New York Medical College

Guide To Completing the Exempt Position Description Questionnaire


This guide is designed to assist you in completing the Position Description Questionnaire.  The completed questionnaire will serve as the basis for understanding and evaluating your current position.  Therefore, it is extremely important that you describe your position in clear, concise language so that someone unfamiliar with your position will be able to gain a total picture of what your job is accountable for, how it fits into the organization, how the job functions and how it is managed - after it is signed by both you and your manager/supervisor, the final copy should then be sent to the Human Resources Department.

Prior to completing the questionnaire, you may want to review and discuss your job with your manager/supervisor to make sure that you agree upon the accountabilities and related activities which comprise your job.  Your manager/supervisor will review and approve your questionnaire for its completeness and accuracy.

The instructions below are organized according to the specific sections outlined in the questionnaire.


I.
Summary of Position   This section requires a brief specific statement of why a position exists, i.e., the job’s major end result and ultimate 
purpose.  The function of this statement is to gauge the job’s contribution to the achievement of the overall objectives of the organization.

The reason for clear, succinct statement  at the onset is so that the reader can immediately obtain an impression or “snapshot” of the position’s overall fit within the organization.  The statement should clearly distinguish this job from other jobs.  In particular, it should differentiate the job from your manager/supervisor’s job, from jobs reporting to you, and from different jobs at the same level.  Two sentences may be required in this summary if the incumbent, indeed, wears “two hats.”  You should ask yourself: “What am I paid for achieving?” or “What is the major purpose of my job?”   


II.
Quantitative Data
This section is intended as an indicator of the scope of your job.  The scope is indicated in terms of dollar measures, unit 
measures, budgets, and other dimensional data specific to your position.






III.
Principal Accountabilities
 Accountabilities are statements of the important activities and end results the job must achieve.  These statements should relate to an end result or objectives which must be accomplished and against which some measurement of performance can be applied.

Each job has certain end results which must be achieved.  When an incumbent is successful in producing all the required end results, he/she has fulfilled the job’s accountabilities.  These separate accountabilities are “pieces” of the job’s total accountability which is captured in the Summary of Position.


You should estimate the approximate percentage of time that you, as an incumbent in the job, spend in each principal accountability over the course of 
a year.  The total percentages should equal 100%.



IV.
Organization Structure  The instructions on the questionnaire are self-explanatory.  You may not need all of the boxes provided or you may need 
to add a few more.  Use the blank space on the page, or an additional page, to identify any additional indirect reporting relationships.


V.
Education, Knowledge and Skill Requirements  The purpose of this section is to identify the requirements of the job.  Do not list your personal 
background. This may or may not be relevant.  Rather, consider what you would look for if you had to hire someone to replace yourself in this job.  
Two important factors should be considered.


1.
State the minimum educational qualifications and knowledge to qualify for the position.  State certifications or licenses only when 



required by law.  For many positions, experience may serve in lieu of formal education.  For example, an accountant may not require a 


certified public accountant license but may require at least two years professional level accounting experience for every year of 



formal education.

2.
Indicate number of years and type(s) of previous experience normally required for this positions.  State the type of skill that would be gained in this process.


VI.
Key Contacts  While this section is self-explanatory, you should understand its use as a clarifier for information already collected.  You should 
also use it to ensure that you have comprehensively described your position.


Some things you may want to consider are:

Internal:

· 
contacts with other departments for support in solving problems or exchanging information;

· 
the nature of the relationship with staff departments, i.e., interactions with accounting, etc;

· 
the influences of management on the position;

External:

· 
contacts with other associations or organizations

· 
vendors

· 
consultants

Be sure to include the purpose of these contacts in order to give the reader a clear idea of the reason for these relationships with others inside and outside the organization.


VII.
Major Problems  When describing the nature, variety and complexity of the problem solving of your job, you may related back to items already 
noted in other sections.  The value added in this section is some understanding as to what contributes to something  being “typical or “complex.”


Some of the things you may want to consider in this section are in testing the most typical problems relating to your job and the most complex 
problems that give you the biggest challenge and are the hardest part of your job.:

· 
economic and environmental aspects;

· 
job complexity; technical complexity or technological advancements in your area of expertise;

· 
dual reporting relationships;

· 
the scope of diversity of the job;

· 
dealings with the public and governmental authorities and agencies;

· 
time pressures;

· 
fiscal constraints;

· 
changing regulations or reporting requirements; and

· 
labor/management relations.


VIII.
Authority and Decision-Making  This section will assist in clarifying your interaction with, and role amongst, higher level managers, subordinates and other employees within your organization.  The specific items in this section relate to the types of decisions you have the authority to make on your own versus those decisions which you refer to others for approval. 


IX.
General  This is your opportunity to identify anything else which you feel is necessary to fully understand the dynamics of your job.  
Examples might include: creativity required in the job; special projects and/or reports; externally imposed deadlines (those set by others than your manager/supervisor); and high work volume.

When you have completed the Position Description Questionnaire and are satisfied you have told the complete story, sign the description and forward it to your immediate manager/supervisor for his/her review.
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