New York Medical College

Nonexempt Position Description Questionnaire

Job Title







Date

Department                                                                                            
Manager/Supervisor’s Title


Incumbent Name






Manager/Supervisor’s Name

Signature






Manager/Supervisor’s Signature

I. Summary of Position: 

Briefly state the purpose of your job, highlighting the general function or duty for which your position is responsible.

II. Specific Duties

In order of importance, list the duties, which make up your regular assignments.  This should include all the duties you personally perform at New York Medical College.  Use specific action verbs, such as “file,” “compile,” “operate,” etc.; avoid “prepare,” “handle,” and “assist”.  State the frequency, i.e., daily, weekly, occasionally, and the approximate percentage of time spent.  Also note other related duties as assigned by supervisor.



III. Organization Structure

Please list the title of your immediate supervisor/manager, the next level supervisor/manager, your peers (other positions reporting to your immediate supervisor/manager) and your subordinates (if applicable). 



Next Level


Supervisor/


Manager’s Title



Your Immediate


Supervisor/


Manager’s Title









Titles of Other Positions 



Reporting to your 



Immediate Supervisor/



Manager




Your Position












       





Titles of Positions





Reporting Directly to





You (if appropriate)

IV. Education, Knowledge, Skills, Ability

What education, knowledge, skills and abilities is necessary to perform you job.

Education Requirement:

Certification:

Computer/special skills:

Technical skills:

Equipment operation:

Prior years experience:

V. Relations With Others

During the regular course of your job, what persons in other departments and outside the organization are you required to contact and/or work with, approximately how often, and for what purpose.  Indicate “I” for inside and “O” for outside contacts.


VI. Major Problems

Describe the most typical and most complex problems you encounter in this job?

1. Typical Problems

2. Most Complex Problems

VII. Responsibility and Decision-Making Authority
Describe specific responsibilities you may have for making decisions and taking action  in doing  your job.  As well as those referred to your supervisor/manager.

1. Complete Responsibility:

2. Refer to Supervisor/manager:

XIII.  General Additional Information

Describe any function of the job that requires specific physical activity or unusual working conditions.  (b) List any information not included in your previous answers that would help someone better understand the personality traits, abilities, skills and competencies needed to perform this job.
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