

Pr idemark Daily 

Send copies of Patient Care Reports and to review 
and resolve patient billing issues. Independently 
resolve dispatch and patient related issues. Check 
monthly bills for accuracy. 

M e s a Coun ty 
Med ica id a n d other 
Coun ty Medica id 

Da i ly Obtain Medicaid approval for Medicaid patient 
transports. 

Hospice Dai ly Obtain Hospice approval for Hospice patient 
transports. 
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St Mary ' s Hosp i t a l 
Discharge planners Weekly Schedule out of town transfers. 

N u r s i n g Homes Weekly 
Obtain necessary forms for accurate Medicare 
billing and required signatures. Check completed 
forms for accuracy. 

C o m m u n i t y Hospi ta l Weekly 
Obtain patient information necessary for correct 
billing of patient transports. 

Doctors ' Offices Weekly Obtain necessary insurance forms to ensure 
accurate and timely billing. 

S tandby Coordinators Occasional ly 
Obtain information needed for the standby event. 
Create contract for these events and obtain 
signatures. 

Loca l Fi re 
Departments Occasional ly Help with their billing problems. 

Genera l Publ ic Weekly Independently resolve billing issues and multiple 
other customer requests. 

Department of Hea l th 
E M S Sect ion Quarter ly 

Check on current Paramedic, EMT and CPR 
certification. 

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) 

Essential Duties Decisions Required Frequency %of 
Time 

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

Articles to include, editorial 
changes, graphics, layouts M 25% 
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Performs inventory spot checks 
and monthly counts of supplies in When to check supplies M 10% 
warehouse. 

M 

Frequency: %of 
Time 

List ot Essential Duties Decisions Required % '€ M = Monthly 
Q = Quarterly 
A = Annually 

O = Occasionally 

Spent 
(Not to 
exceed . 
100%) 

1 

Internal and Externa l customer service 

Provide requested 
informat ion: refer to 
appropriate person or 
agency. 
Independently 
resolve customer 
service related 
issues, Daily 

15% 

2 

Standby Events 

Arrange for adequate 
staffing; ensure 
contracts are 
properly completed 
and signed. Ensure 
that in format ion is 
entered under 
t ra ining calendar for 
Bat ta l ion Chiefs . 
Forward informat ion 
to dispatch. Daily 

10% 

3 

Staf f ing 

Ass is t Bat ta l ion Ch ie f 
i n ensur ing adequate 
staffing. Responsible 
for ca l l backs to staff 
for long distance 
transfers. Daily 

10% 

4 

Da ta Input 

Check each transport 
record for accuracy; 
do necessary 
research to ensure 
accuracy. Daily 

25% 
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5 

Long Dis tance Transfers 

Coordinate p ickup 
time wi th hospi tal 
and Fire Department 
Staff; create invoice 
for patient being 
transported; when 
necessary, ca l l 
insurance company 
for approvals or other 
mformat ion needed 
to b i l l for transport. 
Complete out of town 
package for t ransport 
team; inc lud ing 
copies of paperwork. Daily 

15% 

6 

B i l l i n g (aside f rom Da ta Input) 

Advise b i l l ing 
company of total 
transports. Decide 
what informat ion 
needs to be 
communica ted to 
b i l l ing company for 
accurate bi l l ing; to 
w h o m to refer 
customers to 
properly resolve 
issues; decide what 
paperwork needs to 
be copied to b i l l ing 
company; determine 
what agencies need 
fol low u p payer 
b i l l ing process Daily 

15% 

7 

Reports 

Consolidate, t rack 
and accumulate data 
for end-of-month and 
end-of-year report. 
Ensu re accuracy. 

Monthly/ 

Annually 

8% 

8 
E M S Cert i f icat ion process 

Determine who needs 
to update various 
certifications. Check 
forms for accuracy. Quarterly 

2% 
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4. REQUIRED KNOWLEDGE AND SKILLS. 
This section helps us to understand the types of laiowledge 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 

1,2,4,5,6 Knowledge of HIPAA Regulation and Medicare/Medic aid laws 

1-8 Knowledgeable in MS Office and other software applications 

1-8 Knowledge of basic office procedures, including excellent interpersonal skills 

1,2,3,4,5,7 Knowledge of and support of the teamwork approach to achieve office goals 

1-8 Ability to work quickly and accurately with multiple interruptions (multi-task) 

1-8 Ability to use independent judgment and personal initiative 

1-8 Possession of excellent customer service skills 

1-8 Ability to work independently, without supervision 

2,4,5,6,7 Ability to research, compile, analyze and prepare a variety of reports and documents 

1-8 Ability to establish and maintain effective working relationships with those contacted in the 
course of a work day. 

1-8 Ability to maintain confidentiality on all appropriate issues 

1-8 Ability to communicate effectively with appropriate tact 

1-8 Ability to recognize and understand possible consequences of procedural issues and 
proactively find solutions 

4,6 Knowledge of billing practices and ability to determine allowable charges. 

4,6,7 Ability to complete accuracy check for 500 to 700 Patient Care Reports per month. 

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: 

You 
Need 

r—j 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.) 
X 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 
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x x Other {explain): 
Medicare and Medicaid laws, HIPAA Laws. 

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 

Minimum 
You Have Your Time You Need Time 

Required 
Customer Service 32 years 10 5 years 
Supervisor 10 years 5 3 years 
EMS Billing 16 years 3 1 years 
Administrative 5 Years 5 3 years 

a. What field (s) should training or degree be in? 
Medicare and Medicaid laws, HLPAA Compliance, Customer Service. 

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. 

Certified Ambulance Coder (CAC) also including Medicare, Medicaid and Private Insurance billing codes. 

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

Duty # -"Mr Machines, Tools, Equipment Frequency/Time 
1-8 Computer Daily 

1-8 Copier Daily 

1-8 Fax Machine Daily 

1-8 Telephone Daily 

2,5,6,8 Calculator Daily 

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. Confidentiality: I have frequent conversations with the individuals who require use of independent 
judgment on confidentiality and decisions on what issues can be discussed with others. Additionally, I use 
independent judgment through my knowledge of HIPAA regulations to determine what medical records can 
be release and to whom. 
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2. Billing issues: I independently identify and resolve patient care billing issues. 

3. Staffing: I independently arrange staffing for any standby events, out of town transfers, and 
other staffing needed on very short notice. 

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 
performed? 

How important is the activity in 
accomplishing 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 - Daily (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. 

4 2 Reaching 
objects 

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 0 0 

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. 

5 2 Reaching 
objects 

Kneeling: Bending legs at knee to come to a rest on knee or 
knees. 5 2 Reaching 

objects 
Crouching: Bending the body downward and forward by 
bending leg and spine. 5 2 Reaching 

objects 
Crawling: Moving about on hands and knees or hands and 
feet. 0 0 
Reaching: Extending hand(s) and arm(s) in any direction. 

5 2 Reaching 
objects 

Standing: Particularly for sustained periods of time. 
5 2 

Talking 
with 

customers 
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Walking: Moving about on foot to accomplish tasks, 
particularly for long distances. 2 2 Walking to 

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

1 2 End of 
year boxes 

Pulling: Using upper extremities to exert force in order to 
draw, drag, haul or tug objects in a sustained motion. 1 2 End of year 

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

5 3 
Typing; 

using 
mouse 

Grasping: Applying pressure to an object with the fingers or 
palm. 5 3 P C R 

Contracts 
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. 

3 2 Monthly 
Reports 

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

0 0 0 

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 3 Customer 
service 

Hearing: Perceiving tlie 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 3 Customer 
service 

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 efticiency, 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 3 Customer 
service 

Repetitive Motions: Substantial repetitive movements 
(motions) of the wrists, hands, and/or fingers. 5 3 

Typing, 
calculator, 

mouse 
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. Sedentaiy 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 3 Supplies 

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 2 Supplies 

Medium Work: Exerting up to 50 pounds of force 0 0 0 
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occasionally, and/or up to 20 pounds of force frequently, 
and/or up to 10 pounds of force constantly to move objects. 
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 0 0 

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 0 0 

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 like an old office 
building but only those factors that have to do with tlie job itself. In tills 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. 

I I 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) X • • 
Hazardous materials (chemicals, blood and 
other body fluids, etc.) X • • 
Extreme temperatures • c LZ 
Inadequate lighting U c LZ 
Work space restricts movement • LZ • 
Intense noise • • 
Travel X LZ • 
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 
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I certify that the above statements and responses are accurate and complete to tlie best of my 
laiowledge. 

Signed: 

T O B E COMPLETED 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 in classifying the jobs. If these sections are not complete or are incorrect, 
please fi l l i n the blanks when you review the questionnaire with tlie incumbent. If you 
disagree with any information 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 

N A 
ResponsibiUties w i l l increase signif icantly m i n 2009 to include 
supervisory responsibihties when a l l of our ambulance b i l l i ng 
services w i l l be brought in-house 

2 D u t y Posi t ion provides in format ion to supervisors /management that 
they use i n m a k i n g a decision 

2 Outside Org. Schedules t ra ining c lassroom space w i t h M u s e u m , Credit U n i o n , 
St. Mary 's Hospi ta l , C D O T , etc 

3 Essent ia l 
Dut ies 

Tra in ing: Provides qual i ty assurance t ra in ing to F D personnel a n d 
outside agencies related to documentat ion and bi l l ing practices 

4 Knowledge Knowledge of emergency medica l services s tandard practices, 
federal, state a n d county laws and regulations 

4 Knowledge Med ica l Terminology, medica l coding, medical insurance practices 

5 Decis ion 
M a k i n g 

Contracts; set up and compliance w i t h var ious E M S contracts 
w i th facilities, special events, and organizations 
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Please check the appropriate statement: 

I agree with tlie incumbents' position questionnaire as written. 

I~l 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 the incumbent 
disagrees with these modifications. 

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

Employee Signature: 

Supervisor 
Signature: 

Department 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 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 . 
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I. E M P L O Y E E BACKGROUND: In this section you wil l provide information regai'ding 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 __ No If yes, please list al l employee names. 

Division: Department: 

Employee Name: 

For Individual Questionnaires Only: 

Rice Carol A. 
(Last) (First) (Middle Initial) 

Current Classification Title: Sr. Administrative Assistant 

Division Human Resources Department Administration 

Total Length of Time with organization 8 Years 7 months 

Total Length of Time in Current Position 1 Years 3 months 

Assigned Hours/Week:; from 8:30 a.m. t o 5:30 p.m. Assigned Days/Week M - F 

Email: carolr@gjcity.org Work Phone: 970-256-4081 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Laura Conant Name: Claudia Hazelhurst 

Title: Asst. Human Resources Mana£ l&x Title: Human Resources Manager 

Work 
Phone 970-244-1553 

Work 
Phone: 970-244-1552 

E-mail: laurac @ gj city. org E-mail: claudiah@gjcity.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 quicldy 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 accomplish in your 
position? 

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

assistance to users. 

Provide a wide variety of administrative and technical support for the Human Resources Division, primarily 
assisting the Asst. Human Resources Manager and the two Human Resources Analysts. 
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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). 2 

Ex] I make work assignments for others. 1 
• 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. 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 

H u m a n Resource Ana lys t s 

Administrative Assistant 

Administrative Clerk 

Part-time File Clerk 

Please indicate the nature of the group supervised and the number supervised 
• F u l l Time • P a r t - T i m e ^Seasonal /Temp 1 • v o l u n t e e r [~1 Contract 
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c. Describe with whom, or with what departments/organizations, you have regular contact. 

X. Inside your organization (other City Departments): 
; Title of Person or 

Department ; 

How Often . For What Purpose 

Ex: Peers, Subordinates 
Clerical S t a f f - A l l Daily Provide information, Collect Information 
Professional/Technica -
Various departments Daily Coordinate Projects 

Managers/Supervisors Daily Discuss recruitment procedures, details, ads, etc. 
Records Mgmt. 
Committee Monthly Discuss/solve records retention issues. 

General Employees Daily Answer questions, give direction, information. 

2. Outside your organization: 

y Title Of Person or 
Organization 

How Oiten : ;

 ; : For What Purpose 

Ex: Vendors, Gen. Public 
Newspapers Weekly Placing ads for recruitment. 
Various websites Weekly Placing ads for recruitment. 
General Public Daily Provide information about the City's jobs, etc. 
Other Employers Yearly Salary survey information - give/receive. 
Applicants Daily Provide hiring information. 

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) 
Page 6 of 17 Fox Lawson & Associates, LLC 



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 oi Essential Duties Decisions Required 

Frequency: 
D = Daily 

W = Weekly 
M = Monthly 
Q = Quarterly 

<-~>e=Â =-Ann 1 Y^y—j^-

%of 
Time 
Spent 
(Not to 

1 Provide admin, support to Asst. Mgr., Analysts Dally 

exceed 
100%) 

15 

2 Prepare and post job bulletins on City website. What to include in 
bulletin. Daily 10 

3 
Place job ads in publications and websites. 

Where to advertise; what 
type of information to 
include. Weekly 

5 

4 Maintain Jobs Page on City Website. When to add and when to 
remove bulletins. Weekly 5 

5 Assist with assessement centers/interviews. Monthly 5 

6 

Coordinate Seasonal Hiring 

When to begin 
advertising; where to 
advertise; when to hold 
training for supervisors; 
what to include in 
training. Annually 

5 

7 Complete salary surveys Occasionally 5 

8 Complete quarterly turnover report. Quarterly 5 

9 

Coordinate records retention for division 

Where to find additional 
filing space; how to better 
utilize the space we have; 
what should be archived 
and what is not required. Annually 

5 

10 Administer testing for recruitment: 911, Police... Monthly 5 

11 
Draft job descriptions. 

Content of job 
descriptions - what should 
be included.. Occasionally 

5 

12 

Provide clerical support for United Way 

Who should receive 
information (supervisors). 
When to get final 
numbers to those who 
need the information. Annually 

5 
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13 Track Performance Evaluations Dally 5 

14 
Create tillable forms in Dreamweaver 

What documents to make 
into tillable forms; how to 
setup the forms. Occasionally 

5 

15 Supervise File Clerk When/what tasks to 
assign. Daily 5 

16 
Backup to front desk and Risk Management 

What information to be 
given out; who sould 
people be referred to for 
correct answers/direction. Daily 

5 

17 Create Personnel Action forms and enter new 
seasonals into Payroll system. Weekly 5 

18 Provide Notary services. Appropriate use of notary. Weekly 

19 Prepare HR updates for City Lights. What should be included 
in updates. Monthly 

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 . , • ..... • .. ... , ;:: 

1,5,6,9,16 

Knowledge of modern office procedures, methods and equipment including computers and 
supporting software applications; city structure & services; city-wide policies & procedures; 
and basic state and federal employment law. Knowledge of business letter and report writing. 
Principles and procedures of records management. 

2,1,3,10,14 Working knowledge of positions within the City. Proficient knowledge of Microsoft Word, 
Excel, Dreamweaver, and the City's finance and HR software. 

3 Knowledge of media, advertising agencies on the web as well as newspapers and publications. 

2,4 Working knowledge of Dreamweaver for maintaining jobs page on the City websites. 

1,5. Good understanding of assessment center procedures. 

1,5,6,9,16 Public Relations/Customer Service Skills and Practices. 

1,5,6,9,16 Good communication skills, both orally and in writing; English, spelling, grammar and 
punctuation usage. 

7,8 Research and compile data from various sources for preparation of reports. 

1,6,10,16 Maintain highest degree of confidentiality. 

A l l Work independently with little supervision. 

1,6,9,11,16 Keep abreast of changes to HR programs, policies & procedures & employment law as needed. 
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A l l Ability to multi-task and prioritize work load. 

1,2,3,4,6,9,15 Good use of independent judgement; make informed decisions when required. 

7,8,12,17 Basic mathematical principles. 

3,5,7,10,12,16 Effectively represent the City to outside individuals and agencies. 

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): 

You 
Have 

• 
You 
Need 

• 
• 
• 
• 

• 
• 
• 

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 

Admin inistrative Assistant 

Your Time You Need 

27 years Administrative Assistant 

Minimum 
Time 

Required 
_4 years 

Human Resource Background 15 years Human Resource Background years 
years years 

a. What field (s) should training or degree be in? 
Equivalent to completion of the twelfth grade supplemented by specialized training in business 
administration and computer science, or a related field. 
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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. 

Colorado Notary Public Commission 
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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 ••.. . i Frequency/Time 
1 thru 17 Computer and necessary software applications. Daily ~ 60% 

1 thru 17 Telephone System Daily - 25% 

1,5,7,8,11 Copier Daily - 5% 

1 thru 17 Printer Daily - 10% 

9, 16 Microfiche Weekly - 1% 

1 thru 17 Fax Machine Weekly - 2% 

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. To draft and place advertisements for open positions within the City requires making decisions of where 
and how to advertise those positions. 

2. Making the decision to approve or disapprove a candidate in view of questionable background results. 

3. As coordinator for Records Retention for the Division/Department, I make judgments as to the retention, 
destruction, and records keeping process used. 

Page 11 of 17 Fox Lawson & Associates, LLC 



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 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 How important is the activity in accomplishing 
activity 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 - Daily (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 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. 

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 full use of the lower 
extremities and back muscles. 

0—Never Select 

Kneeling: Bending legs at knee to 
come to a rest on knee or knees. 0—Never Select 
Crouching: Bending tlie body 
downward and forward by bending 
leg and spine. 

0-Never Select 
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Crawling: Moving about on hands 
and knees or hands and feet. 0-Never Select 
Reaching: Extending hand(s) and 
arm(s) in any direction. O-Never Select 
Standing: Particularly for sustained 
periods of time. 0-Never Select 
Walking: Moving about on foot to 
accomplish tasks, particularly for 
long distances. 

0—Never Select 

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

0-Never Select 

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

0-Never Select 

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

0—Never Select 

Grasping: Applying pressure to an 
object with the fingers or palm. 0-Never Select 
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 Select 

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

0--Never 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. 

5 -Dai ly 2—Very Important 1,5,6,10,16 

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 -Da i ly 2—Very Important 1,5,6,10,16 

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 

5 -Dai ly 3—Extremely Important A l l 
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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). 
Repetitive Motions: Substantial 
repetitive movements (motions) of the 
wrists, hands, and/or fingers. 

5 -Da i ly 3—Extremely Important A l l 

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 -Dai ly 2—Very Important 1,2,3,4,7,8,11,12,13,14,17 

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 1—Somewhat Important 1,5,9 

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 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. 

0—Never Select 

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 obiects. 

0-Never Select 
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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 like 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. 

Does Not Apply 

Condition 
Less than 25% 

of the time 
25-50% of the 

time 
More than 50% 

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 lighting • • 
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: ^dhJW 0( • A MA, Date: /& - / j " Orf~ 
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T O B E COMPLETED 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 JAQ. Simply check the areas identified with arrows for accuracy as these are 
tlie most important i n classifying the jobs. If these sections are not complete or are incorrect, 
please fill In the blanks when you review the questionnaire with tlie incumbent. If you 
disagree with any information provided or believe some information 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 

TX,3, 
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Please check the appropriate statement: 

I agree with the incumbents' position questionnaire as written. 

0 The above modifications have been discussed with the incumbent, and the incumbent 
agrees with these modifications. 

f~| The above modifications have been discussed with the incumbent, and the incumbent 
disagrees with these modifications. 

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

Employee Signature: Date: 

Department Head \j ' f ) V / Date: 
Signature: \J^lAjhA^,A\y{lM 1 I H "3 

T H A N K Y O U F O R C O M P L E T I N G U M 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 BACKGROUND: In this section you wil l provide information regarding your 
name, current job title, your immediate supervisor, etc. This wi l l help us make sure we refer to 
the correct job throughout the study. 

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

Division: Department: 

Employee Name: 

For Individual Questionnaires Only: 

Church Christine n/a 
(Last) (First) (Middle Initial) 

Current Classification Title: Sr. Administrative Assistant 

Division S ervices Department Police 

Total Length of Time with organization 12 Years months 

Total Length of Time in Current Position 12 Years months 

Assigned Hours/Week:; from 8:00 t o 5:00 Assigned Days/Week Mon-Fri 

Email: chrisc@gjcity.org Work Phone: 244-3561 

Immediate Supervisor: Immediate supervisor reports to: 

Name: Troy S m i t h Name: B i l l Gardner 

Title: Deputy Chief Title: Police Chief 

Work 
Phone 244-3563 

Work 
Phone: 244-3565 

E-mail: troys@gjcity.org E-mail: billg@gjcity.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 accomplish in your 
position? 

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

assistance to users. 

I support the deputy chief, and the services division personnel, and backup to the police chief by taking 
responsibility of administrative detail on projects, coordinate work flow, take initiative to keep projects on 
schedule and assist in confidential/sensitive information. I am the primary contact for the services divison 
(approximately 19 people) for internal and external customers; providing assistance/information, screen calls, 
scheduling of calendars. I coordinate and maintain the budget for the public safety facility project, prepare 
performance reports and pay the bills for the project. Create and maintain paper and electronic record 
keeping for the division and for the public safety faciltiy project. 
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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, 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 cariy 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 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 

Please indicate the nature of the group supervised and the number supervised 
• F u l l Time • P a r t - T i m e •Seasona l /Temp •Vo lunteer • C o n t r a c t 
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c. Describe with whom, or with what departments/organizations, you have regulai- contact. 

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

Department 
How Often For What Purpose 

Ex: Peers, Subordinates 

Fire Chief & 
personnel W E E K L Y 

schedule meetings, w o r k i n g closely on 
projects, informat ion coordinator 

C i ty H a l l F inance W E E K L Y 

account ing & budget related items; 
publ ic safety faciltiy budget 

Ci ty H a l l H R W E E K L Y Personnel files & routine duties 

P W & Engineer ing DAILY 

PUBLIC S A F E T Y F A C I L T I Y P R O J E C T , 
B I L L I N G , P R O J E C T UPDATE, W E E K L Y 
M E E T I N G S , C O O R D I N A T E I N F O R M A T I O N 

911 Center W E E K L Y 
T R A N S F E R R I N G C A L L S & P R O V I D E B A C K U P 
S U P P O R T F O R T H E A D M I N A S S I S T A N T 

co-workers D A I L Y 
R O U T I N E D U T I E S , B A C K U P S U P P O R T , 
S H A R I N G O F R E S P O N S I B I L I T I E S 

2. Outside your organization: 

Title of Person or 
Organization 

How Often For What Purpose 

Ex: Vendors, Gen. Public 

L a w enforcement 
agencies M O N T L Y S C H E D U L E M E E T I N G S , O B T A I N I N G I N F O . 

Archi tec tu ra l f i rms W E E K L Y P R O J E C T W O R K 

Contractors W E E K L Y P R O J E C T W O R K 

C i t i z e n s / P u b l i c D A I L Y 
R O U T I N E C A L L S , A N W E R I N G Q U E S T I O N S , 
S C H E D U L E M E E T I N G S 

Vendors W E E K L Y project work 

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. 
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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 tiying 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 Suppor t the deputy chief of services by 
relieving h i m of adminstrat ive duties. 
Coordinate and schedule 
appointments/meet ings on his calendar. 

Handle in ternal and external inquires or 
redirect to appropriate staff. Ass i s t i n 
confident ial /sensi t ive informat ion. 

Setup t icker files to ensure deadlines are 
met. 

Prepare travel arrangements, tr ip file, 
a n d complete expense report. 

I a m the p r imary contact person for the 
services d iv is ion for in ternal and 
external customers providing assistance 
a n d delegating to appropriate staff w h e n 
necessary. 

Heavy schedul ing of mul t ip le calendars 
for the divis ion personnel,for the publ ic 
safety facil t iy personnel, consultants, 
a n d contractors. 

Ability to manage and 
multi-task on various 
projects with numerous 
interruptions; flexibility to 
change jobs priorities. 

In the absents of the 
deputy chief I use 
problem solving ability to 
make decisions. 

Apply computer 
knowledge to daily tasks. 

Prioritize duties to be able 
to make deadlines. 

Ability to analyze work 
flow process. 

Daily 

30 

2 Provide backup support to the police 
chief by schedul ing meetings, ma in ta in 
h i s calendar and review emails to ensure 
deadlines are met. 

Handle inquires or redirect to 
appropriate staff. Ass i s t i n 
confident ial /sensi t ive informat ion. 

P l a n and schedule events for the chief 
a n d / o r department. Coordinate the 
location, schedul ing of personnel, and 
interface w i t h vendors. 

U s i n g judgment and 
knowledge of policies 
to make decisions 
and prioritize duties 
and handle 
confident ial 
informat ion. 

Dally 

10 
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3 P lan meetings for the pub l ic safety 
facil i ty w i t h police and fire staff, city 
staff, architects, and contractors. 
Schedule personnel, compile 
in format ion for the meetings, and take 
minutes . At tend meetings, provide 
feedback, and participate i n the 
preparat ion of the work p lan . 

I coordinate and main ta in the budget for 
the entire project, request purchase 
requisi t ions, and submit payment of 
bi l ls , a n d prepare monthly performance 
reports. 

Prepare travel arrangements, t r ip hie, 
and expense reports for 
consul tants /contractors on the project. 

Manage paper and electronic 
informat ion storage a n d retrieval of a l l 
correspondence, programming, and 
designs. 

Created a n his tor ical book for the 
project that w i l l be cont inously updated 
throughout the project. 

Mul t i - t a sk ing ski l l s 
used i n coordinat ing 
var ious meetings to 
meet deadlines. 

Collect, compile, and 
t rack informat ion 
and decide what 
informat ion to purge. 

Abi l i ty to photograph 
and compile data 
us ing graphic 
software to produce 
photo book. 

Daily 
30 

4 

Designed the ID cards for 
implementat ion to a l l city employees. 
Th i s i s a continous process of updat ing 
the database. Schedule employee's 
photo session, enter photos a n d 
employee data into database and pr in t 
ID cards. Update equipment to meet 
technology needs. 

Decid ing on the 
photos a n d content 
and images used. 

Knowledge of 
software to be able to 
manipula te photos 
for a professional 
look. 

Organiz ing ski l l s to 
ma in ta in photos and 
data. 

Monthly-

in 
5 

5 Serve as l ia i son between the police 
department and city staff, citizens, l aw 
enforcement agencies, and 
vendors/contractors and provide 
assistance as appropriate. 

Communica t i on 
sk i l l s to interact w i t h 
others and to b u i l d 
relat ionships w i t h 
in ternal /external 
personnel and the 
communi ty . 

Dally 
5 
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6 
Collect informat ion and design 
presentations us ing desktop software. 

Knowledge of desktop 
software and graphic 
software to be able to 
produce 
presentations. Collect 
da ta to produce 
layout. 

Monthly 
5 

7 Coordinate documentat ion preparat ion 
for meetings, handle electronic record 
keeping for various meetings and 
projects w i th in the services divis ion. 

Organizing sk i l l s and 
computer sk i l l s . 
Gather data, type 
minutes and create 
folders to organize. 

Daily 5 

8 
Arrange travel for in te rna l employees 
a n d external contractors. Prepare tr ip 
file and complete expense report. 

Abi l i ty to search 
internet and to book 
needed travel plans . 
Accon t ing sk i l l s to 
produce expense 
reports. 

Monthly 5 

9 Provide support to other personnel 
w i t h i n division and department by 
main ta in ing mult iple calendars, 
arranging trip cars, directing calls, and 
provide informat ion as needed. Provide 
help w i t h in ternal and external 
customers wi th the shooting range 
schedule. 

Ability to build 
relationships with staff, 
have problem solving 
skills to provide help 
where needed. 

Daily 5 

10 Answer a d m i n phone calls, sort and 
distr ibute mai l , and process other 
miscel lenous office dutes. Update 
confident ia l phone l is ts and main ta in 
voicemai l numbers . Help personnel w i t h 
software and equipment w h e n needed. 
Notarize documents. 

Abi l i ty to use mu l t i ­
l ine phone a n d 
communica t ion sk i l l s 
to provide help. 

Daily 
5 

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 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, framing 
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 

1-10 Knowledge of systems and policies personalities and preferences. Ability to manage/organize, 
flexbility to multi-task on demand and can work independently. Can analyze situations and act 
accordingly and use judgment to make quick decisions. Project management training and work 
experience provides me with the skills to complete a job on time. I possess proper phone 
etiquette, department philosophy and compassion to help others. Computer and software 
knowledge is essential in daily duties. I have my notary commission to be able to notarize 
documents. Knowledge of the budget process and have worked closely over the last 12 years 
with the budget commander in making recommendations and preparing reports and will apply 
this knowledge on the public safety facility budget that I am maintaining. 

1-10 Experience with working with vendors on various functions and events. Can relate to vendors 
requests and know what kinds of questions to ask. Coordinate timeframes and customers so 
deadlines are met. 

1-10 Training in desktop publishing and graphic software and designing and layout experience. 
Knowledge with compiling data, analyzing designs to produce presentations. 
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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): 
Project manage training is helpful, ability to design presentations, brochures, 
etc., and customer service trianing would also be helpful. Possessing multi­
tasking skills is a must for today's admin. 

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 

Minimum 
You Have Your Time You Need Time 

Required 

Admmist ra t ive support, 
organizational ski l l s 

15 years 4 4 years 

Technic ia l and project 
managements ski l l s 

22 years years 

Des ign and layout t ra ining 14 years years 

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. 

Notary commission 
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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 

1-10 computer & printers a l l day 

1-10 Copier & fax al l day 

1-10 Mul t i - l ine phone al l day 

1-10 Calcula tor / a d d i n g machine often 

1-10 Ce l l phone often 

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. When demands are made on top management's schedules I need to make decisions, including what 
appointments can be flexible to move around to allow for changes. 

2. When calls come in from citizens I need to know how to handle the call. Knowledge of policies and 
procedure help in some circumstances and how to answer or redirect calls if necessary. Some calls are 
very sensitive and confidential and require me to be aware of the ciztien's needs. Also citizens routinely 
stop in to see the Chief or Commander who are angry or frustrated and need to be handled with 
sensitively and compassion regardles of their issues. 

3. Using judgement with priortizing work load, know what needs to be done first and how to manage 
my time in meeting deadlines. 
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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 - Daily (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 -Dai ly 1—Somewhat Important 1 - 10 

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. 

5 -Dai ly 1—Somewhat Important 1-10 

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. 0-Never 0—Not Important 

Standing: Particularly for sustained periods of 
time. 5 -Dai ly 1—Somewhat Important 1-10 

Walking: Moving about on foot to accomplish 
tasks, particularly for long distances. 5 -Dai ly 1—Somewhat Important 1 - 10 

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 0—Never 0—Not 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~Daily 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. 

4-Weekly 1—Somewhat Important 1-10 

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 1-10 

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 -Da i ly 3—Extremely Important 1 -10 

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). 

0—Never 0—Not Important 

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 l 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. 

4-Weekly 1—Somewhat Important 1 -10 
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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 like 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. 

I I 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) • • x 

Hazardous materials (chemicals, blood and 
other body fluids, etc.) • • • 
Extreme temperatures • • • 
Inadequate lighting • • • 
Work space restricts movement • • • 
Intense noise • • • 
Travel • EE] c 
Environmental (disruptive people, imminent • • M 
danger, threatening environment) • • [XJ 

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

It's hard to explain in these duties the need for time sensitive deadlines that may be needed on 
a daily routine. To be aware of the needs of the community especially during sensitive 
circumstances. 
I belong to a professional organization for administrative professionals which gives me the 
skills, networking, and resources to keep up with technology and office procedures. 

E M P L O Y E E CERTIFICATION 
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I certify that the above statements and responses are accurate and complete to the best of my 
knowledge. 

Signed: Date: - ga-o^> 

T O B E COMPLETED 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 JAQ. 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 fi l l i n the blanks when you review the questionnaire with the incumbent. If you 
disagree with any information provided or believe some information 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 

1 - 1 0 This position requires superior planning and organizing skills-

skills prerequisitie to the project management. As the primary 

support person for services division - which covers all facility, 

technology, and budgetary functions - this position demands 

understanding of large goals and managerial implementation 

expertise. 

Overall this position requires judgement concerning top priorities 

and supporting those requirements i n a complex management 

setting. 
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Please check^e appropriate statement: 

I agree^vrtfi the incumbents' position questionnaire as written. 

__ The above modifications have been discussed with the incumbent, and the incumbent 
agrees with these modincations. 

__ The above modifications have been discussed with the incumbent, and the incumbent 
disagrees with these modifications. 

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

T H A N K Y O U F O R C O M P L F m 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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