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Mott Community College
SUPERVISORS AND MANAGERS UNIT

CLASSIFICATION REVIEW REQUEST AND

JOB INFORMATION QUESTIONNAIRE
This request for classification review must be accompanied by a signed job description for the position.  This position will not be evaluated by the job evaluation committee until the job description and this questionnaire are complete and signed.  Please note that items on the JD may change (i.e., pay grade, title, etc) and the JD may need to be updated and re-signed once the job evaluation process is complete.
THIS QUESTIONNAIRE/REQUEST FORM SHOULD BE COMPLETED BY THE SUPERVISOR

Current position title:

Desired position title:
Reason for review:
This is a new job


Change in responsibilities and accountabilities

Reclassification that has resulted in a bargaining unit change
If reason for review is a change in responsibilities/accountabilities, I feel the changes made to the position may warrant an:


Upgrade


Downgrade


Not Sure

Employee name (incumbent):


(leave blank if position is vacant)

Date employee began duties:

(leave blank if position is vacant)

Date this form and attached job description were provided to the employee and union:
Please explain why this position is being submitted for evaluation.  If the position has changed, please describe in detail the changes and attach any other documents that illustrate your explanation (i.e., organization charts, workflow diagrams, procedures, etc).

Attach additional sheets, if necessary

Supervisor Signature: 
Date:  
VP or Executive Dean Signature: 
Date:  

Employee Comments (not required)

Attach additional sheets, if necessary
Employee Signature:  
Date:  
(not required)

JOB INFORMATION QUESTIONNAIRE
JOB KNOWLEDGE / QUALIFICATIONS
When completing this section, focus on the minimum requirements of the job and not your own personal qualifications.  Make sure the education level, training or certifications are required to perform the job satisfactorily and not simply an additional skill or attribute.  The objective is to identify the combination of education, experience, certifications, skills and attributes necessary to meet basic expectations of your position.

1. Check the appropriate level of formal education and/or training necessary to do your job:



	A. 
	
	Educational Equivalent – High School plus additional training up to 2 years of college.  Requires knowledge of a specialized field or accredited apprenticeship or certification.



	B. 
	
	Educational Equivalent – College Education (Bachelor’s degree).  Equivalent requires basic knowledge or training in a specialized or technical field.



	C. 
	
	Educational Equivalent – Master’s degree.  Equivalent requires knowledge of an advanced type in a specialized field or area of learning.



	D. 
	
	Educational Equivalent – Earned Doctorate.  Equivalent requires extensive knowledge of a highly specialized field, requiring extremely involved independent research and creative work.



	Use this area to explain or support your decision above and/or to include additional information.



JOB KNOWLEDGE/QUALIFICATIONS – Continued
2. Check the minimum level of experience which you believe is required to satisfactorily meet the requirements of your position upon entry:


	A. 
	
	Up to three years of preparatory or related experience.


	B. 
	
	Three up to five years of preparatory or related experience.



	C. 
	
	Five up to seven years (minimum of three years preparatory experience and two years of actual experience performing directly related work).



	D. 
	
	Seven up to ten years (minimum of four years preparatory experience and three years of actual experience performing directly related work).



	E. 
	
	More than ten years (minimum of five years preparatory experience and five years of actual experience performing directly related work).

	Use this area to explain or support your decision above and/or to include additional information.



3. List the related work skills needed to enhance your ability to meet the job expectations of your position.  Indicate if these work skills are desirable or required (ex:  use of standard desktop office software):

	
	Skill


	Desirable
	Required

	A.
	
	
	

	B.
	
	
	

	C.
	
	
	

	D.
	
	
	

	Use this area to explain or support your decision above and/or to include additional information.




COMMUNICATION
1. Which of the following types of written communications occur on your job?

	
	Filling in blanks on forms

	
	Writing summaries of work/projects

	
	Completing recurring reports

	
	Editing or improving appearance of draft reports made by others

	
	Composing memos/letters

	
	Writing business reports

	
	Writing technical reports

	
	Other (please specify)

	Use this area to explain or support your decision above and/or to include additional information.



2. Which of the following types of verbal communications occur on your job?

	
	Exchanging job-related information with staff

	
	Exchanging job-related information with public or students

	
	Presentations to other staff

	
	Presentations to public or students

	Use this area to explain or support your decision above and/or to include additional information.




COMMUNICATION - Continued

3. Check one (1) of the following definitions which best describes your internal relationships with others at the College:

	A.
	
	Contacts with others which require instruction, monitoring, and explaining information.



	B.
	
	Contacts across departments with others involving persuasion and motivating, absent formal authority, to conform to a policy interpretation or recommended course of action.



	C.
	
	Contacts across the College which require high degree of effectiveness in securing understanding and cooperation of multiple departments or interests.



	Use this area to explain or support your decision above and/or to include additional information.



4. Check one (1) of the following definitions which best describe your external contacts with others outside the College:

	A.
	
	Little contact with people outside the organization.



	B.
	
	Routine external contacts to gather information, answer questions, or solicit assistance.  Requires discussing problems, presenting data, and making recommendations.



	C.
	
	External contacts involve a requirement to maintain and build a continuing external working relationship with a person or organization.



	D.
	
	External contacts involve initiating relationships that can materially or significantly affect the success of a specific project or activity.



	E.
	
	External contacts involve initiating relationships that can have a material or significant effect on a major project, activity, or the organization as a whole.



	Use this area to explain or support your decision above and/or to include additional information.




ANALYTICAL PROBLEM SOLVING

1. Check one (1) of the following definitions which best describe the required level of analytical problem solving for your position as well as its impact upon various organizational levels of the College:

	
	
	Definition



	A.
	
	Decisions require simple analysis of standardized data or information usually from established methods or procedures.  Actions are usually short-range with nominal impact on a small group or activity.



	B.
	
	Decisions require moderate analysis of data or information requiring development or application of several alternative methods.  May involve development of timetables or interpretation of data with moderate impact on an employee group or department.



	C.
	
	Decisions require regular analysis of data or information requiring development and application of several alternative methods involving allocation of resources.  Ingenuity and imagination are required with outcomes having a significant impact on a department or departments.



	D.
	
	Decisions require substantial analysis of data or information requiring development and application of several alternative methods involving major allocation of resources.  Ingenuity, imagination and collaboration are required with outcomes having a significant impact on major organizational areas of the College.



	E.
	
	Analysis and application of multiple alternatives occur with little or no past procedural guidelines.  Broad discretion and high levels of ingenuity, imagination and collaboration are required with outcomes impacting major strategic goals or direction of College initiatives.



	Use this area to explain or support your decision above and/or to include additional information.



CONSEQUENCES OF ERRORS
1. Check one (1) of the following definitions which measure the potential frequency and consequences of errors in your position:



	A.
	
	Potential is low and errors are readily detected and corrected by routine checking of work.  Costs would be minimal and limited to individual employees.



	B.
	
	Potential is moderate with errors detected through established follow-up procedures and confined to the department or work group.  Costs are usually limited to added time for corrective action and may involve the work and time of others in the department or work group.



	C.
	
	Potential is moderate but errors may be transmitted to reports or publications resulting in confusion or cost to correct.  Impact of corrective action, though not serious, may lead to loss of goodwill with other staff, students or the public.



	D.
	
	Potential is significant where losses may include materials, equipment, work time of others or external losses of goodwill, enrollment, etc.  Errors have substantial impact outside the College, possibly of moderate duration.



	E.
	
	Potential is high where losses are significant and long term for the College.  Serious disruption of operations or services would result with damage measured in loss of funds or students.




	Use this area to explain or support your decision above and/or to include additional information.




JOB COMPLEXITY
1. Check one (1) of the following definitions which best describe the complexity of duties associated with your position.  Factors included are degree of independent action, degree of duties’ standardization and degree of required choice of actions:

	A.
	
	Work is relatively routine with little independent action.  Procedures are established with few choices of actions.  Work is accomplished through basic understanding and application of outlined instructions within a small work group or department.



	B.
	
	Work is structured with independent action taken from an established number of practices, rules and procedures.  Work is accomplished through exercise of modest judgment among choices of action where impact is limited to efficiency of operations within a department.



	C.
	
	Work is usually diversified and moderately difficult.  Judgment requires adaptation and interpretation of practices, rules and procedures to solve problems where solutions are not usually defined.  The impact of actions affects numerous departments of the College organization in terms of efficiency and resources.



	D.
	
	Work is difficult or complex where only broad instructions are available.  Judgment requires adaptation to changing conditions and circumstances with multiple interpretation of practices, rules and procedures required.  Impact of actions affect major organizational areas of the College and may impact on public entities.



	E.
	
	Work is highly complex where only broad policy guidelines exist.  Judgment requires ongoing contributions to institutional goals and objectives without prescribed methods or procedures.  Impact of actions affects overall College effectiveness both internal and external.


	Use this area to explain or support your decision above and/or to include additional information.




FREEDOM TO ACT

1. Check one (1) of the following definitions which describes the extent to which you are expected to act independently in your position:

	A.
	
	For most aspects of the work, specific and detailed instructions are given on both what has to be done and how it should be done.  The work is fairly closely supervised.



	B.
	
	Specific guidelines and procedures exist on what needs to be done, but there is some freedom to decide methods and priorities.  Supervision is generally available to provide guidance.



	C.
	
	Independent action is taken within policy and procedural guidelines in accordance with accepted practices in the department or function.  The incumbent would consult with the supervisor before taking action on sensitive matters of significant risk.



	D.
	
	Independent action is taken as required within broad policy framework and in accordance with generally accepted practices in the organization.

	Use this area to explain or support your decision above and/or to include additional information.



CONFIDENTIALITY
1. Check one (1) of the following definitions which best describe your exposure to confidential information.  This is intended to measure the type and importance of data and the impact of its disclosure.

	A.
	
	Works with confidential data, which requires some use of discretion.  Improper disclosure might cause minor embarrassment or disruption to individuals.



	B.
	
	Works directly with or develops confidential information, which requires regular use of discretion.  Improper disclosure might cause embarrassment or disruption to the organization.



	C.
	
	Works directly with confidential information on sensitive projects and advanced developments.  Improper disclosure would be contrary to professional ethics and would likely cause serious organizational conflict.

	Use this area to explain or support your decision above and/or to include additional information.




WORKING CONDITIONS

1. Environment
Check one (1) of the following set of conditions which best describes your work environment:

	A.
	
	Ordinary office environment



	B.
	
	Light manual, warehouse type operation and/or outdoor work.



	C.
	
	Regular exposure to chemical, biological, environmental hazards.



	Use this area to explain or support your decision above and/or to include additional information.



2. Hours
Check one (1) of the following set of hours which best describes your overall job assignments:

	A.
	
	Works regular shift hours, daily and weekly; social surrounding is generally very good to excellent. Rare instances of overtime required.



	B.
	
	Some irregularities in hours because of overtime requirements, infrequent weekends and/or shift rotation, etc.



	C.
	
	Considerable irregularity of hours because of frequent overtime, frequent weekends or shift rotation that imposes home and social life inconvenience, frequent local travel, even though predictable on most occasions; work locations impose occasional unwelcome interruptions or distractions which are bothersome and not inherent in the work.



	D.
	
	Nature of the work frequently requires highly irregular and unpredictable or particularly long hours, such as attendance and participation at evening meetings, covering double shifts due to shortage of personnel, etc., travel out-of-town for long duration, placing heavy demands on home and/or social life.



	Use this area to explain or support your decision above and/or to include additional information.



WORKING CONDITIONS - Continued
3. Psychological
Check one (1) of the following set of psychological conditions which your position includes:

	A.
	
	Occasional stress due to deadlines or workload because of intermittent or cyclical works pressures.



	B.
	
	Work and deadlines impose pressure on a routine basis, or considerable stress intermittently; has exposure to demands and pressures from persons other than immediate supervisor.



	C.
	
	Work and deadlines requires frequent, substantive contacts with people in stressful situations, delicacy and unpredictability of contacts routinely creates significant stress.



	D.
	
	Work and deadlines requires frequent, substantive contacts with people in stressful situations, delicacy and unpredictability of contacts routinely creates constant stress.


Use this area to explain or support your decision above and/or to include additional information.


SUPERVISION

1. Level of Responsibility
Check one (1) of the following definitions which reflects the supervisory responsibility included in your position:

	A.
	
	Immediate supervision over an area where most of time is involved assigning, reviewing, checking work, eliminating normal difficulties under standard procedures.



	B.
	
	Direct supervision of department with responsibility for results in terms of cost, methods and personnel.



	C.
	
	Directs and coordinates two or more departments or areas through subordinates who exercise coordination over each area. 



	D.
	
	Directs and coordinates two or more departments or areas through subordinate managers who exercise supervision over each area.

	Use this area to explain or support your decision above and/or to include additional information.



2. Scope
Check the category which reflects the number of employees supervised by your position:

	A.
	
	Supervises at least one, but not more than 3 full-time equivalent employees.



	B.
	
	Supervises more than 3 but seldom over 5 full-time equivalent employees.



	C.
	
	Supervises more than 5 but seldom over 10 full-time equivalent employees.



	D.
	
	Supervises more than 11 but seldom over 25 full-time equivalent employees.



	E.
	
	Supervises more than 25 but seldom over 50 full-time equivalent employees.



	F.
	
	Supervises more than 50 full-time equivalent employees




Use this area to explain or support your decision above and/or to include additional information.


BUDGETARY RESPONSIBILITY
1. Check one (1) of the following definitions which reflects the level and nature of budgetary responsibility associated with your position:

	A.
	
	Maintains and monitors existing budgets.  Spends or approves expenditures of pre-approved budgets.



	B.
	
	Develops, maintains and has responsibility for a budget of one or more projects or departments.



	C.
	
	Budget responsibility characterized by complexity due to the number and/or scope of budget/cost centers or complexity of grant or contract requirements.



	Use this area to explain or support your decision above and/or to include additional information.



GENERAL COMMENTS

Provide any additional comments which would help describe the position further.


ATTACH JOB DESCRIPTION TO THIS REQUEST
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