New York Medical College

Exempt Position Description Questionnaire



Job Title










Date

Department










Manager/Supervisor’s Name


Incumbent Name









Manger/Supervisor’s Title


Signature










Manager/Supervisor’s Signature

I.
Summary of Position  Briefly state the principal purpose of your job, and its major objective at New York Medical College.

II.
Quantitative Data  

1.
Number of persons you directly and indirectly supervise:



a. Managerial



b. Non-managerial


2.
Annual operating budget:



$



A. Operating Budget



B.  Payroll Expenditures



$


III.
Principal Accountabilities  List  a series of brief statements which describe only the major activities for which this job is held accountable.  These statements should describe your key activities and explain why you perform them.  Note the percent of time you spend in each accountability; the total should equal 100%.




IV.
Organization Structure  Enter your job title in the shade box below.  Then, in the box immediately above, write the title of the job to whom you directly report.  Above that small box, write the title of the person to whom that job reports.  In the boxes below your box, enter the position title(s) of your direct reports.  In small square in the lower right hand corner of each box indicate the number of each of their direct reports (that is, your number of indirect reports).  Briefly indicate the major function(s) of 
each position reporting to you.











Position to which your immediate 











manager/supervisor reports













Your immediate manager/supervisor





Total number of staff for whom you are responsible (direct and indirect) 

V. Education, Knowledge and Skill Requirements This section covers the knowledge and background required to carry out the activities you have listed under Principal Accountabilities.





VI.   Key Contacts  Describe your most significant contacts (use position titles) with other areas within New York Medical College, excluding your immediate manager or positions that report to you and significant contacts outside the organization. 





VII. Major Problems  Describe the most typical and the most complex problems you face in this job.


1.
Typical Problems

2.
Most Complex Problems


VIII.  Authority and Decision-Making  This section identifies the types of decisions that you can make on your own, as well as, those that must be referred to a higher level of management.


1.
Complete Authority:


2.
Refer to others:

IX.
General  Describe personality traits, abilities, skills and competencies needed for job performance:

End Results


(type)





Major Activities


(type)





% Time




































































































































































Titles of positions


which report 


directly to you


























Your Job Title





















































(B) Desirable But Not Essential








(A) Minimum Requirements








  1.  Knowledge of:





  1.  Knowledge of:





Education Level & Skills     	





   2.  Kind and Length of Experience





  2.  Kind and Length of Experience:








Purpose








Internal:

















External:
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