SKIDMORE COLLEGE

Position Questionnaire for Exempt Staff Positions

All positions must comply with all Skidmore policies and procedures including safety regulations.

NOTE: In accordance with Financial Services protocols and good business practices, a department head, chair, or equivalent is typically responsible for monitoring their department budget, with appropriate Cabinet member oversight.  To maintain effective internal controls and appropriate segregation of duties, the approval of check requests and other similar business documents and transactions must only be performed by authorized supervisors who are different from the requesters or those that process such transactions.
1.  Background Information

Position Title:  
Employee's Name:  

Department:  
Years in Position:  

Supervisor's Name:  
Part-Time:
Full-time:

Date:
Campus Phone:

2.  Position Summary

(Briefly state the basic purpose of this position - Why it exists?)

NOTE: Please place one function and its description in one of the text boxes below (the box will grow to accommodate size of information included). If more text boxes are necessary to complete the PQ, please insert a row in order to add the additional boxes necessary.
	3.  Job Function
	4.  % Time
	5a.  Responsibility for Results
	5b.  Complexity
	5c.  Relationships

	(Provide examples of what is done)
	
	(Problem-solving, decision-making, accountability)
	(Details, variety, unique demands)
	(Interactions, influence, communications)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	6.  Basic Knowledge and Skill Requirements

(List the minimum education, experience and skills necessary to perform the job effectively)

Focus on the needs of the position, not the qualifications of the incumbent.



	Education and/or Training:
	
	Experience:
	

	Level:
	
	Type:
	

	Specialty (if any):
	
	Amount:
	

	Skills:




7.  Application of Knowledge

(Describe why the knowledge and skills indicated above are necessary and how they are used to achieve results)

8.  Resource Management

(Describe ways human, fiscal, and other College resources are managed)

9.  Employee's Comments

(Provide information which describes other aspects of the job not previously listed)

10.  Supervisor's Comments

(Provide any information that may add to the accuracy and completeness of the position questionnaire)
	11.  Signatures
	
	For Human Resources Only

	Employee:  _________________________
Date: _____________
	
	Reviewed by: ____________________

	Supervisor:  _________________________
Date: _____________
	
	Action: __________________________

	Department Head:  ____________________
Date: _____________

VP or Dean: _________________________                 Date: _____________


	
	Date: ___________________________


Updated: September 9, 2016

