JOB ANALYSIS QUESTEGNAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? IE/Yes g No | Ifyes, please list all employee names.

Division: Public Works Department: Persigo

For Individual Questionnaires Only:

Employee Name: Bowman Craig E.
{Last) {Firsy) (Middle Initial)

Current Classification Title: Equipment Operator
’I_Jivision Public works Department  Presigo Wastewater Plant
Total Lenggl (!)f Time with organization 6 Years 3 months
Total Length of Time in Current i’ositign 5 Years months
Assigned Hours/Week:; from 7:00t (; 3:30 Assigned Days/Week (5) Mon-Fri,
Email: Work Phone: 250-4161

Immediate Supgrvisor: Immediate supervisor reports to:
Name: Larry Brown Name: Dan Tonello
Title: Maint. Supv., Title: Wastewater Serv. Supt.
Wosk a Work
P]‘%@'ﬂ@ 256-4168 Phone: 256-4164
B-rmall T-mail:
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CITY OF GRAND JUNCTION
JOB ANALYSIS QUESTIONAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study, i

Is this a group questionnaire? M Yes [% No |[Ifyes, please list all employce names.

Division: P\{O& ,!Q I 1"(,{ (/( ) Q\FE X Department: W&y 5 3, o LEJ (,QJ . ﬁ)

For Individual Questionnaires Only;

-7 ! -
Employee Name: ﬁ[:u,u Hes p hillio ,
{Last (Firsp " ] (Middle Initial)

Current Classification Title: cr ) “f ey )

.~ . pé’»"‘é‘?ﬁ@/ Lo lat- IOJMJ\
Division pw“ V(o bL)mec Department U‘ﬁ / i‘}?@: H
Total .ﬁ,enggh of Time with organization Years . % months
Total Length of Time in Current Position . Years 9’ months

Assigned Hours/Week:; from 7,00 to .2, 30 V;’ M, Assigned Days/Week /M- E

Email; Work Phone: L S(, = 4 | ;63 1

N Immediate Supervisor: ' Immediate supervisor reporis to:
Name: J(;:?,-Plﬁj/ J!?'V’@ Wt ___Name: Déu\ Ton éf.t/ [D"/
zte: st v Mad Cenaings i\l irmite: | Uy &c‘/ﬁ%@\"‘~g‘>‘f\f5rﬁ”,‘i‘Q\kt\’ﬁé?tvl:}{h,.luj‘@;\f .
oo Sy - ALGf vtwne: 51~ A1/

N j < i
l';il];&;_‘f O %"g?}

&

YR

N 4 oo PO 4 : . \ o -jﬂ A 4
,L_MMLQ il (512_5/ ,ggr%u LA Bt C}g& b7 ) 4
f A (‘/’i J ! j

Page 3 of 15 Pone Tmweon & Asyovinies, L0




{l. 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.

Equipment Operator

To clean and maintain the sewer system and non potable fluid carrying lines within the 201 Sewer
Distriet(i.e.Irrigation,Storm. ). Also responcible for using all equipment at our disposal to prevent

spills or leaks which would constutite a public health crisis.

By using our equipment and knowledge to set-up in a safe and effective manner, we elliviate the
possibility of such an occurance.
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2. SUPERVISION 8& ORGANIZATIONAL RELATIONSHIPS.

a. The chart below asks for your specific supervisory responsibilities. If a duly statement applies to
yvou, 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.

X

1 do not offlcially 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).

(1) on-call

I make work assignments for others,

I make hiring and hiring pay recommendations.

I make hiring and hiring pay decisions.

I recommend fermination 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.

X |\ O|O000 X000

reg. work
day/on-call

- 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 tifles: (1)

your coworkers, employees you work with and who also report directly to your supervisor; and, (2)

“your subodrdinates, 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 vour subordinate supervisors.

YOUR COWOREKERS' JOB TITLES YOUR DIRECT REPORTS' JOB TITLES

1.Wastewater Setwjces Supt.

2.Mainten§xg\e Super\\?‘i\@r

3.Specialty Equipment Operator

4 Equipment Operator

Listed in order of chain of command

Please indicate the nature of the group supervised and the number supervised
[ [Full Time [ JPart-Time [ Iseasonal/Temp [ velunteer

)

4]

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

1. Enside your organization (other City Departments)'
CoopDepattinent ' :
Ex: Peers, Subordinates
Tom Magee/Sfreets Dept. | Frequently On Irrigation and Storm related jobs
Street Dept. Employees Frequently Storm andvarious emergency calls
911 Dispatch Frequently Sewer back-ups,Storm calls Various others
Engineering Dept. Occasionally Sﬁﬁ{;tractor follow-up,Cleaning, locates,Various
Fire Dept. Occasionally Surpp problems,911 calls,Storm issues, Auto
accidents
Parks Dept. Occasionally Clearing back-ups,sumps,feed lines,irrigation

2. Outside your organization:

Ex: Vendors, Gen. Public

Follow-up on calls,Problem solvingon customer

General Public Daily :
issues
Fru.ltvz}le/Ollrchgrd Mesa Frequently Sewer calls/On-call
sanitation district
Centrql Grand Valley Occasionally Sewer calls/On-call
San.Dist
Orchard Mesa Irrigation Frequently Drainage calls
General Contractors Occaisionally Clean outs,Locates,Various reasons

P Y T

3. ESSENTIAL DUTIES.

The list of essential duties helps us fo 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 reporf(s) you may prepare. Also, please use acfion 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 Reﬁuired: 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, @ = quarterly, A
= annually, or O = occasionally,

Pexcent 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
pércentages of all duties should equal 100% over a one year period of time,
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Attach additional sheeis if necessary.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)

Essential Duties

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

Performs inventory spot checks
and morithly counts of supplies in | When to checilc supplies M 10%
warehouse.

Articles to include, editorial

{¢)
changes, graphics, layouts M 25%

o . Numerous (proper
1 Clean and maintain sewer lines equip.) (prop Daily 50%
2 Remove debris from sewer system i‘%gggﬁo(‘gl?e and Daily 5%
3 Numerous (Proper
Clean storm lines and remove debris equip,type and safest 5%
removal) Weekly
4 T Numerous (Set-ups and
Handle daily sewer back-up calls handling customer 5%
] ' contacts) Daily
5 Clean irrigation lines /fremove d‘ebri's i\;ui:;r?ds g;:;; i];r?;;gl) Daily 10%
6 Prepare traffic set-ups for daily maintainence E;Iunerous (?repale sel-up o
work or appropriate traffic ) 10%
density Daily
7 Maintain daily workorders on Numerous (General 50
computer/paperwork computer skills) Daily °
Ng\q ) Customer, contacts on daily galls Si‘;?%?ﬁ iiiglgslﬁtl;ees;?e) Daily S A I
9 Numerous (How best to
Assist T.V. operator on inspections help accomplishing task 5%
at hand) Daily
5 Numerous (From set-
m‘Sp_@eﬁéTPn@eetﬁﬁgmﬁgjﬁ’g“Dem\HJ,!.-t Toeq -i-p-ﬂe’ééed DTN B S I |
depending on job) Weekly™ -
11 Numerous (Preparation of
-| Maintain Equipment for service (Vactor truck,Ect | vehicle and equip for safe 5%
operation) Daily
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4. REQUIRED KNOWLEDGE AND SKILLS.

)
o

12 s Numerous (Decide how n
Assié\‘@/li}‘t\stmmg fooded” S~ N\ o Testablish-operatioh fira- ﬂm\r—/‘\v B
safe fashion) Monthly
13 Very Numerous {(From
— . how tg restablish lift
m_ .
W@@WW weeks) mw/ e
emergency sewer back-
ups) Monthly
Kee Wﬁt@v PIMW =
i\ L s
\&A\Eéglﬁl Ertifications. S certifieation requireme;;\“MM
}5»- Communicative (How to
. Communicate problems to supv.as needed diffuse 1nformat19n up 2%
7 N zi Z} and down the chain of
70 -:#}'7 command) Daily
}g’ Numerous (When
_ | Identify problems with GIS/GBA (report) problems found help find 1%
/ o =7 solutions) Daily
/W Numerous (Filling in
| Fill in ground plant as needed (utility person) other R({SlthI‘lS’,SF mi-
] } _ unfamiliar decisions
0 -#t @/ made) Monthly
1
iﬁ@M&de /—\T/ e
Quarterly
/ﬂﬁi‘/ Neglegiable (Use
i | | Locate lost manholes and clevate as needed appropri a_te soureesto | h
-—,\!:‘i M&() find missing and covered
70 FF / manholes) Monthly

This section helps us to understand fhie 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.

HKnowledge:

and/or education and can be measured through testing.

refers to the possession of concepts and information gained through experience, training

Bkills: 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.

Cleaning Proper operation of sewer trucks,equipment,and practices
Knowledge of L )

Siructures Knowledge of geographic area, and structures
Computer

Documentation

Working knowledge of Computers
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‘| Truck Regular

Mainizinence Minimum knowledge for CDL Exam (or posession)

Collections

) . Ability to secure Colorado State Collections licence
Certifications

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

] O Less than High School Diploma or equivalent (G.E.D.) (ability to read, write,
. - : and follow directions)

] X High School Diploma or equivalent (G.E.D.)

] P4 Up to one year of specialized or technical training beyond high school

1 Associate degree (A.S., A.A.) or two-year technical certificate

| L] Bachelor's degree

n [ Other (explain):

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

Minimum
You Have Your Time You Need Time
Required
College Degree 2 years High School Diploma/GED 2 years
, years Related or Specialized years
Equipment Operator 15 Training ﬁ /2/
C.D.L.(class A licence[ M.N.T.]) 17 years C.D.L.(class B licence) ’ years

a. What field (s} should training or degree be in?
Wastewater or Collections, Related field

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.

Class A Comercial Drivers Licence (M.N.T. Classifications)
Class 4 Coloralo Collections Operator Licence

Class1 Colopado Wastrwater Certification

Colorado Sforiy Water Inspectior (D.O.T.)
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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.

T T Frequency/Time
Sev&.fer Vactor high pressure jettmg truck, Panasonic/ }aptop Daily 5 /
Jetting computer,various safety equipand small hand tools 5
Sewer . . . . )

Tetting Shovels ,picks,metal detectors,root cutting equip.,tap cutting equip | As Needed / L)_ éT Z’
Vactor International Vacumme jetter combination truck, Various
On-Call pumps and generators(stationary and portable), Monthly / /0 /c?

On-Call International Liftstation truck and various equipment assigned to it | monthly / /ﬁ; Z;

Various Equipment around Presigo plant site from Dump trucks to .
Plant Assist | tractors.From Commercial Mowers to stationary and portable Quarterly %’ é
power tools and hand tools. -

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. We pull up on a section of regular maintainerice to be done and have to decide how to setup traffic
control for our protection and that of the motoring public.

2. Upon dispatch to a sewer back-up we must decide where the blockage is located,in what structure,and
how best to use the equipment available to clear debris.A.S.A.P

3. On call we are dispatched by 911 to an address -en-Oréiiard-Mesa. We must first decide how to clear the
blockage (What equipment is necessary.)Or if structural failure is indicated. We are thus required fo minimize
damage until proper support personel can be on site.
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IV: AMERICANS WITH DISABILITIES ACT 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 Disahilities 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 0 - Not Important
1 - Annually 1 - Somewhat Important
2 — Quarterly (at least 3 per 2 — Very Important
year)
3 — Monthly (at least 8 per 3 - Extremely Important
year)
4 — Weekly (at least 3 per
month)
5 - Daily (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 In an? out of
hands” ahd ‘arms. Body agility is e B truck,over
emphasized. This factor is important if the 5--Daily 2--Very Important obstructions,up
amount and kind of climbing required hills ,in ditches
exceeds that required for ordinary

locomotion. .

Balancing: Maintaining body equilibrium to
prevent falling when walking, standing or

crouching on narrow, slippery or erratically . Walking on un-
moving surfaces, This factor is important if {| 5--Daily 2--Very Important even
the amount and kind of balancing exceeds surfaces(slick)

that needed for ordinary locometion and
maintenance of body equilibrium.

Stooping:  Bending body downward and

forward by bending spine at the waist. This Bending to free
factor is important if it occurs to a| B5--Daily 2--Very Important basins and
considerable degree and requires full use of manhole Hds
the lower extremities and back muscles.
Kneeling: Bending legs at knee to come to _ Exatmineing
a rest on knee or knees. 5--Daily 2--Very Important manholes
Crouching: Bending the body downward , Cleaning and
and forward by bending leg and spine. 5--Daily 2--Very Important rinsing manholes
€rawling: Moving about on hands and Getting in and out
knees or hands and feet. 4--Weekly | 1--Somewhat Important of irrigation

_ I S o ditches
Reaching: fuxdending hand(s) and arm(s) in | 5--Dally | 3--Extremely mportant fnand out of
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any direction.

truck,Placement of

hose

Standing: Particularly for sustained In all
periods of time, 5--Daily | 3--Extremely Important | operations, Waiting

for wave-off.
Walking: Moving about on foot to Walking to and
af:complish tasks, particularly for long | g5 _paity 3--Extremely Important from set-up
distances. manholes
Pushing: Using upper extremities to press :
against something with steady force in order 5--Daily 2--Very lmportant Pusl.nng ma.mhole
to thrust forward, downward or outward. Jids to side
Pulling: Using upper extremities to exert ino i
force in order to draw, drag, haul or tug| b--Daily | 3--Extremely Important Pul{l;ngjetteri?ose
objects in a sustained motion. to free stuck hose
Fingering: Picking, pinching, typing or c "
otherwise working, primarily with fingers omputer wor
rather than with tghe 13avhole gand or arn% as 4--Weekly 2--Very Important ,Minor repairs
in handling,
Grasping: Applying pressure to an object Grasping tools and
with thegﬁ ng efé) 3’1} p%llgl. ) 5--Daily | 3--Extremely Important é)qui%)ment
Lifting: Raising objects from a lower to a
higher position or 1moving objects . .
horizontally from position-to-position. This Lifting equipmant
factor is important if it occurs to be a| b--Daily | 3--Extremely Important from
considerable degree and requires the truck.(i.e.Cones)
substantial use of the upper extremities and
back muscles.
Feeling: Perceiving attributes of objects, - . ¢
such as size, shape, temperature or texture oves 10 preven
by touching the skin, particularly that of 0--Never 0--Not Important contamination
-fingertips.
Talking: Expressing or exchanging ideas by L
means of the spoken work. Those activities Communication
in which’ they must convey detailed or | 5--Daily | 3--Extremely Important | between Depis.
important spoken instructions' to other and Supervisor
workers accurately, loudly, or quickly.
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 Used 1t
correction. Ability to receive detailéd sed to tell how
information through oral communication, 5_——Daily 2--Very Important projects progress
and to make fine discriminations in sound,
such as when making fine adjustments on
machined parts,
Seeing: The ability to perceive the nature of
objects by the eye. Seeing is importatit for
hazardous jobs where defectivé 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 To tell how
demands on the eyes by moving machinery 5--Dalily 3--Extremely Important equipment is
and other objecis are also considered running
important. Other important factors of

seeing are acuity [(near and far), depth
perception  ({three dimensional vision),
accommpodation (adjusiment of lens of eye to
‘bring an object info sharp focus), field of
i vision (area thal can be seen up and down

Page 13 of 17

Fox Tawson & Assoaiates, LLC




3

or to the right or left while eyes are fixed on
a given point) and color vislon (ability to
identify and distinguish colors}.

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

5--Daily

3--Extremely Important

Constant jetting
,in and out ,up and
down

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.

O--Never

0--Not Important

Not often/drive
time

Light Work: FExerting 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

Occasionally
general duties

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.

5--Daily

3--Extremely Important

Removal of
equipment ,drag
hose to setup

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

5--Dalily

2--Very Important

Removal of storm
grates,manhole
lids

Very Heavy Work: Exerting in excess of
100 pounds of force occasionally, and/or in
excegs -0of . B0 pounds of force frequently,
and/or in excess of 20 pounds of force
constantly to move objects.

4--Weekly

2--Very Important

Pulling hose
Jemoveing stuck
lids
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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 ]
arts, electrical currents, vibration, etc.) -

Atmospheric Conditions (fumes, odors,
dusts, gases, poor ventilation)

Hazardous materials (chemicals, bleod and
other body fluids, etc.)
Extreme temperatures

Inadequate lighting

Work space restricts movement

Intense noise

Travel

Environmental {disruptive people, imminent
danger, threatening environment)

O COXXIC) 004 0 L
OOOO000 O 0] O

X XXX X X

V: EMPLOYEE, 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 sheefs 1f necessary).

Sec attdChed p]i ental; ﬂy% ' e 0,7—-”’ -

asé ficatj nWor heet

I am continually called upon to fufill the duties of the Specialty Equipment Operator for both employee
absences and in on-call situations. This requires that I be able to continue the assigned work without
disruption.As an Equipment Opetator this cross training enables me to fit into vacancies in both the
Specialty and Stationary Positions if needed.

Two qualified people on the crew provides a better opertunity for the City to have employees
ready for potential expansion and gives each member a more complete understanding of the job.
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EMPLOYEE CERTIFICATION

{ certify that the above statements and responses are accurate and complete to the best of my
knowledge.

Signed: 4/4,(,(71 ety Y7 P 7 Date: /Z A// g/d) /?i

TO BE COMPLETED BY THE IMMEDIATE SUPERVISCR 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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

"ZI: hor o @ Q/?(’/‘y)ﬁ WWM

uﬂﬁ%@e/‘? &/ba-'fj -»Q;«/sz,p ey A cEr lf/‘m/{%

_ZQAM/ Qfm Commboned) e @%@czef Gl Faepnt_

-

) Wﬂ /WW SN '
ud W&’;M/J ,/m@ég,wwmww ﬂcﬁ@eﬂ % Toert
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January 2, 2009

From: Larry Brown

RE: Stipend for Collections Operators

As part of the 2002 — 2003 budget process, Human Resources evaluated the new
certification requirements for employees involved in water distribution or wastewater
collection systems. This was done to determine whether some sort of additional
compensation was warranted based on the new state requirement.

In 2008 | talked to Human Resources about setting pay ranges for each level of |
certification and to eliminate the Stipend. At that time it was said that we could
address the issue with the JAQ’s. Pipe Line Maintenance is changed the base pay to

reflect this and at this time | am requesting the change be made to Collections.

Thanks, for your consideration in this mater.

g Broir—

Larry Brown, Wastewater Maintenance Supervisor




Please check the appropriate statement:
[] 1 agree with the incumbents’ position questionnaire as written.

[[] The above modifications have been discussed with the incumbent, and the incumbent
agrees with these modifications.

[ The above modifications have heen discussed with the incumbent, and the incumbent
disagrees with these modifications.

I have noted the modifications made by my supgervi in the Comments Section ahove.
- \@Lﬁ 12-13 68

- 3 (‘/f F 7 / \

Employee Signature; <A = / / LT By  Date: / % éi i 5

e
S i Date:

Supervscr “%’ﬁ P
D i t Head Pate:

e . 7 lets

T

M/
THANK YOU FOR COMPLETING THé QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

- ®
. 4
o '
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1. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc, This wiil help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? Yes [] No [ Ifyes, please list all employee names.

Steven Stortz

Division: Utility and Streets Department: Persigo Wastewater Plant

For Individual Questionnaires Only:

Employee Name: Chadd Glen K
{Last) (First) (Middie Initial)

Current Classification Title: Collections Equipment Operator

Division Utility and Streets Department  Persigo Wastewater Plant

Totaioﬁ:éng%h of Time with organization 8 Years 4 months

Total Length of Time in Cuxrent Pésitiog 2 Years 5 months

Assigned Howurs/Week:; from 7:00 am to 3:30pm Assigned Days/Week 3

Bmail: stephens@gi.grandjct.co.us Work Phone: 970-256-4180

Imumediate supervisor reports to;

Immediate Supervisor;

Name: Larry Brown Name: Dan Tonello

Title: Collections Supervisor Titles Plant Superiniendant
Weork Worls

Phone 970-256-4168 Phome; 970-256-4161

E-mmails larryb@ci.grandjct.co.us B-msil: dani(@ci.grandict.co.us



mailto:stephens@ci.grandjct.co.us
mailto:lartyb@ci.grandjct.co.us
mailto:dant@ci.grandjctco.iis

1l POSITION INFOR

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 gquickly 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 aftempting to accomplish in your

position?

Example: Computer Support Technician

Summary: To operate, maintain and repair computer equipment and to provide technical
assistance fo users.

Collections Equipment Operator

To operate specialized equipment in the cleaning and maintenance of City sewer, storm
and irrigation systems. Inspect and maintain storm drains, catch basins, irrigation lines,
and clean/maintain lift stations. Locate manholes, catch basins and lines to update GIS
maps. Respond to emergency after hour calls. Run various types of egipment around the
plant site to do up keep and special projects such as loader, skid loader, back hoe, yard
tractor, blade, dump trucks, roll off, and lawn mowers.




\TIONAL RELATIONSHIFS,

5, SUPBRVISION & ORCA

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.

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 cut
their job (how to carry-out their assigned duties).

I make work assignments for others.

I make hiring and hiring pay recommendations.

1 make hiring and hiring pay decisions.

i recommend termination for poor performance.

1 provide advice to peers that they must consider carefully before making a 8
decision.
I provide information to supervisors/management that they use in making 4
a decision.

X.Ooon; o &g d

X

_ 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
emplovees supervised by, vour suhordinate supervisors.

YOUR COWORKERS® JOB TETL_EST . YOUR DIRECT REPORTS’ JOB TITLES

Collections Equipment Operator

Specialty Collections Equipment Operator
Plant Mechanic

Lead Plant Mechanic

Lifistation Mechanic

Administrative Assistant
Safety Coordinator

Camera Operator

Please indicate the nature of the group supervised and the number supervised
[CIFali Tie [ JPari-Time [:]Seasunal [ Temp E]Volunteer [Tcontract




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

1. Insxcie your @rganizatmn (cher @ity Departments):

T11‘_Ie of Person or . : How Often T iRy For What Purpose L
. Department U R et . S
Ex: Peers, Subordmates
Street Department Daily Storm, irrigation, drainage system maintenance
. Triont] - llecti
Fire Department Monthly ngatlon and sediment collection systems
maintenance
Parks Department Quarterly Irngatmn and sediment collection systems
mainienance
. oy Sewer, storm, drainage, irrigation systems
Engineering D)ﬂ{ W cleaning/inspecting/locating
Water Department Dai W Hydr(?-excavz::ltmg, dewatermg. and maintenance of
sewer collection and water delivery system
GIS/IS Department I}ﬂ'f{Y W i,;c;:;js unsurveyed assets to update City mapping

2. Outside your organization.

’__1‘1tle of Person or | How Often For What Purpose o o
_ Orgamzatlon = R -
Ex: Vendors, Gen. Public
All citizens of the 201 . . . et e .
Sewer System Daily Provide customer service within City policy
. . Routine cleaning and maintenance of sewer
| Valley “tlde. Sanitary Dai M systems, liftstations and emergency response to
Sewer Districts :
) customer complaints

Mesa County Occasionally Assist in any assigned tasks
Valley wide Contractors Occasionally Assist in any assigned tasks
E?;ifiz t‘sﬁ ide Trrigation Occaéionally Cleaning and maintenance of irrigation systems
g?'sltlgé txsmde Drainage QOccasionally Cleaning and maintenance of drainage systems

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 Buties: 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 staie “prepares reports such as status reports, staff
reparts”, or other type of repori(s) you may prepare. Also, please use action verbs such as prepares,
calculates, operates, eic., to start off each statement. Do not use acronyms in your description. Examples
are shown below. Use additional sheets if needed.

Dacislons Required: List the decisions you meke to carty oiif ihe essential duties.

Fregueney: Indicate how olien you perviorm each duty ~ D = daily, W = weekly, M = monihly, Q = guarierly, A
= anntally, or O = occasionally.

Rovcent of Pime: Indicaie how mich of your time you gspend on cach taslk. The votal of these porcentages
shoulld not e mmc@u@ ‘nI“l am L00%. s zm:npie ”'ﬂly condud&n AT Ggerw value eutmimes 2% of the time, it may

k] ' "o ' k] a E




only be estimates so do not spend a great deal of time trying to come up with an exact percentage. The

perceniages of all duties should equal 100% over a one year period of time.

Attach additional sheets {f necessary.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)

| Frequemcy | jJeof

Prepares monthly newsletters by
gathering information, writing e . o s

e , Articles to include, editorial
copy, editing, preparing for changes, graphies, layouts M 25%
publication and overseeing ? ?
distribution.
Performs inventory spot checks
and monthly counts of supplies in | When to check supplies M 10%
warehouse,

1 -| Vactor and jet sanitary sewer collection systems | judge condition of lines Daily
2 | Vactor and jet storm collection systems Jjudge condition of lines Daily
3 | Victor and jet irtigation delivery systems judge condition of lines | Daily 5
4 | Vactor and jet drajnage delivery systems judge condition of line Daily
5 | | keep up with work orders )

Computer daily - Daily 10
6 | Inspections . judge condition of lines Daily 5
7 i . trench conditions and all

Hydro-excavating underground utillities Monthly >
8 . constant atfention of _

Truck Maintenance entire track/upkeep Daily 5
e {Customer service : : keep good attitude Daily 5
10 | Traffic control when and how much Daily 10
11 . i . constant monitoring of )

Verify hazardous environments gases for safety Daily 10
12 Select
13 Select
i4 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.

Bkills: 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.

Must have knowlage of collection system, and street names. (city and county )

Must have knowlage of storm drainage system, and street names. (city and county )

Must have knowlage of irrigation system, and street names. (city and county )

Must have knowlage of drainage system and street names. ( city and county )

W | | W

Must have knowlage of GBA , and map system for city collection, storm, and irrigation system
along with other computer functions.

Inspect collection and drainage lines in the system to give information to supervisors about
quality and operation.

Hydro excavate meter pits, and other utillities. Must know operation of vactor fruck and
implements.

| Truck maint. Must have knowlage of the operation of truck.

Customer Service, Must have good communication skills, people skills, sympathy, and
compation for others

10

Traffic Control. Must know MUTCI) standars and follow all rules not only for safety of the
crew but for legal maiters.

11

Varify hazardous environments. Know the gas detection monators and all safe limits for safety.




IIi. EDUCATION, EXPERIENCE, AND EQUIPMENT

1. EDUCATION: What level of education do you have and what minimurn 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.DD.) (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):

Construction back ground and operation of various types of eqipment, with 32

years of knowlage of city streets and seroundings. Along with on going training
in the collection and distribution systems,

HUOX O
O OOXO O

X

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

Tvge of Experience

o . )

' i . Minimum
You Have Your Time You Need Time
. , Required
Heavy Egipment 11 . _years years
City Employment 8 years years
Construction 15 years i years

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

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

CDL. claon f}




4. MACHINES, TOOLS AND BQUIPMENT. 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 io
the Essential Duties you listed in Section 3.

SDaty# | . Machines, Tools, Equipment .-~ | Freguency/Time .
1 Vactor and other Implements. Daily

2 Vactor and other Implements. Daily

3 Vactor and other Implements Daily

4 Vactor and other Implements Daity

5 Computer. Daily

6 Man hole hooks, pry bars, poles, and Vactor truck. Daily

7 Vactor and other Implements Monthly
8 Wrenches, pliers, screw drivers, and new mattic wrenches. Daily

9 No tools just good comon sence and a level head Daily

10 Sign stands, signs, and cones Daily

I Man hole hooks, pry bars, poles, monatoring eqipment Daily

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

1. The safety of the people ¥ work with always cornes first..

2. Is the job at hand safe and will it hurt my crew or myself. The conditions must be right.

[

3. Wiich job is of most importance, and prioritize them.




IV: AMBRICANS WITH DIS

ILITIES ACT REQUIREMENTS

i. PHYSICAL ACTIVITIES/REQUIREMENTS.

This section helps us undersiand 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 io 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

How frequently is the activity

pexformed?
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)

Importance

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

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

Physical Activity

Freguency

Importance

Duties

Clisnhing: 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--Daily

3--Extremely Important

1-8

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

5--Daily

3--Extremely 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--Daily

2--Very Important

Kmneeling: Bending legs at knee to come 1o a rest
on knee or knees,

95--Daily

3--Extremely Important

Cromching: Bending the body downward and
| forward by bending leg and spine. ‘

5--Daily

2--Very Imporiant

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

3--Monthly

1--Somewhat Important

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

5--Daily

3--Extremely Important

Standing:
time,

Particularly for sustained periods of

5--Daily

3--Extremely Important

Wallking: Moving about on fool to accomplish
tasks, particularly for long distances,

5--Daily

3--Extremely Important

Pushing: Using upper exiremities to press against
something with steady force in order to thrust
 torward, downwaid or outward.

5--Daily

2--Very mporiant

Pulldmg: Using upper extremilios to exeri force in

5--Daily

2--Very lmporiant




order to draw, drag, haul or (ug objects in a
suistained motion.

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

5--Daily

2--Very Important

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

5--Daily

3--Extremely Important

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

5--Daily

3--Extremely Important

1-10

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

5--Daily

3--Extremely Important

1-10

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--Daily

3--Extremely Important

1-11

Hearing: Perceiving the nature of spunds 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--Daily

3—-Extremely Important

1-11

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
imporiant 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 fized on a given point) and color
vision {ability to identify and distinguish colors).

5--Daily

3-—-Extremely Important

1-11

Repetitive Motions: Substantial repetitive
movemenis [motions) of the wrists, hands, aund/for
fingers.

4--Weekly

3--Extremely Important

1-11

Sedentary Wesk: FExerting 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

3--Extremely Important

t-11

Light Weork: Exerting up to 20 pounds of force
occasionally, and/or up fo 10 pounds of force
frecuently, and/or a negligible amount of force
constanily to move objecis. If the use of atm
and/or leg conirols requires exertion of forces
greater than that for Sedentary Work and the
worker sita most of the tme, ihe job is rated for
Light Wosk.

5--Daily

S--Hxtremely Important

I-11




Wedium Weorl: 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.

5--Daily

3--Extremely Important

i-11

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

S5--Daily

3--Extremely Important

i-11

Very Heavy Work: Esxerting 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 objecis.

5--Daily

3--Extremely Important




REING CORDITIONS.

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 | Morxe than 50%
Condition of the time time of the time

Hazardous physical conditions (mechanical [ ] 54
parts, electrical currents, vibration, etc.) -
Atmospheric Conditions (fumes, odors, I:] D S
dusts, gases, poor ventilation) =
Hazardous mafterials {chemicals, blood and <

other body fluids, etc.) L n
Extreme temperatures L] X []
Inadequate lighting [ < [
Work space restricts movement L] X [ ]
Intense noise l:l D
Travel [] ] X
Environmental (disruptive people, imminent ] [] 7]
danger, threatening environment) -

V: EMPLOYEE, SUPERVISOR, AND DEPARTMENT HEAD SIGNATURES
ADDITIORAL 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).

BMPLOYERE CERTIFICATION

I certily that the above statementis and responses are accuraie and complete to the best of my

knowledge. /
Signed: f—_ / 9 i M? ,7 " / fﬁ? e et /ﬁ{ j;, e




TO BE COMPLETED BY THE 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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
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January 2, 2009
From: Larry Brown

RE: Stipend for Collections Operators

As part of the 2002 — 2003 budget process, Human Resources evaluated the new
certification requirements for employees involved in water distribution or wastewater
collection systems. This was done to determine whether some sort of additional
compensation was warranted based on the new state requirement.

In 2008 | talked to Human Resources about setting pay ranges for each level of
certification and to eliminate the Stipend. At that time it was said that we could
address the issue with the JAQ's. Pipe Line Maintenance is changed the base pay to
reflect this and at this time 1 am requesting the change be made to Collections.

Thanks, for your consideration in this mater.

ot Brosr—_

Larry Brown, Wastewater Maintenance Supervisor




. Please check the appropriate statement:

] 1 agree with the incumbents’ position questionnaire as written.

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

[[] 'The above modifications have been discussed with the incumbent, and the incumbent
disagrees with these modifications.

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

Employee Signature: /% / M Date: /,Z/ ,Z/él / 44 f;?)
i M% e 2/babs
Y

THANK YOU FOR COMPLETING THI$ QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

Department Head
Signature:







CITY OF GRAND JUNCTION

JOB ANALYSIS QUESTIONAI

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will 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: Utility and Streets Department: Persigo Wastewater Plant

For Individual Questionnaires Only:

Employee Name: Stortz Stephen M
[Last) (First) (Middle Initial)

Current Classification Title: Collections Equipment Operator
Division Utility and Streets Department  Persigo Wastewater Plant
Totai’. i,;néth (;f _ATime with organization Years 11 months
Total Length of Time in Current f’ositit;!n Years 11 months
Assigned Hours/Week:; from 7:00amt o .3:30 pm Assigned Days/Week 5
Email: stephens(@ci.grandjct.co.us Work Phone: 970-256-4180

Immediate Supewiso;: Immediate supewisbr reports to:
Name: Larty Brown Name: Dan Tonello
Title: Collections Supervisor Title: Plant Superintendant
Worlk Woulk
Phons 970-256-4168 Phones 970-256-4161
E-mmail: larryb@ci.grandjct.co.us E-mail: dani(@ci.grandjct.co.us

Page 30l 18 Fou Lawson & Agsociates, GG
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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.

Collections Equipment Operator

To operate specialized equipment in the cleaning and maintenance of City sewer, storm,
drainage and irrigation systems. Inspect and maintain storm drains, catch basins,
irrigation lines, and cilean/maintain lift stations. Locate manholes, catch basins and lines
to update GIS maps. Respond to emergency after hour calls.

Page 4 of 18 Fox Tawson & Associates, LLC




2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS.

a, The chart below asks for your specific supervisory responsibilities.
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.

If a duty statement applies to

X

1 do not officially supervise other employees (sign performance reviews}.

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

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

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

I make work assignments for others.

[ make hiring and hiring pay recommendations.

1 malke 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.

6

XX \OO0Oo o o).

[ provide information to supervisors/management that they use in making
a decision,

2

. 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 yvour subordinate supervisors.

YOUR COWORKERS’ JOB TITLES

Collections Equipment Operator .

YOUR DIRECT REPORTS’ JOB TITLES

Specialty Collections Equipment Operator

Plant Mechanic

Lead Plant Mechanic

| Liftstation Mechanic

@d\mi}'is\t\ratl Ass\s{ani

Safety Coordinator

Camera Operator

Please indicate the nature of the group supervised and the number supervised

[JFull Time

[rart-Time { |Seasonal /Temp [_]volunteer

[contract

Page8of 18 Vox Lawson & Associates, LLC




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

our organization (other City De

Ex: Peers, Subordinates

Street Department Daily Storm, irrigation, drainage system mainienance
. Irrigation and sediment coliection systems
Fire Department Monthly gat ed t ¥
maintenance
Irrigation and sediment collection systems
Parks Department Quarterly & d ¥
maintenance
o . ewer, storm, drainage, irrigation systems
Engineering Daily S ’ ’ £e, g Y

cleaning/inspecting/locating

Hydro-excavating, dewatering and maintenance of
sewer collection and water delivery system
Locate unsurveyed assets to update City mapping
systems

Water Department Daily

GIS/IS Department Daily

2, Outside your organization:

Ex: Vendors, Gen. Public
All citizens of the 201 . . . e g .
Sewer System Daily Provide customer service within City policy
. . Routine cleaning and maintenance of sewer
Valley wide Sanitary . . :
- . Daily systems, liftstations and emergency response to
. Sewer Districts .
customer complaints
Mesa County Occasionally Assist in any assigned tasks
Valley-wide Contractors Occasionally Assist in any assigned tasks
Valley wide Irrigati - : .
aliey wide lrrigation Occasionally Cleaning and maintenance of irrigation systems
Districts ,
Valley wide Drai n . : .
Distriz t‘;vl ©ramage Occasionally -, Cleaning and maintenance of drainage systems

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.

Puorcent of Thme: Indicate how much of your time you spend on each task. The total of these percentages
shonldd not be more thea 100%. Example: Sally conducts properiy value estimates 20% of the time, it imay
imean she spends one day out of five on that task, or that she spends arcund twe hours each day. These nead
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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.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)

EXAMPLES:

Prepares monthly newsletters by

gathering information, writing Articles to include, editorial

copy, editing, preparing for . M 25%
pu};ﬁicaﬁon in}zi oiersneiglg changes, graphics, layouts

distribution.

Performs inventory spot checks

and monthly counts of supplies in When to check supplies M 10%

warehouse.

| Determine appropriaté
positioning of truck along
with the correct

Vactor and high pressure jet sanitary sewer, equipment and method of
stormwater and drainage collection systems and cleaning to implement, 50
irrigation delivery systems. . Determine any

envirqnmental,

atmospheric or

mechanical hazards, Daily

o | Computer - Maintain and keep daily records of -
inspections and work completed on
sanitary and storm manholes, collection lines,
catch basins, and other water collecting Input data efficiently and
Jstructures, Keep detail notes while out in the field | correct. Determine if any
and input data in computer at the end of each day. | unsurveyed items need to
Maintain and keep records of projects and be added to GIS map.
materials used and time consumed.
Maintain the appropriate records of inspection )
and maintenance, Daily

10
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Inspections - Notify pre-treatment and Determine if higher
stormwater specialists of issues that could be authority needs to be
hazardous. Tn collaboration with the Engineering | involved on inspection.
and GIS Department, create, update, and Which department needs 5
maintain maps and drawings of the sanitary and to be notified. If assets are
storm water collection systems. Identify problem | on existing GIS maps or if ‘
lines and coordinate TV inspection. unsurveyed, Daily
Determine appropriate
positioning of truck along
with the correct
equipment and method of
Hydro-excavating with vactor truck cleaning to implement. 5
Determine any
environmental,
atmospheric or
mechanical hazards. Monthly
Truck Maintenance - Perform routine
maintenance inspections and proced'ures on the If truck is safe for travel
sewer vactor truck. Assist fleet services with the ) ..
. . on road. Determine if a
repait and maintenance of the sewer vactor truck. .
. . problem item can be fixed 5
Schedule maintenance in a manner that allows for by operat to sh
maximum utilization of truck. Recommend fy perator or £0 1o SHop
o ) or repair.
modifications 1o truck to allow it to operate more ]
efficiently. Daily
Praper set-up for location
Traffic control - set up effective and proper and time of day. Is set-up 10
traffic control. according to applical .
traffic laws. Daily
Determine appropriate
ea . positioning of truck along
i ‘ . with the correct
Plant work - vactor grease beacher, jet plant lines, | equipment and method of
clean and maintain storm collection-system, assist | cleaning to implement. 10
plant mechancis and operators, vactor FE basins, | Determine any
grounds work, snow removal environmental,
atmosphertic or
mechanical hazards.
Proper tools. Daily
Location of call, type of
equipment needed,
additional personne!
needed, customer service,
Determine appropriate
positioning of truck along
Emergency calls - during and after working hours | with the correct 5
equipment and method of
cleaning to implement.
Determine any
environmental,
atmospheric or
mechanical hazards. Monthly
Select
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10 Select
11 Select
12 Select
i3 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:
and/or education and can be measured through testing.

refers to the possession of concepts and information gained through experience, training

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.

Thorough knowledge of the practices and techniques relating to the routine maintenance and
repair of the wastewater and stormwater collection system. Thorough knowledge of the safety
standards, practices, and procedures relating to the operation of the sewer vactor truck and the
maintenance of the wastewater and stormwater collection system. Demonstrate skills using
effective oral, electronic and, written communication in the performance of duties and
responsibilities. Able to learn city procedures, regulations, and requirements with respect to
procurement, safety, operations, and organizations. Working knowledge of ventilation blower,
tripod stand, come-along and harness for confined space entry, and atmospheric detector.
Experience and training in confined space entry procedures. Experience and training in
hazardous material, operators level. Experience and training in operation of S.C.B.A. (self-
contained breathing appdratus). Working knowledge of storm water permit program. Able to
learn the layout construction and conditions of sanitary and storm collection systems. Respond
to emergency calls requiring the use of the sewer vactor or jetter truck. This includes assisting
Public Works crews with water line breaks etc.
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I1I. 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 .
[ I Less than High School Diploma or equivalent (G.E.D.) {ability to read, write,
and follow directions)
] U High School Diploma or equivalent (G E.D.)
] Up to one year of specialized or technical training beyond high school
L] [  Associate degree (A.S., A.A.) or two-year technical certificate
[X] L] Bachelor’s degree
O = Other (explain):

2. EXPERIENCE: What kinds of experience do you have, and what minimum kinds of experience are
needed {0 enter your job at entry level?

Type of Bxperience

_ . B3 i an s,
You Have Youy Time You Need Time
Reguired
~Heavy equipment operation 6 years Heavy epuipment operation Z years
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Hazardous material/atmosphere 8 years Mechanical, computer 2 years
Mechanical, computer 10 years years

a. What field (s} should training or degree be in?
Post-high school education/experience in water technology, wastewater technology, or a closely-

related field. College degree in any field with desire and ability to {earn wasterwater collection
systems,

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.

Commercial Drivers License with air brake, tanker endorsements
Colorado Collections certification class I, 11, I, IV
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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.

1 Vactor truck, jetter truckpumps, hand tools, power tools 106% ﬂ / f)wﬁ 7p

2 Laptop computer ))6"2) D / /’C) (Z, ‘
3 Laptop computer, hard copy maps, GPS units 99/ 9 / 5&

4 Vactor truck 106% ﬂ/ 4 VA

5 Hand tools, power tools 5})%/ W/ 5 %

6 Road signs, cones, arrow boards 1 ;IQ%/D/ i

7 Vactor truck, jetter truck, pumps, hand tools, power tools }ﬁ‘% D/ /0%

8 Vactor truck, jetter truck, pumps, hand tools, power tools l}@‘% D/ s, %

S. DECISION MAKING & JUDGMENTS.

a. Descr1be three types of important decisions and judgments you make regularly and
independently in the performance of your duties.

1. Is the work being performed being done.so in the safest and most efficient manner possible. All
precautions must be made so that the crew working will not encounter any hazards that could cause injury
or be life threatening. For example setting up proper traffic control, using atmospheric meters to test air
quality, choosing the appropriate personal protective equipment and using all other safiey devices available.

2. Determine appropriate positioning of truck along with the correct equipment and method of cleaning to
implement. For example: setting up on the proper manhole, choosing the correct cleaning nozzle and hose
speed, can the line just be jetted or will it also need to be vactored while jetting, setting up the correct length of
vactor tubing, if the high pressure spray gun is needed, etc.

‘3. Detenmne if higher authority needs to be involved on inspection. Which department needs to be notified.

if assets are on existing G1S maps or if unsurveyed. Input data efﬁclenﬁy and correct. Determine if any
unsurveyed items need to be added to GIS map.
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1V: AMERICANS WITH DISABILITIES ACT 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 0 — Not Important
1 — Annually 1 — Somewhat Important
2 — Quarterly (at least 3 per year) 2 — Very Important
3 — Monthly (at least 8 per year) 3 — Extremely Important

4 — Weekly (at least 3 per month)
5 — Daily (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 . 1,4, 5,06,
emphasized. This factor is important if the amount 5--Daily | 3--Extremely Important 7,8
-and kind of climbing required exceeds that required
for ordinary locomotion.
Balancing: Maintaining body equilibrium to
prevent falling when walking, standing or crouching
on narrow, slippery or erratically moving surfaces. , 1,3,4,5,
This factor is important if tHe amount and kind of 5-Daily | 3--Extremely Important 6, ,7, 8
balancing exceeds that needed “for ordinary
locomotion and maintenance of body equilibtium.
Stooping: Bending body downward and forward by
bending spine at the waist. This factor is important . 1,3, 45,
if it occurs to a considerable degree and requires 5--Daily 3--Extremely Important 6,7,8
full use of the lower exiremities and back muscles.
Kuneeling: Bending legs at knee to come to a rest ) 1.3.4. 5
on knee or knees. 5--Daily 3--Extremely Important ’6 ’7 ’8 ’
Crouching: Bending the body doynward and ) 1 é ;1 5
forward by bending leg and spine. - 5--Daily 3--Extremely Important ’6 ’7 :8 ’
Crawling: Moving about on hands and knees or ) 1.3.45
hands and feet. 5--Daily 3--Extremely Important ’ 5 ’7 28 ’
Reaching: Extending hand(s} and arm(s) in an . % ’
direction., (s (¢) Y 5--Daily 3--Extremely Important 1’6 ’74’85’
Standing: Particularly for sustained periods of , 1,3,4 5
time. 5--Daily | 3--Extremely Important G ’7 r
Walking: Moving about on foot to accomplish . 1,3,4,5,
tasks, particularly for long distances. 5--Daily 3--Extremely Important 67 8

2 2

Pushing: Using upper extremities to press against . 1,3,4,5,
‘something with steady force in order to thrust| ©°D aily | 3--Extremely Important 6. 7 8

Dage 13018
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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--Daily

3--Extremely Important

1,3, 4,5,
6,7, 3

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 Impottant

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

5--Daily

3--Extremely Important

1,3,4,5,
6,7, 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 be a considerable degree and requires the
substantial use of the upper extremities and back
muscles.

5--Daily

3--Extremely Important

1,3,4,5,
6,7 8

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

5--Daily

3--Extremely Important

1,3,4,5,
6,7, %

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--Daily

3--Extremely Important

1,3,4,5,
6,7, 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--Daily

3--Extremely Important

13,45,
6,7,8

b 3

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
deménds 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 leng of eye {0 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--Daily

3--Extremely Important

1,3,4,5,
6,78

Repetitive NMotions: Substantial repetitive
movements {motions) of the wrists, hands, and/or
fingers,

5--Daily

3--Extremely Important

1,3,4,5,
6,7, 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, incuding the
human body. Sedentary work involves sitting most
of the time. Jobs are sedentary if walking and
standing are required omly occasionally and all
other sedentary criteria are met.

5--Daily

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
-and/or leg controls requires exertion of forces
greater than that for Sedentary Woirk and the

5--Daily

3--Extremely Important

19354)5)
6,7,8

k) ?
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worker sits most of the time, the job is rated for
Light Worl.

Medium Werk: Exerting up to 50 pounds of force

occasionally, and/or up to 20 pounds of force vai 1,3, 4,5,
frequently, and/or up to 10 pounds of force 5--Daily 3--Extremely Important 6,7, 8
constantly to move objects.

Heavy Work: Exerting up to 100 pounds of force

occasionally, and/or up to 50 pounds of force . 1,3,4,5,
frequently, and/or up to 20 pounds of force 5--Daily | 3--Extremely Important 6,7, 8
constantly to move objects.

Very Heavy Work: Exerting in excess of 100

pounds of force occasionally, and/or in excess of 50 . 1,3,4,5,
pounds of force frequently, and/or in excess of 20 5--Daily 3--Extremely Important 6,7, 8

pounds of force constantly to move objects.
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Z. 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 ] (] ]
A

Atmospheric Conditions (fumes, odors,

arts, electrical currents, vibration, etc.)
s, [] X
dusts, gases, poor ventilation)

Hazardous materials (chemicals, blood and
other body fluids, etc.)

Extreme temperatures

Inadequate lighting

OO0 oo
[
X

Work space restricts movement

Intense noise [] B

Travel P

Environmental (disruptive people, imminent u ] ]
N

danger, threatening environment)

V: EMPLOYEE, 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 additiona] sheets if necessary).

EMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my
knowledge,
.
Ad \) . s

Signed: ‘_l‘_.c,!,,',}L,ﬁt«»’—r::_,g‘;z—?’i';il‘ij{ Date:  |72- 27.-0§
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TO BE COMPLETED BY THE 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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

‘#‘f Mbm gl

C@?:u

Qfgta(j Sleg fllroontiz /4,/_;/ L M @g@aww

T Mo Forsiziom Ml B QZWM THeTH?
b D—
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January 2, 2009
From: Larry Brown

RE: Stipend for Collections Operators

As part of the 2002 — 2003 budget process, Human Resources evaluated the new
certification requirements for employees involved in water distribution or wastewater
collection systems. This was done to determine whether some sort of additional
compensation was warranted based on the new state requirement.

In 2008 | talked to Human Resources about setting pay ranges for each level of
cerfification and to eliminate the Stipend. At that time it was said that we could
address the issue with the JAQ’s. Pipe Line Maintenance is changed the base pay to
reflect this and at this time [ am requesting the change be made to Collections.

Thanks, for your consideration in this mater.

Larry Brown, Wastewater Maintenance Supervisor




Please check the appropriate statement:
[ 1 Iagree with the incumbents’ position questionnaire as written.

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

[ '] The above modifications have been discussed with the incumbent, and the incumbent
disagrees with these modifications.

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

Employee Signature: jﬂ/ n}fx%g Date: 12-30-0Y
AL
S i Date: 4
W Youpen (g
Date: 2
/e

‘ “

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. AFTER YéJ é? YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

Department Head
Signature:

.

- 1
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CITY OF GRAND JUNCTION
JOB ANALYSIS QUESTIONAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? [1 Yes No | If yes, please list all employee names.

Division: Persigo Department: Utility&Street Systems

For Individual Questionnaires Only:

Employee Name: Tuthill Leslie R
(Last) (First) (Middle Initial)

Current Classification Title: Equipment Operator / Collections

Division Persigo Department  Utility/ Street Systems

Total Length of Time with organization 9 Years 1 months

Total Length of Time in Current Position 1 Years 1 months

Assigned Days/Week Monday-

Assigned Hours/Week:; from 7am. to 330pm Friday
Email: Work Phone: 970-256-4180
Immediate Supervisor: Immediate supervisor reports to:
Name: Larry Brown Name: Dan Tonello
Title: Wastewater Maintenance Supt. Title: Wastewater Services Supt.
Work Work
Phone 970-256-4168 Phone: 970-256-4164
E-mail: larryb{@cjgrandjct.co.us E-mail: dant@cjgrandjct.co.us
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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.

Relief person for any of three trucks. Mechanics helper at plant,Also a 2m person on the lift station
mechanics detail. I am one of the on-call personal for the 24-7 coverage for emergencies during various
weeks and week ends during the year.
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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.

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).

I make work assignments for others.
I malke 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,

O 0o og o).l d

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 supetvised by yvour subordinate supervisors.

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS’ JOB TITLES

Two lead mechanics

Two plant mechanics

One plant electrician

One asistent plant mechanics

Three specialty equipment operators

Three equipment operators

Please indicate the nature of the group supervised and the number supervised
[JFull Time (Part-Time [(Jseas onal/Temp [Nvolunteer [contract
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¢. Describe with whom, or with what departments/organizations, you have regular contact.

1. Inside your organization (other City Departments):

Ex: Peers, Subordinates

2. Outside your organization:

Ex: Vendors, Gen. Public

to help educate the public of situations they have
General Public occasionally called us out for and to ease their delemma of how
to proceed in addressing the problem.

3. ESSENTIAL DUTIES.

The list of essential duties heilps 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 fype 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.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)
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EXAMPLES:

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

Performs inverdory spot checks
and monthly counts of supplies in When to check supplies M 10%
warehouse,

Articles to include, editorial

0,
changes, graphics, layouts M 25%

1 I o Safetyrdfﬁlérkers and
safely operate the Jetter Trucks public to accomplish 30%
clean lines Annually
0 Continually clean storm
lines and basins,irrigation
Safely operate Vactor Truck lines and maintain fire 15%
station holding wash
wells. Annually
3 | Assist "lead lift station mechanic"maintaining all | knowledge of lift station 20%
lift station operations. operations and repair Annually ’
4 | Assist mechanics with maintenance or repair know what tools to use 25
equipment at the sewer plant. and safely do the job Annually °
5 : decide if confined space
Safely use confined space equipment. is safe to enter and what 5%
equipment is needed Annually
6 know how to jet sewer
As assigned be available 24/7 for emergencies in | lines,storm
the sewer and storm water lines. Also, and water,irrigation lines 5%
emergencies for lift station assists or repairs knowledge of lift stations
to get them running again, | Annually
7 Select
8 Select
9 Select
10 Select
11 Select
12 Select
13 Select
14 Select
15 Select

Page 7 of 18 Fox Lawson & Associates, LL.C







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 slkills that you list in the following section must refer to the Essential Duties you listed

in Section 3.

cord. Class A CDL license.How to mspé&
different trucks needed to do the jobs.

Do preventative maintenance on all the lift stations . Assist the lead mechanic performing
maintenance on lift stations and repairs needed.

perform work with many various tools to help get jobs done at the sewer plant

To respond with the proper equipment and empathy to emergencies on sewer plugs or odor
complaints. Do repairs on lift station emergencies by repairing minor problems or getting the
proper personnel there that can fix the major problems
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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
54 >&\ Less than Hi_gh S.chool Diploma or equivalent (G.E.D.} (ability to read, write,
and follow directions)
D 2 High School Diploma or equivalent {G.E.D.)
[l ] Up to one year of specialized or technical training beyond high school
Ol ] Associate degree (A.S., A.A.) or two-year technical certificate
1 ] Bachelor’s degree
[ a 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 You Need Time
Required
Class A CDL 20 years Class A or B CDL years
Collections operatore 4 state 5 years years
certificate
Water distribution 4 state 5 years years
certificate

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.

CDL
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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.

Derving’ I JettorTruck Occasionally % %)
Priving .| Vactor Truck Occasioning /’Upg
Beiving. g Lift station service truck Occasionally !6‘%
;le?fn?; rg— air monitors and all entry equipment Occasionally LO%
E%f}l i ] i signs ,safety cones Occasionally ig g

maiptenanc . .
Hﬁﬂ C hand tools to accomplish tasks Occasionally ,lgz

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 on call using your knowledge to choose the right equipment to get the job done efficiently and
safely.

2. When doing confined space entry I need to know if the entry is safe or how to make it safe and what
equipment is needed.

3. know how to control and evaluate emergency situations.
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IV: AMERICANS WITH DISABILITIES ACT 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 0 — Not Important
1 - Annually 1 - Somewhat Important
2 - Quarterly (at least 3 per 2 — Very Important
year)

3 - Monthly (at least 8 per year] 3 -~ Extremely Important
4 — Weekly (at least 3 per

month)
5 — Daily (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. in and out of
Body agility is emphasized. This facter is| 4--Weekly 2--Very Important trucks use of
important if the amount and kind of climbing ladders
required exceeds that required for ordinary

locomotion.

Balancing: Maintaining body equilibrium to
prevent falling when walking, standing or

: ; ! in and out of
crouching on narrow, slippery or erratically

moving surfaces. This factor is important if | 4--Weekly | 3--Extremely Important ;[.ru(l';lv‘cs
the amount and kind of balancing exceeds that ciumuing
needed for ordinary locomotion and ladders

maintenance of body equilibrium,

Stooping: Bending body downward and

) . . maintenance of
forward by bending spine at the waist. This

lift stations

factor is important if it occurs to a| 4--Weekly 2--Very Important .
considerable degree and requires full use of repair work at
the lower extremities and back muscles. plant
Kneeling: Bending legs at knee to come to a repair work at
rest on knee or knees. 5--Daily 2--Very Important plant or lift
stations
Crouching: Bending the body downward and opening man

forward by bending leg and spine. holes working

at plantor lift
stations

5--Daily 2--Very Important

Crawling: Moving about on hands and knees

ot hands and feet. 1--Annually | 1--Somewhat Important | maintenance

| Reaching: Extending hand(s) and arm(s) in 5--Daily 1--Somewhat Important | over head work
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any direction,

repairs
Standing: Particularly for sustained periods of plant and
time. working on
_ i _ t .
5--Daily 2--Very Importan trucks and lift
stations
Walking: Moving about on foot to accomplish ; jetting of sewer
tasks, particularly for long distances, 5--Daily 2--Very Important lines
Pushing: Using upper extremities to press helping jet
against something with steady force in order to sewer lines and
thrust forward, downward or outward. 3--Monthly 2--Very Important runnig vactor
truck
Pulling: Using upper extremities to exert force raising and
in ord.er to drgw, drag, haul or tug objects in a 5--Daily 2--Very Important lowering
sustained motion. equipment
Fingering: Picking, pinching, typing or
otherwise working, primarily with fingers N .
rather than with the whole hand or arm as in 0--Never 0--Not Important
handling,.
Grasping: Applying pressure to an object with ) using various
the fingers or palm. 5--Daily 2--Very Important hand tools
Lifting: Raising objects from a lower to a
higher position or moving objects horizontally doing various
from position-to-position. This factor is 4-Weekl 9--Very Important maintenance
important if it occurs to be a considerable Y 1y 1mp .
degree and requires the substantial use of the jobs
upper extremities and back muscles.
Feeling: Perceiving atfributes of objects, such
as size, shape, temperature or texture by .
touching the skin, particularly that of 0--Never 0--Not Important
fingertips.
Talking: Expressing or exchanging ideas by L
means of the spoken work. Those activities in comnunicating
which they must convey detailed or important 5--Daily 2--Very Important with other
spoken  instructions to other workers personal
accurately, loudly, or quickly.
Hearing: Perceiving the nature of sounds with .
no less than a 4db loss @ 500 Hz, 1,000 Hz c_omumcating
and 2,000 Hz with or without correction. with others and
Ability to receive detailed information through 5--Daily 3--Extremely Important listening to
oral cgmmunication, and to make fine problems with
discriminations in sound, such as when equipment
making fine adjustments on machined parts.
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 driving
exist. A high degree of visual efficiency, equipment
placing intense and continuous demands on fet
the eyes by moving machinery and other 5--Dail 3--Extremely Important | ins iit?oyrrls of
ohjects are also considered important. Other aly ely mp p
important factors of seeing are acuity (near 1':rucks pre
and far}, depth perception (three dimensional maintenance of
vision), accommodation (adjustment of lens of machanery

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
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and distinguish colors).

Repetitive Motions: Substantial repetitive

movements {motions) of the wrists, hands, | 4--Weekly 2--Very Important USII'EO};Sand
and/or fingers.
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, using hand
including the human body. Sedentary work | 4--Weekly 2--Very Important !
involves sitting most of the time, Jobs are tools
sedentary if walking and standing are required
only occasionally and all other sedentary
criteria are met.
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 opening man
constantly to move objects. If the use of arm 3--Monthl 9V I tant hol d

) T . onthly ery Importan oles an
and/or leg controls requires exertion of forces
greater than that for Sedentary Work and the storm grates
worker sits most of the time, the job is rated
for Light Work.
Medium Work: Exerting up to 50 pounds of opening man
force occasionally, and/or up to 20 pounds of 3--Monthl 9-Very I tant hol d
force frequently, and/or up to 10 pounds of onthly ery importan oles an

q LY p P
force constantly to move objects. storm grates
Heavy Work: Exerting up to 100 pounds of using hand
force occasionally, and/or up to 50 pounds of tools for
force frequently, and/or up to 20 pounds of | 2--Quarterly | 1--Somewhat Important repai :
force constantly to move objects. €palrs opening
y jects
grates

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 | 1--Annually | 1--Somewhat Important

excess of 20 pounds of force constantly to
move objects,
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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, ete.)

[

[]

X

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

XL L O

Intense noise

Travel

Environmental (disruptive people, imminent
danger, threatening environment)

O XOOXKXK 1) L

X

L 00T X

V: EMPLOYEE, 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).

This is a new position, called equipment operator/ maintenance personnel,where the job description is an on-

going project not yet completed.

EMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my

knowledge.
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o Y QT e
Signed: /l‘j“ Il V/ / Iy Date: ‘ j

[
TO BE COMPLETED BY THE 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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 questiounaire.

Question No. Comments

#4 Wiyl Dey 175 ol l Terns

Page 15 of 16 Fox Lawson & Associates, LLC







Please check the appropriate statement:
[[1 1agree with the incumbents’ position questionnaire as written.

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

[ 1 The above modifications have been discussed with the incumbent, and the incumbent
disagrees with these modifications.

e Comments Section above.

/ Date:  /of /?/Q/ﬂﬁ
xw&m . e /2\/3(3'”/05/

Sigature: /% Y/ /e //%/

//jy& il

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

I have noted the modifications made by my supervisor in

Employee Signature:

Supervisor
Signature:
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CITY OF GRAND JUNCTION
JOB ANALYSIS QUESTIONAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? [] Yes E{No If yes, please list all employee names,

Division: PW&‘ \i ¢ WUHLS Department: STQ = T\S

For Individual Questionnaires Only:

Employee Name: R b( \C v ‘K{N (x P)
l/ﬂst)

¥ (First) (Middie Initial)
Current Classification Title: E Ol {o W vb\( v aral, f(h A C/
Division Pl;\\q,\i(, WO\(L\LS Departmen.t S‘«T \Qf( “k S
Total. i,;néth ;f Time with organization 8 Years months \
Total Length of Time in Current éosition (ﬁ Years months
R ) YL mov “Thw

Assigned Hours/Week:; from ﬂiq-at'o 34y wisti® Assigned Days/Week waw ta  F(0

apd Work Phone: 0]10 - 9‘7"/ - I 5_ qf

Immediate Supervisor: Immediate supervisor reports to:
vame: CRNS  H0cm RS Name:  {IpRRev  STARR
ritlee S Vfeet ¢ S pgw&)& Title: Svee s Mbnso e
Phone 410 -4~ 5544 Phone, U0 - 249 - (493
mmail, CRS S (@ ) f_‘;itiL Lofy pmat  DARRN S 0 € N @"%ﬁ’ﬂ
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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: ComputerSupport T ician {u/“\mr/m -
Summary: ToQ;per {e, Mhaiptain ar r compu equipmen 0 provi —‘t'e’cﬁﬁical
0 users.

assistahce {
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.‘2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS,

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

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

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

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

I instruct other employees in methods or procedures needed 1o carry out
their job (how to carry-out their assigned duties). '-{

1 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 {0 peers that they must consider carefully before making a
decision. 5
I provide information to supervisors/management that they use in making @

a decision. I

KOhooxw | opgj

X

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 {l.e. complete and sign performance evaluation.) Do not list
employees supervised by your subardinate supervisors.

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS’ JOB TITLES
TR O oy 3 1~ Sreedd m!&n%d\
avhslity {"%wpawv‘f m'mmﬁwas : SN ts SLPH e § 10UV
Cens frpdend S'\’q-mr £y cavew henden

§ w (iu\s\'o Y} AR Y- wpsbee “Forspetr®
',C?rm%w::w{* CovrdirteR

Please indicate the nature of the group supervised and the number supervised
Fu]l Time [ Jpart-Time mSeasonal/Temp [volunteer [Jcontract
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\\

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

1. Inside your organization {other City Departments):

Ex: Peers, Subordinates

(e dail }l @.'LIMH&\ Wc\(‘[(

g2 {Sritnd
P olice
whte

Ewneinetd

FleeA

2. OQutside your organization:

Ex: Vendors, Gen, Public

R LA faw M;/S

Lb Ciadecs

cov / con Xentovs e
 Dopegticpnter, N

va\-."if. 3(,7‘\;:&{. Ci 1...;

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,

Essentidl 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) yeu 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, @ = quarterly, A
= anpnually, or O = oceasionally.

Percent of Time: Indicate how much of your time you spend on each task. The total of these percentages
should not bé 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.

EXAMPILE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)
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Attach additional sheets if necessary.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)}

 EXAMPLES: _

Prepares monthly newsletters by

gathering information, writing Arfticles to include, editorial

warehouse.

copy, editing, preparing for . M 25%
pLﬁ;{ication zrfi ol?fersegeri];g changes, grap hlgs, layouts

distribution.

Performs inventory spot checks

and monthly counts of supplies in When to check supplies M 10%

1| S0 Ogin crth bass can/ Repuin N <0 /o
2| TastdAalen shin DR / \r‘\ m—t—m A o %
3 C\\-p Seml A 1S %
4 | ey ’ jend @«.\i up A 5%
5 | Saaw s Tee  Removel A \S" %
6 ?'_’lém\' r w\taw\‘\'lk‘v e TLvoy /Jf)'(i\\"\ D\“‘c\\fs A 19 9’0
7| Speve_cihn up - CFAD)D A ¥ %
8 | cean ¥ m&\w’\'m‘mt Dc'\’ew\'\b\f\ nm‘\bib A %’%
9 | Yevee worll A § %
10 | Flpd condol warid A 5%
1L ] SpN conthmmank & Re pavdl A 5%
12 DA\\\ W\FS\V\‘JCA«Y\CL A § %
13 | Twsdehl ﬁr'm / nm)mm A 5%
14° Flm‘o\ Lag, A 5%
15 E % W n want  paataped 0] 5%
16 | Qicd warld A % Jo
17

18

19
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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.

2 j hbve Q0 ‘I‘LS N S -C\dlA & Q‘Q_«( we "&;“
yar~ swmb WW“&\\ o B¥w w\m» o thet phoper 15 Resl y
W avd f—u "Wt /
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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)

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):

OO00OK O
O 0000 O

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

Type of Experience

You Have Your Time You Need Time
, ) Required
e years sl T Drea i S2? | years
A e Tiow Exaip pcok years cor5 N wedion Y years
ool M/ R Napee. 2D years prpzc ke ’/k){,a:;%m years
a. What field (s),should training or degree be in? covg ,_\( Y b_\,; N l\é pe has
’ (}f\f“\' \f\l"b‘(l{-

eqqip w-{ o?cﬁl‘f’\

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

Ftkb?)zﬁ e

’(\ﬁi“b\\ P s\f\m:‘«t\b

A yeond (s

ety e ATTSSR
CD W

ch;w\t L»\‘QJ(

Corfine sphec
C oS conAdl  Seper visdn — B

Fo-Tacdak Comnped ystem (1es ta:f)
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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.

TE 15 |
12350340 Ru},kf« Aeve Yot
A3, Reh by
128014 |W llt\?\ W< ‘
! ' W
AL 8 W Yot _@\{&Jﬁk
' ] \a'u (AERCITIN NTW
3IUTLA] bo WL LN
12458 5 1 Mk e
F oy R 3§ L
i:al.g‘.{ LY pr\ r‘) 'SQTWL\L
J
23 < | Roller
k]
3L | wnkewr e
i ORI
[2457% Aemlees
) w A / ( ~
i_D = voe A2 R ‘\Y l%s“\‘k' beve QTT":AQ{ oA B wpecten
R LRSI A J
12395L253 Bpad deol

5. DECISION-MAKING & JUDGMENTS.

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

ﬂLOb\-“ ‘\b\ﬁ"k *9*70 ad

1. OV\( h”‘%\‘\ e ;"%‘a(t&.ﬂp PR

™ uh\-e: swite ;['
A "3 winbe 9 mr'!c\
pev S pLop /

fThH -z ._
N ‘?fp—# "\'\\g‘(\qvl(iﬁ’ﬂ - ™ ILlL\”"i‘B Jel S A ool ‘LS
“Ro © Ccab mek an -‘\TVk"C iﬂ.%\u‘& Cobde e n An S“m\o\‘\z) ?Z P
3. € vl -J/l,/‘;«{ f/\y

f!\{f’r’ i j‘f’Lw!H'\ - M!L/(:MD

puils pac Sk
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IV: AMERICANS WITH DISABILITIES ACT 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

performed? accomplishing the job's purpose?
0 - Never 0 — Not Important
1 — Annually 1 — Somewhat Important

2 — Quarterly (at least 3 per year) 2 — Very Important

3 — Extremely Important

3 — Monthly (at least 8 per year)
4 — Weekly (at least 3 per month)
5 ~ Daily (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 Select Select
factor is important if the amount and kind of climbing required :
exceeds that required for ordinary locomotion. Sn 5
Balancing: Maintaining body equilibrium to prevent falling
when "walking, «tanding or crouching on narrow, slippery or
erratically moving surfaces. This factor is important if the Select Select
amount and kind of balancing exceeds that needed for -
ordinary locomotion and maintenance:of body equilibrium. § 3
Stooping: Bending body downward and forward by bending
spine at the waist. This factor is important if it occurs to a Select Select
considerable degree and requires full -use of the lower
extremities and back muscles, 5 3
ﬁeehng. Bending legs at knee to come to a rest on knee or Select Sv Select %

ees. -
Crouching: Bending the body dewnward and forward b,
bending legg and spineg g ’ Select § Select 3
glé?vling. Moving about on hands and knees or hands and Select < Select ,5
Reaching: Extending hand{s) and arm(s} in any direction. Select ¢ Select 2,
Standing: Parlicularly for sustained periods of time. Select ¢~ Select 3
Walking: Moving about on foot to accomplish tasks,
particulgarly for longg distances. i Select '§ Select S
Pushing: Using upper extremities to press against something
with steady force in order to thrust forward, downward or Select Select
outward. 3
Pulling: Using upper extremities to exert force in order to
draw, grag, hafl OIP fug ohjects in a sustained motion. Select 5 Select 3
Fingerimg: Picking, pinching, typing or otherwise working,
primarily with fingers rather than with the whole hand or arm Select .- Select
as in handlng, 3
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| Grasping: Applying pressure to an object with the fingers or
palm.

Select S’

Select 5

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 usec of the upper extremities and back
muscles.

Select

S

Select

3

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 quickly.

Select

Select

Hearing: Perceiving the nature of sounds with no less than a
4dhb 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.

Select

Select

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

Select

S

Select

3

Repetitive Motions: Substantial repetitive movements

{motions) of the wrists, hands, and/or fingers. Select S— Select 3
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 Select Select

most of the time. Jobs are sedentary if walking and standing
are required only occasionally and all othersedentary criteria
are met.

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.

S
S
Select

@

8l

Select

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

Select

]

Select

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

Select

Select

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

Select

5

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.)

]

L]

Atmospheric Conditions (fumes, odors,
dusis, gases, poor ventilation)

Hazardous materials (chemicals, blood and
other body fluids, etc.)

XXX

Extreme temperatures X
Inadequate lighting %
Work space restricts movement X
Intense noise K

Travel

Environmental (disruptive people, imminent

g O

L e O O

X <P

danger, threatening environment)

V: EMPLOYEE, 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).

EMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my

knowledge.

Date:

F

Signed: /@ij effj !gg& g f';j/
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TO BE COMPLETED BY THE 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 guestion. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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
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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.

[ 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.

j ‘
Employee Signature: ‘o/ﬂ/ A ¥ /7 / Date: ' / -0 ‘?

Supervisor Date: *
Signature: /( //57{/ Z) 9
Department Head Date: /
Signature: / W f
N

THANK YOU FOR COMPLETING IS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE @QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

<" . '
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JOB ANALYSES QUESTE@NM

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? [ ] Yes [ No |Ifyes, please list all employee names.

Division: Department:

For Individual Questionnaires Only:

Employee Name: Hobson Jeffery J.
{Last} (First) (Middle Initial

Current Classification Title: Equipment Operator - Persigo
‘Division Utility and Street System Department WWTP - Persigo
Total ;en.gth (')f; Time witl'} organization 1 Years 6 months
Total Length of ﬁme in Current :Positign Years 11 wmonths
Assigned Hours/Week:; from 7amt (; 3:30pm Assigned Days/Week Mon thru Fri
Email: Work Phone: 970-256-4180

) Immediate Supervisor: Immediate supervisor reports t@:.
Name: Larry Brown Name: Dan Tonello
Title: Maintenance Supervisor Title: Plant Superintendant
Work Work
Phone 970-256-4168 Phone: 970-2564164
E-mail: H-rmmgil:
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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 te provide technical
assistance to users.

Maintain and Mow WWTP - Persigo's Grounds,
Paint Plant buildings during winter time.
Daily Clean Operations Building.
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2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS.

a. The chart below asks for your specific supervisory responsibilities. If a duly stalement 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.

[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-cut 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.

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

OooOoOoo|jo|g

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 alse report directly to your superviser; and, (2)

«y6ur subordinates, any employees you supervise directly. List only those jobs over which you have
full managerial/supervisory authority (l.e. complete and sign performance evaluation.) Do not list
employees supervised by your subordinate supervisors.

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

7 Maintenance Mechanics ' }\Aﬂm@}@ﬁu@ﬁﬁm‘ﬂ
' '80peratiqné pefsdnitel ‘ Plafd\Syperifitsugaitt-—._
7 Collections
 papStaff
- 3 Adduihi€teative. Assisants~
1 Safety Coordinator

Please indicate the nature of the group supervised and the number supervised
E__jFull Time [CPart-Time [Iseasonal/Temp [“Ivelunteer [Jconiract
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c. Describe with whom, or with what departments/organizations, you have regular contact.

1. Inside your organization (other City Departments):
- — e =

Ex: Peers, Subordinates
None

2, Outside your organization:

gan
Ex: Vendors, Gen. Public
None

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.

Essertiial 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 itype of report(s) you may prepare. Also, please use action verbs such as prepares,
calculates, operates, ete,, to start off each statement. Do not use acronyms in your description. Examples
are shown below. Use additional sheets if needed.

Decisions Requirved: List the decisions yout make to cany out the essential duties.

Frequency: Indicate how often you perform each duty — D = daily, W = weekly, M = monthly, @ = quarterly, A
= annuaily, or O = occasionally.

Percent of Time: Indicate how much 6f 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 {o come up with an exact percentage. The
percentages of all duties should equal 100% over a one year period of time.

Attach additional sheels if necessary.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)
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‘Essential Dutie

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

Performs inventory spot checles
and monthly counts of supplies in | When to check supplies M 10%
warehouse.

Articles to include, editorial

changes, graphics, layouts M 25%

1 Mow, Edge, Trim Grounds When and Where Daily 40

Spray weeds -- mix chemicals When and Where Weekly 5
}iri“tiegration - Sprinkler repair, Time clock, pump, repait whete needed Dally 10
4 Eﬁlggsment Mintenance - fuel, oil, grease belts, As needed Monthy 5
5 S;gl.:)r;ds repair - dirt work, re-seeding, shovel, as noeded Weekly 5
Building cleaning - trash, sweep, mop, bathrooms | When and Where Daily 10
g:;lsl{:ng Bui!ldings - clean, tape off, spray, roll, What arca to paint Monthly 20
| Order Supplies - clean supplies; paper, gloves how much needed Weekly 5
9 ' ’ ‘ Select
10 ‘ ) ’ Select
11 | Select
12 Select
13 Select
14 , Select
15 | ' Select
16 Select
17 Select
18 Select
19 | Select
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4, REQUIRED KNOWLEDGE AND SKILLS.

This section helps us to understand the types of knowledge and 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 educaticn 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 -safety and of plant growth, skill - ability to run machinery and tools

Knowledge - good vs. bad plants, chemicals, skill - to spray the right plants

Knowledge - Irrigation, sprinklers, valves, pump, timeclock, skill - ability to dig, fix broken
pipe sprinklers

Knowledge - Machinery repair, oil, grease, fuel, skill - mechanical, sharpen blades

Knowledge - how deep to plant, run tractor, skill - run front loader safely, shovel

Knowledge - how to clean, chemical cleaners, skill - to clean, use of broom, mop, vacuum

Knowledge - of paints, painting equipment, skill - to paint that it looks good, not make a mess

| afa|uv| | w [o]|=f

Knowledge - of what to order, skill - to order the right amount
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[il. 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)

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):

O ROOO O
O0O000OX O

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
CSQ Master Garden 3 years . years
. Certification
- Chemical Pesticide Applicators 6 years years
License
Irrigation.Repair 10 years years
a. What field (s) should training or degree be in?
Biology ‘ "
Industrial Arts

3. SPECIAL REGQUIREMENTS: Lisi any regish'ations, certifications or licenses that are required for
you to hold your position. Be specific and do not abbreviate words or use acronyms.

Master GardenepCertification

CER an\z{? Aid Card :
D Wastewlter Operations Certification
1

Collect‘éés ertification
TFork Cift Certification

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

_Duty# | . . Machines, Tools, Equipment. | Frequency/Time
1 Large Riding Lawn Mowers, Trimmers, Saws D/20hr/wk
2 Spray tank and Spray wand, chemicals W/2hr/wk
3 Pipe wrench, hand saw, shovel, PVC glue W/5hr/wk
4 wrenches, grinder, grease gun, high pressurc washer M/5hr/mo
5 tractor, shovel, rake M/8hr/mo
6 broom, mop, sponge D/2hr/day
7 Airless Paint gun - pump, paint brush, roller W/10hr/wk

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 decide how much time and what days to water on each irrigation zone.

2. To decide how often to mow different areas of the property.

3. To decide maintenance to perform on the lawn mowing equipment.
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IV: AMERICANS WITH DISABILITIES ACT 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 fo 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

How frequently is the activity

performed?
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)

Imporiance

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

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

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

2--Very Important

1,7

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 mamtenance
of body equilibrium.

4--Weekly

1--Somewhat Important

1,3,5,7

Siooping: 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

3,4,5,6,7

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

4--Weekly

2--Very Important

3.4,5,6,7

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

5--Daily

2--Very Important

3,4,5,6,7

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

4--Weekly

2--Very Important

3,4,0,7

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

4--Weekly

1--Somewhat Important

3,6,7

Standing:
tine.

Particularly for sustained periods of

4--Weekly

1--Somewhat Important

1 through 8

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

B--Daily

3--Extremely Important

1 through 8

Pushing: Using upper extremities to press against
something with steady force in order io thrust

4--Weekly

1 ~-bomewhflt Impm tant

1,5,06,7
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forward, downward or cutward.

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

5--Daily

1--Somewhat Important

1,5,6,7

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

5--Daily

2--Very Important

1,3

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

5--Daily

3--Extremely Important

1 through7

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--Daily

2--Very mportant

1,3,6,7,8

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

5--Daily

2--Very Important

1,3,4,6,7

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--Daily

3--Extremely Important

1 through 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--Daily

3--Extremely Important

1 through 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
1mportant Other important factors of seeing are
acuity (near and far), depih 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 dovwm
or to the right or left while eyes are fixed on a
given point} and color vision (ability to identify and
distinguish colors).

5--Daily

3--Extremely Important

1through 8

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

5--Daily

2--Very Important

1 through 7

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 abjects, 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

2--Very Important

1,3,4,5,6,7

Light Work: Exerling up to 20 pounds of force
occasionally, and/or up to 10 pounds of force
drequently, and/or a negligible amount of force
| constanily to move objects. If the uge of arin
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v

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 fo move objects.

3--Monthly

1--Somewhat Important

1,6,7

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.

2--Quarterly

1--Somewhat Important

1,6,7

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 {o 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 X
parts, electrical currents, vibration, eic.)
X

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)

X [ROXKO | 0| O
NoOoO” o |0/ o
[ D@DD%%

V: EMPLOYEE SUPERVISOR, AND DEPARTMENT HEAD SIGNATURES

.

ADDITIONAL COMMENTS

Are there any additional commerits you would like to make to be sure you have described your
job adequately? (Use additional sheets if necessary). .

EMPLOYEE CERTIFICATION

1 eertify that the abov statements ancl regponges are accurate and complete to the best of my
knowledge. -

Signed:

Date: e AR A

;oodF ;
H s i s - - = .
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TO BE COMPLETED BY THE 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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

ond) wwﬂn Kefrci o anddmagpme

A ()//Lﬁ/mr;’,{-@ Ce éfé’h/ww cfww(/ QM W~

LN N%

/;:’{12(4.& nﬁ{f_zmwwm Qamren/L /Z-CE’@L{Z.»
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" Please check the appropriate statement:
[ 1 I agree with the incumbents’ position questionnaire as written.

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

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

I have noted the modifications made b% supervisor in the Comments Section above.

Employee Signature: J/ﬁw%(‘j Date: /2/5@/’9%

Supervisor Date: '

Signature: / ..2/ 3@’@ g

Department Head Date:

Signature: / / 5{/%
AV

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT,
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

)
o
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JOB &HALY%E% @U @E@NAERE

1. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? [1 Yes No | If yes, please list all employee names.

Division: ' Department:

For Individual Questionnaires Only:

Employee Name: Polley Craig A
{Last) (First} {Middle Initial)

Current Classificatioa Title: Equipment Operator
D_ivisimx ~ Water Services Department  Utility & Sireet Systems
Total .E;ngth off Time with orggmizatmﬂ 10 Years 5 months
Total Length of Time in Current Positi@;n 8 Years 5 months
Assigned Hours/Week:; from 7:00 ¢ 0 3:3Q Assigned Days/Week M-F
Email: Wosk Phone: 970.260.4656

‘ Immediate Supervisor: Immedia‘té supervisor reports to:
Name: Dan Vanover Name: Rick Brinkman
Titles Water Supply Supervisor Titles Water Services Manager
Weorlk Weslk
Phomne 970.241.3389 Phone: 970.244.1429

Bl danuy@gicity.org | iemmills rickbr@gicity.org



mailto:rickbr@gjcity.org




IL. POSITION INFORMATION

i. 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,

Equipment Operator:

To operate and maintain 100 gpm water filtration plant and hydro electric plant including installation and
maintaining associated flow lines and water taps for 140 residence. I provide weekly water quality sampling
for Water Quality Lab and maintain the Reservoirs including the recording of the monthly PZ Readings,
weed control and snow surveys. /‘\>

A
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ZATIONAL RELATIONSE

2. SUPERVISION & ORGA

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 -

. Yes .

[<]

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

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

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

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

I make work assignments for others.

I make hiring and hiring pay recommendations.

I make hiring and hiring pay decisions.

1 recommend termination for poor performance.

Ooooo oy 4o

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

1 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
emplovees supervised by-vour subordinate supervisors.

YOUR COWORKERS’ JOB TITLES | YOUR DIRECT REPORTS® JOB TITLES

Pipeline Maintenance Supervisor . Water Supply Supervisor

Water Supply Supervisor

Water Resources Supervisor
Plant Mechanics
 Meter Readers

Please indicate the nature of the group supervised and the number supervised
DFull Time DPart—Time E]Seasozlal /Tewp EVolunteer E}Contract







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

1. Ins:de your organization {other Cnty Departments):

Title of Person or How Often T For What Purpose S
Department S SRR o
Ex: Peers, Subordinates
Class A Water Plant Daily Water volume to town
Operators
Water Quallty Technicians | Weekly Water quality standards - lab
Plant Mechanics Once a month Instrumentation
Equipment Operators Occasionally Water breaks - Kannah Creek Line

2. Outside your orgamzatwn.

T1t1e of Person or How Often For What Purpose' BRI
Orgamzatwn B E RN RS ) EEEAT T : _ .
Ex: Vendors, Gen, Public
140 water tap users Occasionally Water breaks & related problems

3. ESSENTIAL DUTIES.

The list of essential duties helps us to understand those duties which are the primary reasons why your
position gxists. F!or 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.

Deeisions Required: List the decisions yon make to carry out the essential duties.

Freguemoy: Indicate how often you perform each duty — D = daily, W = weekiy, M = monthly, Q = quarterly, A
= annually, or O = occasionally.

Percent of Time: Indicaie how much of your time you spend on each task. The total of these percentages
should not be meore 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 esiimaies 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 sheels {f necessoiy.

=
Bt

¥ AMPLE (LIST ACTUAL ESSENTEAL DUTIES BELOW EIAMPLIT)
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Essential Duties

- |Decisions Roquired

EXAMPLES:

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

Articles to include, editorial
changes, graphics, layouts

25%

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

' When to check supplies

10%

. ListofEssential Duties | Decisions Required

| - Frequency:.
o D=Daily
M= Monthly -
| L Q EQuarterly .
o] A= Annually .
1. 0= Occasionally .

) . %of
Time

- Spent
“(Notto
- exceed .-
- 100%) -

Water Plant & Hydro Operations

Water plant and hydro
readings and chart
readings; maintenace of
chemical pumps and flow
meters; N.T.U, meiers

Daily

30%

i

‘Reservoir Operations

Snow surveys (A);
Reservoir Readings (M});
Piezometer Readings (M);
Maintain Roads & Right-
of-ways (Q); Bathroom &
trash maintenance (W);
Weed Spraying (A);
Seasonal water flows in
flowlines & ditches

Weekly

30%

Water Quality Sampling

Accurately test Sample
Stations (W) and deliver
to City Lab the following:
S.O.P./Bacti P.H.
Temp./Lead & Copper
(Q) /N.T.U. Ice Pick
M.D.A./Well Sampling;
also, maintain C2
Standards (D)

Daily

15%

Maintain Disiribution and Flow Lines

Inspect & repair pressure
regulating valve; maintain
& read master and
residential meters; new
waler taps; repair water
breaks; customer
problems

Daily

15%

Water Meter Reports

Usage & Loss; Inventory

and changes

5%

Monthiy

A







Ii. 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 HNeed
] ] Less than Hi.gh School Diploma. or equivalent (G.E.D.) (ability to read, write,
FEE I ,  and follow directions)
] [.1 . High School Diploma or equivalent (G.E.D.)
X [] Up to oné year of specialized or technical training beyond high school
[l ] Associate deg.ree‘(A.S., A.A\) or two-year technical certificate
1 [l  Bachelor’s degree ) '
5 | Other (explain):

Aerospace Training - one year

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

P

Type of Experience
. Mininnam
You Have Your Time You Need Time
Required
Drinking Water Systems 8 years Drinking Water Systems 5 years
Equipment Operations 35 years Equipment Operations 5 years
Accurate Record Keeping 35 years Recording 5 vears

a. What field (z) should iraining or degree he in?







6 Identify and report Gas &
Water Shed Preservation gg{f}g&?ﬁiﬁigﬁg& 5%
activity; Weed invasion Daily

7 Select
8 Select
9 Select
10 Select
11 Select
12 Select
13 Select
14 Select
15 Select -
16 Select
17 Select
18 Select
19 Select

4. REQUIRED KNOCWLEDGE 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 concepis and information gained through experience, training
and/or elucation and can be measured through testing.

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

The knowledge and skills that you list in the followmg section must refer {o the Essential Duties you listed
in Section 3.

: Duty # o g :1. . B o : ;_:-;__ o Knowledge Slﬂlls

1,3, 6 .Knowledge of State and Fedelal chmkmg water regulations

,3.. /| Knowledge of chemicals ‘and equipment in water treatment and distribution

1,34 Knowledge of safety practices and Osha Regulations, the Safe Drinking Water Act, etc.

4 Knowledge of Pipeline Distribution

2,4 Knowledge of Water Laws - Rights, Flows & Calculations

2,6 Kunowledge of Forest and Range Management

6 Knowledge of Gil and Gas Exploration - practices, equipment and chemicals used in drilling
h2,6 Knowledge of Weed eradication and inundation

6 Knowledge of Farm and Ranching methods efc.

5 Knowledge of Basic Math B







Water Treatment or Plant Operations

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

Colorado Class C Water Operator

Proficient Backhoe Operator

Class Four Distribution Operator

U.S. Bureau of Reclamation Dam Tender Certification
Trench and Shoring Ceriification







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 Chlorine Meter
N.T.U. Meter
P.H. Meter

— —_
-
=

Piczometer

Backhoe

Tapping Machine (Water Lines)

Water Pump

Weed Sprayer & Snowmobile

Data Loggers

Generator

,0 ATV

Road-grater

Nmmu-h_t\)ua.h.pm
[+
Llolo|lolo|»|gi0|0|BEIE|0O|Q

6 Brush cutter, chainsaw

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. Chemical adjustments at Water Plant {AcH, C-Poly, C12)
2. Time Management and prioritizing work load

3. Deciding when to ask for assistance in making important decisions about waier quality




IV: AMERICANS WITH DISABILITIES ACT REQUIREMERNTS

1. PHYSICAL ACTIVITIES / REQUIREMENTS.

This seciion helps us understand the physical activitics and requirements that are absolutely necessary for
you o 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

How frequently is the activity

Importance

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

performed?
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 [mportant
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--Daily

3--Extremely Important

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

4--Weekly

3--Extremely Important

1.2

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--Daily

3--Extremely Important

1,2,3

HEneeling: Bending legs at knee to come to a rest
on ‘khee or kdees.

5--Daily

3--Extremely Important

1,2

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

4--Weekly

2--Very Important

1,2,3,4

Crawiing: WMoving about on hands and knees or
hands and feet.

3--Monthly

2--Very Important

4

Reachimg: Extending hand(s) and arm(s} in any
direction,

5--Daily

3--Extremely Important

1,2,3,4,5,6

Standing:
time.

Particularly for sustained pericds of

5--Daily

2--Very Important

1,3

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

d--Weekly

2--Very Important

3,5,6

Pushing: Using upper extremitics to press against
something with steady force in order fo thrust

3--Monihly

2--Very Important

1,4




forward, downward or outward.

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

3--Monthly

2--Very Important

1,4

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

1,3,5

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

3--Monthly

1--Somewhat Important

1,34

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

3--Extremely Important

1.4

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

3--Monthly

1--Somewhat Important

1,34

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--Daily

3--Extremely Important

1,2,3,4.5,6

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
commiumnication, and to make fine discrirninations
in sound, such as when making fine adjustments
on machined parts.

5--Daily

3--Extremely Important

1,2,3,4,5,6

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 (fhree
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 fo the right or left while eyes are fixed on a
given point) and celor vision (ability to identify and
distinguish colors}.

5--Daily

3--Extremely Important

12.3.4,5.6

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

S5--Daily

3--Extremely Important

1,2,3,4,5,6

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 sedeniary criteria are met.

4--Weekly

2--Very Important

1,2,3,4,5,6

Light Werk: Exerting up to 20 pounds of force
occasionally, and/or up to 10 pounds of force
frequently, and/or a negligible amnount of force
congtanily to imove obiects. I ithe use of arm

5- Thaily

3--Exivemely lmaporiant

1,2,3.4,5,6




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 fo 20 pounds of force
frequently, and/or up to 10 pounds of force
constantly to move objects.

4--Weekly

3--Extremely Important

1,2,4,6

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.

3--Monthly

3--Extremely Important

1,246

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.

2--Quarterly

3--Extremely Important

1,2,4,6




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 itseli. 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:l 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 4 ]
AN

arts, 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

X IR 1) L
O OO X
OO o g 4

Environmental {disruptive people, imminent
danger, threatening environment)

V: EMPLOYEE, SUPERVISOR, AND DEPARTMENT HEAD SIGNATURES
ADﬁI‘l‘IQNAL !QOMEN'B.‘S

Are there any additional comments you would like to make to be sure you have described your
job adequately? (Use additional sheets if necessary).

BMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my
knowledge,

Signed: £ —ty @ ci:&-f‘e)f-(g{ﬁ?‘:,_., —_ Dater ;/,4/3 4 / 4 g-:f?
7 i




TO BE COMPLETED BY THE IMMBDIATE 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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




Please check the appropriaie statement:
X1 I agree with the incumbents’ position questionnaire as written.

[] The above modifications have been discussed with the incumbent, and the incumbent
agrees with these modifications,

[] The above modifications have been discussed with the incumbent, and the incumbent
disagrees with these modifications.

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

Employee Signature: {/i,tb&ﬁiﬁ @W%f' Date: __ / ~ é ~ 2 ?
o = i

Supervisor Date:
- o g -y /
Signature: ;OM, [%’,’ZWW“?A« 7

Department Head —_— Date:

~g- 07

L i a V// ”~ T

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR

- DEPARTMENT HEAD.

L4
@







CITY OF GRAND JUNCTION
JOB ANALYSIS QUESTIONAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

2,

Is this a group questionnaire? Yes [] No [ Ifyes, please list all employee names.

Jeff Peak, Chris Sheffield, Frank Wagner, Lee
Mcdonald, Mike Harmon Josh Dearstyne,
Brant Westermire, Chris Mcdonald.

Division: USAF Department: Streets

For Individual Questionnaires Only:

Employee Name:

(Last) {Firsi) (Middie Initial}

Current Classification Title:
Division Department
Total Length of Time with organization ‘ Years months
Total Length of Time in Current Position Years months
Assigned Hours/Week:; from 700amto 3:30 pm Assigned Days/Week M-F
Email: Work Phone: (970) 244-1575

Immediate Supervisor: Immediate supervisor reports to:
Name: Dave Van Wagoner Name: Darren Starr
Title: Street Systems Supervisor Title: Utilitys & Street Manager
Work 256 -4l Work
Phone (970)296-5434 Phone: _ (970) 244-+55% (493

Page 3 of 17 Fox Lawson & Associates, LLC




E-mail: E-mail:

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 sumimary 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.

To maintain and preserve roadways to provide safe travel for the general public.

Page 4 of 11 Fox Lawson & Associates, LLC




2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS.

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

<]

I do not officlally supervise other employees (sign performance reviews), 15

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

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

1 instruct other employees in methods or procedures needed to carry out 15
their job (how to carry-out their assigned duties).

I make work assignments for others.

I make hiring and hiring pay recommmendations,

I make hiring and hiring pay decisions,

I recommend termination for poor performance.

XCHEHCLEL M O &

I provide advice to peers that they must consider carefully before making a 15
decision.
I provide information to supervisors/management that they use in making -
a decision.

X

h. 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
emplovees supervised by vour subordinate supervisors.

YOUR COWORKERS’ JOB TITLES YOUR DIRECT REPORTS' JOB TITLES

EuiPMENT ™ o PERAIDE. < 0 PERVISOK.
S EAGONAL  MAMATEAANCE WORKER O PERAUDKS  MAAMGER

6PE:AA(:F\II EQUIPMENT . PERATIR . Chaw) (EHeR.

Please indicate the nature of the group supervised and the number supervised

lﬂ}“uﬂ Time ((9) DPart—Time EESeasonal /Temp @) DVolunteer BContract @)

Page B of 17 Fox Lawson & Associates, LLC




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

1. Insid

organization (other City Departments):

Ex: Peers, Subordinates

Water Department Weekly Patch utility cuts, equipment

Police Department Weekly Traffic control, cleanup debris, spills
Parks and recreation Monthly building roads, road maintenance
Persegio water treatment Occasionally build roads, road maint, sewer drains
Sanitation Occasionally Pick up Trash, move containers
Fleet Daily Equipment repairs, parts

2. Outside your organization

Ex: Vendors, Gen. Public

General Public Daily Customer Service
State and county agencies | anmally Road Maintenance, equipment sharing

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 nol simply state “prepares reports”, but state “prepares reports such as status reports, staff
reports”, or other type of repori(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 d.écisions you make to carry out the essential duties.

Frequency: Indicate how often you perform each duty - D = daﬂy, W =weekly, M = monthly, Q= quarterly,
= 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.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)

Page B of 17 Fox Lawson & Associates, LLC




EXAMPLES:

Prepares monthly newsletters by
gathering information, writing

Articles to include, editorial

copy, editing, preparing for . M 25%
publication and overseeing changes, graphics, layjouts

distribution.

Performs inventory spot checkcs

and monthly counis of supplies in | When to check supplies M 10%

warehouse.

Crack Filling - Prepares Street for crack filling e ]
. A . traffic control, weather
operations, which includes blowing out cracks by dition torial
high air pressure to ensure hot sealant can cont 5, mareia o
penetrate the crack. Crack pot crew will then mveptory,‘eqmpment 12%
apply hot sealent to clean cracks by squegging rep_alr,equlpment
hot sealant. maintenance. Daily
Traffic control, weather
Patching/Overlay - Repairing utility cuts or skin | conditions, equipment,
patching low areas or damaged road asphalt with | Asphalt avalability, 13%
new asphalt. calculation for material
needed. Daily
Traffic control, weather
Chip Sealing - Appyling new surface to existing | conditions, cordnation
aspahlt by means of appling oil and rock chips with chipper and dump 12%
and compaction, Then applying a top coat sealer. | trucks distributor and
rollers Annually
Traffic control, determine
Shouldering Roadways - Repair blown out areas | areas for repair,
along the asphalt road way by means of material | equipment needed, type 5%
replacement or grading roadway. amount of material
needed Quarterly
Traffic control, determine
Pot holes - Fill in holes in existing pavement areas for repair,
with cold mix or hot asphalt. equipment needeld, type >%
amount of material
needed Quarterly
Grading - Preparing subgrade and finish grade Determine drainage
for new roads and existing road surfaces; which needed for 'obsiteg traffi
includes new road construction, alleys, side ? 1 or )¢ ’t 1 12%
walks, bike paths, parking lots, shoulder roads congod, eq”‘pf“f“ ded
and ditches needed, materials neede Quarterly
Guard Rail Repairs - Repairs damaged guard Traific Cont.rol, materials
. needed, equipment 5%
rails. needed Quarterly
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8 Snow and Ice Removal - Plow and remove snow

materials needed,

o e equipment needed, 12%
from road and apply de-iceing agents road ways. weather conditions Quarterly
9 Spring Clean up - Removal of refuse,bulk items Contrgctors, hazardous
. ) . materials accepted,
and green waste placed at the curbside from city . locati 12%
residents equipment location,
: traffic control, routing Annually
10 | Traffic Control - Prepares jobsite traffic safety by | Follow MUTCD guide
placing either signs, cones or message boards or | lines for jobsite, 12%
flagger to direct traffic. equipment/signs needed Daily
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 slkill 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.

2.4.6,7,89 Operate Skidsteer

2,3.4,56,8,9 Operate Dump Truck - 5/10 yard - 1 ton

2.,3,4,5,6,8,9 Operate Loader

2 Operate Laydown Machine
All Traffice Control

2,3.4.6 Operate Roller

All Hand tools

2,3,4,6,8 Operate Grader

] Operate Air Compressor
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2,4,6

Transit/Grade rod
2,4.7.8 Operate Backhoe
8 Operate Salt/Mag control units
2,4,6,9 Operate Water Truck
8 Operate Snow Plow
1 Operate Crack Fill machine

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
Have

|

O O0KK

2. EXPERIENCE:

You
Need

O O0000 O

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):

needed to enter your job at entry level?

Type of Experience

What kinds of experience do you have, and what minimum kinds of experience are

You Have Your Time You Need Time
Required
CDL 25 years CDL 1 years
Construction Experence 20 years Construction Experence 5 years
Public Relations 15 years Public Relations 1 years
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a. What field (s} should training or degree be in?
Traffic control, Use of Equipment

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.

Traffic Control technician
Traffic Contro! Supervisor
CDL
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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.

ity # |
2,4.6,789 Obefate Skidsteer Weekly
3’3’4’5’6’8’ Operate Dump Truck - 5/10 yard - 1 ton Weekly
3’3’4’5’6’8’ Operator loader Weekly
2 Operate Laydown Machine Monthly
All Traffic Control Daily
2.3,4.6 Operate Roller weekly
All Hand tools Daily
2,3,4,6,8 Operate grader Monthly
1 Operate Air compressor Monthly
24,6 Transit & Grade Rod Monthly
2,4,6,9 Operate Water Truck Weekly
8 Operate Snow Plow Seasonally
1 Operate Crack Fill Machine Weekly

. DECISION-MAKING & JUDGMENTS.

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

1. Traffic Control

2. Equipment needed for the job

3. Materials needed for the job
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IV: AMERICANS WITH DISABILITIES ACT 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 decument any physical requirements in order to legally defend
restrictions that are imposed. The definitions for the physical activities/requirements are taken directly from
the guidelines established by the federal government. Your answers in this section will not affect how your
job is classified.

Frequency Importance
How frequently is the activity How important is the activity in accomplishing
performed? the job's purpose?
0 — Never 0 - Not Important
1 - Annually 1 - Somewhat Important
2 — Quarterly (at least 3 per year) 2 — Very Important
3 — Monthly (at least 8 per year) 3 — Extremely Important

4 - Weekly (at least 3 per month)
5 — Daily (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--Daily 2--Very Important All

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

5--Daily 2--Very Important All

Stooping: Bending body dowmward 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--Daily 2--Very Important All

Kneeling: Bending legs at knee to come to a rest

on knee or knees. 5--Daily 2--Very Important All

Crouching: Bending the body downward and

forward by bending leg and spine. 5--Daily 2--Very Important All

Crawling: Moving about on hands and knees or{ , N

hands and feet. 3--Monthly 2--Very Important All
Reaching: Extending hand(s) and armf(s) in any Cyai .

direction. 5--Daily 2--Very Important All
Standing: Particularly for sustained periods of CTyai B

time. 5--Daily 2--Very Important All
Walking: Moving about on foot to accomplish et

tasks, particularly for long distances. 5--Daily 2--Very Important All
Pushing: Using upper extremities to press against

something with steady force in order to thrust| 5--Daily 2--Very Important All
forward, downward or outward.

Pulling: Using upper extremities to exert force in 5--Daily 2--Very Important All
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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

2--Very Important

All

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

5--Daily

2--Very Important

All

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--Daily

2--Very Important

All

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

2--Very Important

All

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
guickly.

2--Very Important

All

Hearing: Percelving 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--Daily

3--Extremely Important

All

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),
accommadation {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 fo identify and distinguish colors).

5--Daily

3--Extremely Important

All

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

5--Daily

2--Very Important

All

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

2--Very Important

All

Light Work: Exerting up to 20 pounds of force
occasionally, and/or up to 10 pounds of force
frequently, and/or a mnegligible amount of force
constantly to move ohjects. 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--Daily

2--Very Important

All
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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.

5--Daily

2--Very Important

All

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.

5--Daily

3--Extremely Important

All

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.

5--Daily

2--Very Important

All
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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 ] 5
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

L OO X O

L IR £ | L
D XL L) I

Environmental (disruptive people, imminent
danger, threatening environment)

V: EMPLOYEE, 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).

ch@f;é /é’wé //“WQ U " BuettOif
A

Foak Fogm
%%/gﬁz;"“‘/”

EMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my
knowledge.

Signed: Date:
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TO BE COMPLETED BY THE 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that are not complete or are
incorrect, please {ill 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
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¥ <
i

Please check the appropriate statement:
JZI. I agree with the incumbents’ position questionnaire as written.

[[1 The above modifications have been discussed with the incumbent, and the incumbent
agrees with these modifications.

[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: Date:

e @,ﬁf (Hior ™ _seoifis
2y " //g,///

f _-/ —
THANK YOU FOR COMPLETING T IS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

Department Head
Signature:

£
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CITY OF GRAND JUNCTION
JOB ANALYSIS GQUESTIONAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? [] Yes X, No | Ifyes, please list all employee names.

Division: § /. oo A e 7+, / J/ ¢ Department: g/ = A - mzj’,.t,-; wF o

For Individual Questionnaires Only:

Employee Name: Ceympo e o /DB 74 A

(Last) rst) iddle mitial

Current Classification Title: /=~ . . ' ... F Opoocf.. £/
A 7 7

Division § f’rce/c & (L £ /){%g Department S 74 s1 [ors to > Lss Ge £ o
Total Length of Time with organization A Years /)  months
Total Length of Time in Current Position 3 Years ? months

. ‘ 1fm 2
Assigned Hours/Week:; from J/y5to 4 2 o Assigned Days/Week Monelgy == Lo oy

e
Email; Work Phone: 70 -2 Y /S 7 /
Immediate Supervisor: Immediate supervisor reports to:
Name: f’/l ~ ST \S‘//\Dpd -5 ' Name: Dr.:“-;r N g%@/‘f
Title: ‘Si.f'('\ﬂ (’_.7/ S L&//l@ P R T T Title: S +’Pe-¢_ / de_?l =X, /‘5:‘ = A il
Phone Ce//— 2 20 ~2672 3 Phone: G 70729y -(YGY
Emait Cr 50 § ¢ 6T, Foe s 0 g Bmail: Dy rrcm S Tl Lz
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1L, POSITION INFORRMATION

L. POSITION SUMMARY: This section asks for a short paragraph, one to three sentences,
regarding the purpose of your position and/or your pritmary responsibilities. This summary helps
us to gquickly 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 io users.

()p@f‘d?éio;« ¢~—F 4-53_7“':/;« en% O +tos /e 7o K eep>
C{eér-'}j "pr'am 055’76"4_(:7(?&7 Wd»t?‘{ey- ’)C/aw.v ﬂ:‘f
fnc/uc/es' S%a'rﬂqc&ct:nj’ a/f%‘éh %v'dxq /Doal,c‘/;‘ Grtcl

Ie oy /54 7(; e 2N C{/ %C‘chj" an_’/ Foy /a/ﬁdl e S 'jl/dc}c/z’qﬁg- ,

/9/50 7+ o Ac“?? e FA /‘lé’.?_a;r*c/a'uj“ y/)///_f 7}A¢7L WC*’“//C/
HWeed sandd 6r fc;cc.:/gme,mf/f' to keep it Suw £ c‘s‘Fj

Lo Fe . S“uﬁ?/)/r R‘@P/@LO@A? ,",,,,/?g;f;“q O
‘f‘%ofm W“t”(e’*" /'D/'/'-e.:r 7’74“:}' A /D/M?ec/ ar /é:e./éb’?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 nummber of employees for
which you are responsible to the right of the statement.

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

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

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

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

1 make work assignments for others.

1 make hiring and hiring pay recommendations.

1 make hiring and hiring pay decisions.

I recommend termination for poor performance.

1 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.

RiOOOoOooROol0ONx

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: (I).
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

(! KEW LEADER.

Opsgator (-4)

Sbe. Lot O Lzt
Sorw WATER T NSPEaT0R
SsAson AL

Please indicate the nature of the group supervised and the number supervised
Crull Time [ Part-Time Clseasonaly Temp [Ivolunteer [contract
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¢. Describe with whom, or with what departments/organizations, you have regular contact.,

1. Insnde_y@uxf @r&nazatlﬂn (other City Departments]

EX Peers Submdmates Qe %L - /v /3:” w5t o Tree remsve I
@r%s“ @ Iee(.,a &u.awis: / S /gr‘(.p.t‘é a - 7Lf'c,€ r‘emﬂ:ﬂﬂ f
*)C:/éf. f(' &/(ﬂ(’/é’_/\/ Lfmu./pmﬂf/? Do i o
[Pepns 2 Q on,7ll/~ /74 lea_; S‘/'OTM /?/\a,‘_jg_g
b/ e foo MQ}‘L?/AI Cle i f e ¢ )
- ’/:._ £l i /A /g/ LA 2 e .nm.s' S tls
j‘DO/3C€_ MOM%A[W ﬂdd;c/f/»#{c q‘f;;;//f

2. Outside your organization:

Ex: Vendors, Gen. Public

(‘?/-.')L Kfen‘%ﬁ/f OC‘-Cﬂ}a//‘/ f?én j_/ [f“MTﬂ_mdz\,'/ QSULDQ/V("

Grangl Tanetinn Plae- Mon .,L[/(/ S p g2 //VS
M Gn i /Da‘mm Oceca, u_// C‘"/ﬂ/ﬂ/‘/\/_(

f?lamc‘i /")df 7L L rg./’f-{ﬂ/ (93

L‘-cﬂmﬁarm /mn/a/m“/%' - §cA nn_lv

T rue Us /’wéf yrd s no/:

...—

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., o start off ecach statement. Do not use acronyms in your description. Examples
are shown below. Use additional sheets if needed,

Decisions Required: List the decisions you make 1o 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.

Al e e e
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.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)
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Essential Duties

1. Cleaning storm drain system
Weekly 25%

Includes operation of backhoe, dump truck, skid steer loader, track hoe, shovels, rakes, to
remove silt, trash and debris from ditches, roadway surfaces and detention basins.

Decisions Required
Contacting Presigo to jet plunged storm drain.

Advise supervisor of underground locates.
Determining grade for excavation

2. Installing storm drain and irrigation systems
Monthly 25%

Operation of backhoe, track hoe, loader, skid steer loader, dump truck, compactor, and
miscellaneous’ hand tools and water pumps. Knowledge of traffic control, utility
locations, and color markings of utilities, Forming and poring of concrete structures’.

Decisions’ Required

Type and size of pipe

Size of trench box
Type of backfill material
Size of equipment needed for job
3. Leaf Removal

Annually 15%

Operating dump truck and trailer equipped with vacuum machine to remove raked leafl
piles from city streets. Supervising a seasonal employee during leaf removal activity.

Decisions’ Required

Knowledge of daily routes
Checking leaf pile for hazards that could cause damage to vacuum equipment or danger
to personnel.






| EXAMPLES:

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

Articles fo include, editorial
changes, graphics, layouts

Performs inventory spot checks
and monthly counts of supplies in
warehotse,

When to check supplies

25%

10%

1 Select
2 Select
3 Select
4 . Select
5 Select
6 Select
7 Select
8 Select
9 Select
10 Select
11 Select
12 Select
13 Select
14 Select
15 Select
16 Select
17 Select
18 Select
19 Select
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4, REQUIRED KNOWLEDGE AND SKILLS.

This section helps us to understand the types of knowledge and 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.

Knowiedge:

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.

Loca %10;« ;L‘F S Lo i S,v<&m—~ c.{e 74?—«. 756 aan 'Or;‘mfus

Cl//' Lehos L Peison.  Fo /Ceefz @ lea _a f q/éé’ e

7

/7/£Lue, o C L L _/‘,\ O_ﬂgg_/e/‘ # 5 c’“-{r«.;'ura C/u_»‘;ﬂ 'ﬁ“ac/(J.

/:)76 aé/aa= ‘7La O‘//;)t*r'f{./‘ﬁ— 'faée (S V- WA YW o S

A/ oA 7L‘('3 “ n cﬁer‘ f/[aﬂzz/ 7_3»\.4:_'70‘(}(, <2 'ft/’z) j

f/ax_uc e. CPOL . +q A';—;gge_ SAHAS ts 7 /g w/ Ciacf

“ncle o <“-7Z(;,.‘... fl ro u.,'7£& S -

ﬁ{ao{ Q Qp[’ + o O/bir‘c\.é c:/’oway/ '/’ﬁrbf/c_ Gmc/

| = }:/0(2_0" T’r/;lﬂ ‘/4«—?- LZL&)\« .'_,ijﬁ R €
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11, EDUCATION, EXPERIENCE, AND EQUIPMENT

1. EDUCATION: What level of education do you have and what mintmum 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)

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 iwo-year technical certificate
Bachelor’s degree

Other (explain):

O 000X O
OOO000 X

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
oS LA - Y S / years
%{_‘)P Pay- o ~ ch(;‘ ém e frae 3 years vl)« E i g § A_ years
A s L ? (7—3 ;fé r-] 3 years ,,Z }/ - e r"‘"‘:'. / yea‘rs

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

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.

e tiscnal Inc,'c/ea% Mﬁ'\,/‘l&\?fiﬂen% SX5'7LC»~S’ (/[/I/Vl,{()
S #Foran Wﬁ_rze.ﬂ e ns G e en A D“W‘*i—ts’ Cﬂcm!?é'“wavli(_,;,\_
Flasser cenrdLicarom
ConFined space ealry
Exc.‘;aud'—?(?am L Qe AESS

Class /> C.DL

brminins (Tremek Sulety)
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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.

| Erequency/Time

(2,395 £ uedfenr loe ek,
[, 2,96 | Back hox. litee KL,
L,.é; & Shid 5 tege Joocle (:)M.a.n‘/'crj{:/:,
/[y2,3 45,6 0‘-&%9 7 re AL Dt [y

s 2 Track hse Yeanrls

2 s m_p e For B e ﬁw/f

2. Tack fowmmer Qoo rtenly

2334 Shove [ Daily

2 Ao mmer Doy /] Qs e/

A Co nepele Soacu &LI_;LV-‘/_E//%L
2 Lower Saws Cwood) Q g anterd
RIS [Fancl  Tools De i/,

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. /'/Oted Clnc'( wieiﬂ 7”0 C/C"f--tw‘\_ G /OZLL?‘@.J 5/0 P’ C(I"‘Cft_ py

Fha# may Cawnse P/Mc/"!";.

2, Wags +o /’/"c./( Le 2

3. . . . B
/::/' acl Fn G & way /A 7Lo Yl ‘
G e v | c; ./ ~ ?‘4\ &L A—)/ G‘ﬁdﬁ ';‘luz v e’,?‘ e f/;) FrRR-A
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IvV: AMERICANS WITH DISABILITIES ACT REQUIREMENTS

1. PHYSICAL ACTIVITIES /REQUIREMENTS.

This section helps us understand the physical activities and requirements that are ahsolutely 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 talken directly from
the guidelines established by the federal government. Your answers in this section will not affect how your

job is classified.

Frequency

How frequently is the activity

performed?
(O — Never
1 - Ammually

2 - Quarterly (at least 3 per year)
3 - Monthly (at least 8 per year)
4 — Wecekly (at least 3 per month)
5 — Daily (at least 3 per week)

Importance

0 - Not Important

1 - Somewhat Important
2 - Very Important

3 ~ Extremely Important

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

Physical Ac]:ivity Frequency | Importance Duties
Climbing: Ascending or descending ladders, stairs,
scaffolding, ramps, poles and the like, using feet and legs 5 3 // '2'/3/¢/
and/or hands and arms. Beody agility is emphasized. This Select Select < -
factor is important if the amount and kind of climbing required /
exceeds that required for ordinary locomotion.
Balancing: Maintaining body equilibrium to prevent falling '
when walking, standing or crouching on narrow, slippery or § ? // 2/ f/ V
erratically moving surfaces. This factor is important if the Select. Select 5 6
amount and kind of balancing exceeds that needed for
ordinary locomeotion and maintenance of body equilibrivm.
Stooping: Bending body downward and forward by bending / > L/
spine at the waist. This factor is important if it occurs to a Select Select j
considerable degree and reguires full use of the lower ce ce 57, )
exiremities and back muscles. ., -

. et .
}lfnn:etging. Bending legs at knee to come to a rest on knee or Se?cfct Select é ) ,2} ?’
Crouching: Bending the body downward and forward by - e /i, 2,9
bending leg and spine. Se%ct Se&act /j’ /

p e g =
gg:wlmg Moving about on hands and koees or hands and Selbct Select /) 2
Reaching: Extending hand(s) and arm(s) in any direction. Select 57 Select §1/,2,7%, %< (
Standing: Particularly for sustained periods of time. Select &/ Select 3 /’ 2: 7
Walking: Moving about on foot to accomplish tasks, j s
particularly for long distances. Select w4 Select 3 /[, 2,7, ¥ ¢
Pushing: Using upper extremities to press against somecthing ’ / . ZI i,
with steady force In order to thrust forward, downward or Select Select e % L2
outward. g 2| &
Pulling: Using upper extremities to exert force in order to 7,83, 4¢
draw, drag, haul or tug objects in a sustained motion. Select Select 4
Fingering: Picking, pinching, typing or otherwise working, 1,2 Y
primarily with fingers rather than with the whole hand or arm Select L Select /
as in handling, . 3 </ G
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Grasping: Applying pressuie to an object with the fingers or
palim.

sSelect S"

select g

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

Select

Select.

s

f;?«;;,%_gé

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

Select

('?(

Select ‘

ETEIATN

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

Select

<

Select

Y

1,259

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,
stich as when making fine adjustiments on machined parts.

Select

5

Select

s

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 aobjects are also
considered important. Other important factors of seeing are
acuity (near and far), depth perception (three dimensional
vision), accommodation {adjustment of lens of eye to bring an
object into sharp focus), field of vision (area that can be seen
up and down or to the right or left while eyes are fixed on a
given point) and color vision (ability to identify and distinguish
colors).

Select

3

Select

2,3 Y
5,6

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

Select &

Select. _;)

213 9
/.

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 sedentany if walking and standing
are required only occasionally and all other sedentary criteria
are met.

Select

=4

Select

3

[, 2,3F
s, 6.

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

Select

-

Select

3

/72,39

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

Select

Select

12,3 Y
5, 6

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

Lf

Select

7,2,6

Very Heavy Work: Exerting in excess of 100 pounds of force
occaslonally, and/or in excess of B0 pounds of force
frequently, and/or in excess of 20 pounds of force constantly
to move ohjects.

Select .

3

Select

2

/;2,6
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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 {requency that is most appropriate. The condition
should be unique to your job and not generally applicable {o 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 | Meore than 50%
Condition of the time time of the time

Hazardous physical conditions {mechanical D

Hazardous materials (chemicals, blocod and
other body fluids, etc.)

Extreme temperatures

Inadequate lighting

Work space restricts movement

arts, electrical currents, vibration, etfc.)
[

Intense noise

Travel

Atmospheric  Conditions (fumes, odors,
[

Environmental (disruptive people, imminent

dusts, gases, poor ventilation)
danger, threatening environment) M«

DD]DD\DDE OO
DEFDDD 00X

V: EMPLOYEE, 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 il necessary).

EMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my
knowledge.

Signed: W @ﬁ,_w Date: /2- 23-0¥%
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TO BE COMPLETED BY THE IMMEDIATE SUPERVISOR AND DEPYT. 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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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 gquestionnaire.

Question No. Comments

Page 4 0of 18 Fox Lawson & Associates, LLC




Flease check the appropriate statement:
‘S{ I agree with the incumbents’ position questionnaire as written.

[T 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: @Mi(/, % ' Aﬁcggﬂmﬁ* Date: / / s // v ?
e[ e /b
—f
Date: Y / W 6

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.

Department Head
Signature:
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JOB ANALYSIS QUESTmNAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study.

Is this a group questionnaire? [} Yes % No | I{yes, please list all employee names.

Division: g-/*"}? EE'/"S Department: 2, &l 1d U bRIZS naIb d"";ﬂ_,;;@

For Individual Questionnaires Only:

Employee Name: i“ EFER Dunrws Y/

. {Last) {First) {Middle nitial)

Current Classification Title: L/, ppmsn? OFsg ATDE

Division <570 &££795 Departmentf}, g/ 0. M&AMLZL&S

Totai' i’.:en_g;th c;f Time with organization & Years 2 months &

Total Leng@ of Time in Current I;OSitiO;_n : lp Years & months

Assigned Hours/Week:; from t-o | . Assigned Days/Week

Email: Work Phone: 44 /595" |
Immeciiate Supervisor: Immediate supervisor reports to:

Name: (RIS S P g AFS Name: _Dogfiy  STALE

Title: STA¢&T Title: X ??,C'é"?y oD SaarThiea) AN pban

Worlk Worlk

Phone 29 Phone: 97 ~su08/~ S/ 95

T-rmail: T-mmaii:
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I1. 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.

TwsTRLLIWG or RePAIR pF STohm DPRAwW AV O | LR GATioM
s .+ TY RitHT oF WAY,  (dlaavinve oF STREETS AND
CToRM PRAMNS T Mxwde dlear SToRm wprer. Fid.ocdads

Ly — —
7o RiveR. ResPowDmle To HAzARDsue Sputs To

PRregvenwT  THeEM FRom. [ReraslM Né waral LWpés
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2. éUPERVISION & ORGANIZATIONAL RELATIONSHIPS.

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

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

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

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

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

I make work assignments for athers.

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

&% O0O0O000a0x

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 departinent. 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)
_Yyaur subordinates, any employees you supervise directly. List only those jobs over which you have

“full managenal/ supervisory authority {i.e, complete and sign performance evaluation.) Do not list

employees supervised by yvour subordinate supervisors.

YOUR COWORKERS'’ JOB TITLES

YOUR DIRECT REPORTS' JOB TITLES

&} Wt LEVOEFL

-

ﬁmm:’? Opr’ﬂm/wﬁ (i*‘*\

_|

S L Wﬁ—i‘}’ﬁ ﬂwmmt?
_ St '

Please indicate the nature of the group supervised and the number supervised
[ Jrull Time [Mpart-Time [Jseasonal /Temp [Mvalunteer

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

1. Inside your organization (other City Departments}:

Ex: Peers, Subordinates LY e .// v, oo Tl
Policg . ?
Fige o T#LY ep Ll em %
FLERT wmo? | degbl Y <% 7 B
Boedt®: mpw T | peafzied atly” | Ryplens  poTF  BuslDwbsS

WOATEE  DasT DAL G NREL Y | T
PALESE pesT m#"” & 72 .

PersSios o aJim  mowrht Lrepv STORM PR ANG

2. Outside your organization:

Ex: Vendors, Gen. Public
CrT Remlhis eaaASramM?_M&ppb &s
G. 5. £ fe THL LofPlis s
MuwRepé, Fuad wennsfSio) sl | Swpflieg
Home Dg PoT oroedgsiopl LY | S e
| WesTERY | mPramenT] ¢ L Suppl. £S
TR, |Jpltf. Marn’#’L,V TPl (£S5

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.

Esseritial 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, staffl
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 {f necessary.

EXAMPLE ST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE)
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Prepares monthly newsletters by
gathering information, writing

Articles to include, editorial

warehouse.

copy, editing, preparing for . M 25%
publication and overseeing changes, graphics, layouts

distribution,

Performs inventory spot checks

and monthly counts of supplies in | When to check supplies M 10%

1 Clepw S7o8m Drp SikTems | Sce orrsademes| Sty | 252
2 TasTOlLL Siadm DRI + s ARiGaTor) | 7 77 Select g 25 % |
3 |lenF AamivAle 7! e Select -
4 ALAMH/A Seal 5 w;:ar - /f:wa.n‘:‘ op Select 4 e
5 SPRindsa Ol eonr AL Hewr To LopD Select 4 S
6 | SWous ¥ 1086 AowTPoL Wiﬁfglw A =

T | Flpor> Oopzeol. wimt' Y Raallect g 2 |
8 /M EcTIméS TRAB (M INE wHAr To artEad Select 4, S

9 : ' Select

10 Select

11 Select #

12 Select

13 Select

14 Select

15 Select

16 Select

17 Select

18 Select

19 Select
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4. REQUIRED KNOWLEDGE AND SKILLS.

" This section helps us to understand the types of knowledge and 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 altér 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.

BRS514 EalowileDes of STogm PROWO SyaTams, Dajvees Litance

8881l TY To Pe PHts 0.0 LABoA.
BRS16. K- af e L 7. o F

d,b,l_/. STReEeT S?MML&ALQA&Q.ML_
apL, TRAFE 10, mmwm&w%
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Ili, 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

[] ﬁ* Less than Hilgh School Diploma or equivalent (G.E.D.) (ability to read, write,

and follow directions)

A & High School Diploma or equivalent (G.E.D.)

L] ] Up to one year of specialized or technical training beyond high school

4 O Associate degree {A.S., A.A.) or two-year technical certificate

] ] Bachelor’s degree

= n Other (explain):

SPEAIALI24D TRAB I A6 ond CouctPngw T AN D
SAFTY Peceadweas

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

Type of Experience

] Minimum
You Have Your Time You Need Time
Required
Thuett e ive YD VEAS  Spg bsSra Eplasmandi Z2years
T_HEAY £ Qu.a PaeanT Zo. YOAS ppg Ses7emS / years
_Sag rv’ G5 YeAS A,FY¥ OApRel v SPeiEmS ). years
TEBEL . LevTROL 70

a. What field (s}.should training or degree be in? . ]
: & or Herd Y &€awifme VT SAETY, TRpsE .

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.

FLaGGCeR deeT 1 EveaTion

dapF > GPAGE TR AIDErAG-

TRewd HiNe AND s HoR.r0I b

. -
A d

T BD = TRAEF1C. 0. 0i9FRo L
aDL‘ Lo REE
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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.

7. TRmet, e Ruqe, Lommja‘;p;ﬁ rREE, SHoovel, Fhetiac 7005
& Lonpm7ar, V1010 PIAYER | wp Tine nA7aRIA

5. DECISION-MAKING & JUDGMENTS.

a. Describe three types of important decisions and judgments you make regularly and

1.

independently in the performance of your duties.

Tlo e Lo TREL = widé o) 7o Move THEom
WHAT [Pay,eas To Do 7 He Ja &

ARE ALL sasTY PRecpudisws 0 PLAE T2 Do THE TASK

AT Mewimwemn Risy.

AT D08 myTRrsE 1V A sare At

7o AtsomPliae THE TasE
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3 7 Lear P ir V% s002

Tools
wi T, 7] g, 7}

Bolle.R., Besen, SHotel, Lo 5

r Sl 'iiu-&:z} S Lo 78 AND
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IV: AMERICANS WITH DISABILITIES ACT 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 secticn will not affect how your

job is classified.

Frequency

How frequently is the activity

performed?
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)

Importance

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

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

factor is important if the amount and kind of climbing required
exceeds that required for ordinary locomotion,

5

3

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 Select Select

Balancing: Maintaining body equilibrium to prevent falling
whep-walking, . standing or crouching on narrow, slippery or

erratically moving surfaces. This factor is important if the Select Select /? 275 lﬁ <
amount and kind of balancing exceeds that needed for e
ordinary locomotion and maintenance of body equilibrinm, 5 3 L A 7:,"
Stooping: Bending body downward and forward by bending )

spine at the waist. This factor is important if it occurs to a Select Select 128 Y 5
considerable degree and requires full -use of the lower

extremities and back muscles. 5 ot 1
Kneeling: Bending legs at knee to come to a rest on knee or Select Select / );_' 3 oS
knees, 4 3 b,
Crouching: Bending the body downward and forward by 5
bending leg and spine, Select s Seled’é i’,z:.{vyj‘%
Crawling: Moving about on hands and knees or hands and Select ’ Select '

feet. ' - 3 & | 2345
Reaching: Extending hand(s) and arm(s) in any direction. Select ¢ Select 2. L
Standing: Particularly for sustained periods of time. Select 3 Select 4 j'ﬂ = _g:, P
Walking: Moving about on foot to accomplish tasks, Select Select i
particularly for long distances. 4 2 )1z 48
Pushing: Using upper extremities to press against something

with steady force in order to thrust forward, downward or Select g{ Select 5

outward, (A3 Y88
Pulling: Using upper exiremities to exert force in order to

draw, %rag, hafl 01P ’Ic)ug objects in a sustained motion. Select %ﬁ Select o2 12 M
Fingering:  Picking, pinching, typing or otherwise working,

primr 'h fingers rather than with the whole hand or arm Select Select _
as ir a, 5 ’ 2 s g
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Grasping: Applying pressure to an object with the fingers or
alm.

Select 4

Select ,,

/A8 48567

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

Select

a.f

Select

123 4Sb?

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

Select

«f

Select

;2 5

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

Select

g

Select
=

[AXYSEIP |

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
correctionn. Ability to receive detailed information through oral
communication, and to make fine discriminations in sound,
such as when making fine adjustments on machined parts.

Select
5

Select
F

133 434 28

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 (mear 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
1 colors).

Select

5

Select

3

(2845078

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

Select 3

Select 4

12345k

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

Select

Select

are met. 3 3L 9
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 constanily to move objects. If the Select Select

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 Z /] 3 L g
Medium Work: Exerting up to ‘50 pounds of force '
occasionally, and/or up to 20 pounds of force frequently, Select Select

and/or up to 10 pounds of force constantly to maove objects. b4 2 /7 345
Heavy Work: Exerting up to 100 pounds of force occasionally, '
and/or up to 50 pounds of force frequently, and/or up to 20 Select Select

pounds of force constantly to move objects, /1 < a5 7
Very Heavy Work: Exerting in excess of 100 pounds of force '
occasionally, and/or in excess of 50 pounds of force Select Select

frequently, and/or in excess of 20 pounds of force constantly

to move objects. o 2 145 7

Page 120f 18

Fox Lawson & Associates, 1L




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 iiself. 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, efc.)

Extreme temperatures

Inadequaite lighting

Work space restricts movement

Intense noise

Travel

Environmental (disruptive people, imminent

O OeEs0 s | § | O

OO0 0O OO

e O 0

danger, threatening environment)

V: EMPLOYEE, SUPERVISOR, AND DEPARTMENT HEAD SIGNATURES

ADf)ITIONAL 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).

EMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my

knowledge.

Signed: A 2 Hﬁﬁﬂﬂ_@w C%J)A;,yéh
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TO BE COMPLETED BY THE 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 perforrmance issues. Please remember that this questionnaire is intended solely
for the purpose of accurately describing the job in question. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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

Page 14 of 18 ) Fox Lawson & Associates, LLO




Please check the appropriate statement:

X1 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.

[[1 The above meodifications 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:

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.
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CITY OF GRAND JUNCTION
ANALYSIS QUESTIONAIRE

I. EMPLOYEE BACKGROUND: In this section you will provide information regarding your
name, current job title, your immediate supervisor, etc. This will help us make sure we refer to
the correct job throughout the study. _

Is this a group questionnaire? [7] Yes JX} No | Ifyes, please list all employece names.
I
Al I .-
(WE 2 [i% £y, 5’}-@9&‘}“’5) Gamnatiom .
Division: RMH‘WEE‘!’WHHW Deparitment: e b
For Individual Questionnaires Only:
Employee Name: Cf{O NE lo DO L -
(Last) {First) Middle Initial)
Current Classification Title: E a el AR N+ neanton 1
Lo ' T
Division -Pujz\ i Wor;lu; ¥{#ili¢c Department 5‘1’@_&613
Total Length of Time with organization X Years | /) months
Total Length of Time in Current Position L Years () inonths
DO o 43O = MonN Hutu'ﬂ\uk.

Assigned Hours/Week:; from ].,00to  3.30 -7 Assigned Days/Week 1Mo thou Ffilw

Work Phone: 470~ 244 -1 5 Qa5

Immediate Supervisor: Iimmediate supervisor reports to:
Name: c }; 0245 5’0 RS ___Name: D AR I n ﬁﬁdﬂ
Title: -6")';2.6("' 5 Pl 15 0R. Title: 3 £ LAATCTV.Y: e
N o 1581 . d
Work —7 AT0 24 e } Work
Phone Cel\ 7270 -2(-273 Phone: G 7p) - 24y - 147

®-nail: (;ﬂ‘lﬁ ) @ GT Q_hf Dﬂg H-mail: D@Qg’){n) 5 @@ (_}I@ﬁh&fz?
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M, POSETION INFORMATION

1. POSITION SUMMARY: This section asks for a short paragraph, one to three sentences,
regarding the purpose of your position and/er 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 {o accomplish in your
position?

Example: Computer Support Technician

Summary: To operate, maintain and repair computer equipment and to provide technical
assistance to users,

Opeentiow o e%\.a‘.)omsml or Yools + kep cebeis
Obstructivvg woutor Ahbws, This iwcludes storwma
dfi%ﬁw.‘j} c\cw’f’ew:}"ionj Porui)e‘, ANWNR I:Zliv m"HON Ci‘l*clvxtj

Fwat could cruse “Hool)‘nru(’t. Also 4o )r,;:vlp with |
]mﬁ 1R dows 5P'5 Lo Hant woq\‘l NeLD sAvD OoR {%u‘{pmiw‘f

to letep 1t ouYy of the wwwhn Jt—\f\f\’u‘ ‘ ?Ep[.ﬁ&;p{i
T amﬁwHow or stonm wathi pipe thwnt ane .xpl;q?,u; ob.

lé’.z’%—lb; [ur,‘/ .
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‘2. SUPERVISION & ORGANIZATIONAL RELATIONSHIPS.

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

I do not officially supervise other employees (sign performance reviews).
] I evaluate and sign performance reviews of other full-time employees. N’/l A
M I evaluate and sign performance reviews of pari-time, temporary or contract
employees. N / 4]
[ I instruct other employees in methods or procedures needed to carry out N /
their job (how to carry-out their assigned duties). A
1 | I make work assignments for others. N/
1 I make hiring and hiring pay recommendations. N / "
[ 1 |1 make hiring and hiring pay decisions. N i
] I recommend termination for poor performance. v j r -
Xl I provide advice to peers that they must consider carefully before making a
decision. ’%
X 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: (I}
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
emplovees supervised by vour subordinate supervisors.

YOUR COWORKERS' JOB TITLES YOUR DIRECT REPORTS' JOB TITLES

Please indicate the nature of the group supervised and the number supervised
[ JFull Time [ |Part-Time DSeasonal/Temp Jvolunteer [Clcontract
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c. Describe with whom, oir with what departments/organizations, you have regular contact,

1, Inside your ciganization {other City Departments):

E.x Peels Subordinates

Fleet Ma; CE weeledo _Re.m-;m of mm“mmw‘t’

Eiggﬂgt,_ &uﬂgﬂg,u '3_[{\.{5)\ /'EiLLL ,kanvr-\,

Presiqp Mopthliy Cleas $togw donws

Fige v Mo wth }1_ Hazard 4«3;“9 Clenss up

Police MC‘M“?‘(&lu—r j([.l(.\fm"}' / 5mﬂﬁ

watie Mopthly Clear p atfe weats A e
T L

2. Outside your organization

Ex: Vendors, Gen. Public
Cat Repbinls Otepgiowilay £
G, Pipe Mowtaly ' T ;
Mupino P\_A\L_n Oecns i wliﬁ Nos Papts / me\A I'ZL_,DIME /ju c\nii} )
Wiesteno Iumhwmf\ CDn'M'mML;_lu' Sipp s _
Home D m—\'}_ Oceasionnlly) é_up_ alies
Tous V A‘L.n- Deritss 'im.wﬂ”i’,t Sy .ma lies
Undeeonpuvy  keealgn & y ) K Q.hL(.]u ,fo L powss as ¢cle
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 aclion 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 timne, 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 {f necessary.

EXAMPLE (LIST ACTUAL ESSENTIAL DUTIES BELOW EXAMPLE]
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Begential Dutles

EXAMPLES:
Prepares monthly newsletters by
gathering information, writing

Articles to include, editorial

copy, editing, preparing for ) . M 25%
pub%icaﬁm??m% overseg{:lg changes, graphics, layouts

distribution,

Performs inventory spot checks

and monthly counts of supplies in When to checle supplies M 10%

warehouse,

1y S v Tore Rovacnd ' Select |7 (257t
2 :)ﬂ (‘Z.uu(g_ Clana SN 5B, If) Select A g%’ﬁ.
3 1 (-l‘w » 5M_ Select 13 15%

1 Lent Renourd Select_py s 7pmmm)
S vl Clean 3topm Deaiiws : Select 257

6 & Todgadl st s Daaing / Toriqwhiv Select  (v) 2% T

7 Flocd Comtiel / [eves wgv le Select (O 157

8 v l"'c/ L pm ait V’V\Mu W'JL{MLL_ ﬁ‘%‘ Select Ty 5 %

9 Select

10 . WA Select

11 . ) ﬂ;“ L ; ;} Select

12 .5 2\~ ip/,“fdﬁw ' Select

13 d‘\,@“’ v / Select

14 A ' 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.

T

Gh:l;‘i’%_ ‘1‘(.‘) aptpake QQ\Li_'{)mL{ wi 1A safe Friv i) {f:{}l‘r‘u') fad y@ag

a::smm.vau %;—N%i— \J\1LL? l% Lmonlu%gunﬁ\ othi Dﬁ_omjt/a
T"—’ ‘DL DRD-F-rs.'\F} 'H'\I— "L.L'\ \_-Uﬁt,i Lﬁt}u CHN :&f? ‘HAE‘ t.)n A‘f -
Prlon.u.z wsiE of bhowend tools
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I, BEDUCATION, EXIPERIENCE, AND EQUIPMIENT

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)

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):

O Odti& O
0O ooao o

2. EXPERIENCE: What kinds of experience do you have, and what minimum kinds of experience are
needed to enter your job at entry level?
your j Ty Hrvie CRL ki CATRISE I ﬂﬂs, o o l,{,gl,_a/@ & \D b"‘wp [ﬂ.\nd<

T o 4 e t o % i g{y Lu.htl f.i?, ﬁll"
Covmmpn Bivons i’ﬁdi’ of Suipog vpe of Expérience

Minimum

You Have Your Time You Need T Time

Required
C_cws‘llif-u (.s'l_' rei) l years years
: years years
years years

a. What field (s} should training or degree be in?  §fppin wwtin Mo wobens CE s ,E%uﬁi pwt-eW{’ SE,
AD dipt wonle

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

CDL hicewss < Cﬁ’“%w\%\%‘cm' Daivee hicese
Flaqqen Caed  Fon Tanflic Cowteo)
Al Mownr o - Cev-fivp  Areas

RT9R

Forte €4

N Il s

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

- | Frequency/Time

_Duky # | o0t o Machines, Tools, Equipment.

_Dumin ‘r—n\ar‘g_ W_&z’;)?_

Lseieg Jﬁf:’@mﬁl?_
5E:R»V;CE Toucle B} Omd,umu.,f*

Bacde !"’ni_{ | Cicanss iw;.—i.)%l;
7 Ld $tiie Oc.nw ,.ff.z.;,U?
wU:; L )£ »LI;A_-U\. wa. £ 42 Oc psgio i l 7’

7

;misﬁ;;ﬁ Hmu‘.\ igolt / 20 “}-m\ _)5 ‘ﬂjiffa)t;
<"..1{~; ; ‘p]nuu / _ﬂruwu

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. P]o?lﬂ-;( + use aooci’ quc‘ﬁiwuw']’ "'}0 '0‘2. fommn Your ﬁﬁf?ﬂf’fﬂ qf’b

weviia ﬁ&%} “\, @A v )
]

;ﬁr(’f"if
> & Te be wble te cdj:‘ iP‘iGl’Uff wirtle €ellow Qv&p’f?aﬁ-(iﬁ AN

waﬁz'i& --‘-oa;_%ltm S A 'ia‘i.‘aﬂrwvw

3. _T‘-" N LURE wo 0 itle repn s ‘jn"'{:’ti'[ocﬁ{‘{s RRLE Elc)mtfj,,ﬂ“
5:3.{3‘%'1»' f"\{%mrzmmu‘rs acemet 4o the beot of a-t“"“‘ l‘d‘mwkdﬁf |

E%Colau dout kwous Hf»lt.f.
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IV: AMERICANS WITH DISABILITIES ACT 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.

Freguency

How frequently is the activity

performed? accomplishing the job's purpose?
0 — Never "0 — Not Important
1 - Annually 1 - Somewhat Important

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)

Importance

2 - Very Important
3 - Extremely Important

How important is the activity in

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 Select Select
factor is important if the amount and kind of climbing required P
exceeds that required for ordinary locomotion. ~ 3
Balancing: Maintaining body equilibrium to prevent falling
when walking, standing or crouching on narrow, slippety or
erratically moving surfaces. This factor is important if the Select Select
amount and kind of balancing exceeds that needed for 5 3
ordinary locomotion and maintenance of body equilibrium.
Stooping: Bending body downward and forward by bending
spine at the waist, This factor is important if it occurs to a Select Select
considerable degree and requires full use of the lower
extremities and back muscles. 5 )
g:eesl.ing. Bending legs at knee to come {0 a rest on knee or Select "5 Select 3
Crouching: Bending the body downward and forward b ' . .
bending leg and spineg d Y Select 5 Select 3
?ezwling Moving about on hands and knees or hands and Select 5 Select 5
Reaching: Extending hand(s) and arm(s) in any direction. Select & Select 3
Standing: Particularly for sustained periods of time. Select Select %
Walking: Moving about on foot to accomplish tasks, .
particuigary for L:mgg distances. i Select 5 Select Z
Pushing: Using upper extremities to press against something
with steady force in order to thrust forward, downward or Select Select
outward. b )
Pulling: Using upper extremities to exert force in order to -
draw, grag,_hafl OII') fug objects in a sustained motion. Select 5 Select g
Fingerimg: Picking, pinching, typing or otherwise working,
primarily with fingers rather than with the whole hand or arm Select ”b Select '%
as in handling,
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Grasping: Applying pressure to an ohject with the fingers or
palim,

Select -~
€€Lb

meleet ey

Lifeing: Raising objects from a lower to a higher position or
moaving objects horizontally from position-to-position. This
factor 1s important if it occurs to be a considerable degree and
requires the substantial use of the upper exiremities and back
rnuscles.

Select

5

Select

3

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

Select
2

Select

Talking: Expressing or cxchanging ideas by means of the
spoken work. Those activities in which they rnust convey
detailed or impertant spoken instructions to other workers
accurately, loudly, or quiclkly.

Select
5

Select
3

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. Ahility to receive detailed information through orat
communication, and to make fine discriminations in sound,
such as when making fine adjustments on machined parts.

Select
5

Select
3

Seeing: The abilily 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), accommeodation (adjustment of lens of eye to bring an
object into sharp focus), field of vision (area that can be seen
up and down or fo the right or left while eyes are fixed on a
given point) and color vision (ability to identify and distinguish
colors).

Select

Lo

5

Select

3

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

Select 3

Select 3

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

Select

Select

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

Select

L

Select

I

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

Select
)

Select

3

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 ::J‘

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
il

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 {o 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.}

Exireme temperatures

Inadequate lighting

Work space restricts movement

Intense noise

Travel

Environmental (disruptive people, imminent
danger, threatening environmenf)

u]u = m = duliniis
mlunnnslulinlis
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V: EMPLOYEE, 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).

To loe;' 'ﬁloi‘é +o F'Ll’—!.."(:ofe.wv kémnz qob in R satfe prad "‘Hw‘df\? vvmﬁu..fizi

TO b‘c.- k'ut)“ui&a-ﬁ ':v}jr.la l(( MJC'L/V‘{' la"@{’LilL' ('?C) ]'] ﬁMD CLC\ Nﬁ\‘t’ b't I"V'Fﬂihzcl ‘hi
Rs i féues'lw‘bw s chu (‘@ ;u“} L:m L

EMPLOYEE CERTIFICATION

I certify that the above statements and responses are accurate and complete to the best of my
knowledge. ‘

oz |
Signed: %tm , Date: /2 /.23 /p £

—
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TO BE COMPLETED BY ThHE IMMEDIATE SUPERVISOR AND DEPT. HIEAD

This section is to be used by the Supeivisor to note any additional comments, addiiional
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. Supervisors, please review the
entire JAQ for completeness and accuracy. If there are sections that 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 comunents. Please note the form should have all
three signatures to ensure all have read the guestionnaire.

Guestion No. Comments
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Pﬂéé@@ check the appropriate statement:
TA Iagree with the incumbents’ position questionnaire as written.

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

[[1 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: Date:

Supervisor ﬂj‘g Date: , /

Signature: L /MA/] 1L - /{ [é{/ﬂ (?L

Department Head S T Date: -

Signature: . i e Z / / 5= /f f
s

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. AFTER YOU OR YOUR GROUP
HAS COMPLETED YOUR PORTION OF THE QUESTIONNAIRE, PLEASE SUBMIT THE
QUESTIONNAIRE TO YOUR SUPERVISOR FOR REVIEW, SIGNATURE, AND COMMENT.
YOUR SUPERVISOR WILL SUBMIT THE COMPLETED QUESTIONNAIRE TO YOUR
DEPARTMENT HEAD.
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