New York Medical College

Guide to Completing the Nonexempt Position Description Questionnaire


The Position Description Questionnaire will aid you in describing your present position in terms of its duties, responsibilities and other requirements.

Complete the questionnaire as carefully and thoroughly as possible.  Describe your position as it is right now.  Any questions which arise may be discussed with your supervisor/manager who will help you complete the questionnaire.  Please return the completed questionnaire to your supervisor/manager who will review it.  Both you and your supervisor/manager should sign the front page of the questionnaire after it is completed and reviewed.  The final copy should then be returned to the Human Resources Department.

Section I - Summary of Position:

This section should contain a brief statement (one or two sentences) indicating the basic function or purpose of your position.  This does not require a detailed list of activities  you are expected to perform, but rather should focus on a general overview of your position’s responsibility.

Section II - Specific Duties

This section asks for a series of brief statements which describe your position’s specific activities.


Specific Duties:  Start each statement with an action verb that best describes the activity 
performed.  First, list your primary activities, and then state the secondary activities, or 
duties that are performed infrequently.


Percent of Time:  Estimate the approximate percent of time required for each activity.  
The total of all activities should add up to 100%.


Section III - Organization Structure

This section, when properly completed, will give an overview of the structure of the organization unit in which you work.

Write your title in the box in the middle of the chart.  If applicable, please indicate the titles of subordinates reporting to you in the boxes below the position.  

The boxes above your title should be filled in to reflect the titles of others reporting to your immediate supervisor/manager.  Above those boxes, please fill in your supervisor/manager’s title and, above that, his/her supervisor/manager’s title.

Section IV - Knowledge, Skills, Ability

This section might contain:

· 
minimum education or certification required

· 
knowledge of the company, department, and people

· 
knowledge of and skill in operating equipment, computer skills, technical skills

· 
ability to communicate, verbal and written

· 
specialized or technical knowledge

· 
prior years of experience in specific area

Section V - Relations with Others

This section might contain:

· 
internal contacts and purpose

· 
external contacts and purpose

Section VI - Major Problems

This section might include:

· 
the mose typical problems that exist in your position

· 
the most complex problems, the part of the job that is the most challenging and takes the 
longest to learn.

Section VII - Responsibility and Decision Making Authority

· 
describe duties you have complete authority in making decisions for and can take action in 
doing as part of your job.

· 
Describe duties that are part of your job that needs to be referred to supervisor for 
action.budget preparation

Section VIII - General

This is your opportunity to identify anything else which you feel is necessary to fully understand the dynamics of your job.  This might include organization skills, ability to handle high volume, fast paced environment, level of interaction with others, areas of physical activity or unusual working conditions.
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