INDIANA STATE UNIVERSITY

Position Questionnaire for Monthly Positions
	1.  Background Information

	Current Incumbent:


	Position Title:



	Dept Index:
	Banner Org:


	Banner Position Number:

	Years in Position:


	Department:



	Campus Phone:


	Supervisor:

	Campus Address:


	Date:

	2. Position Summary

(Briefly state the basic purpose of this position – why it exists.)



	List below the functions of the position.  

Provide examples of activities performed in any categories that apply.

	3.  

Job Function
	4.

Percentage of Time
	5a.  Responsibilities for Results
	5b.  Relationships
	5c.

Resource Management

	(What is done)
	(How often)
	(Problem-solving, decision making, accountability)
	(Interactions, influence, communications)
	(Use of human, fiscal, technical or physical resources)

	
	
	
	
	

	6.  Basic Knowledge and Skill Requirements

(List 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

Level:

Specialty:

Experience

Type:

Amount:

	7.  Application of Knowledge

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



	8.  Environmental Elements:

(Describe any elements in the work environment which affect the ability to achieve results.)



	9. Additional Comments About the Job

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



	10. Signatures:

Completed by:

  Employee: __________________________________

  Supervisor: _________________________________

Reviewed by:

  Dept Head or Dean: ___________________________

Approved by:

  Vice President or President: 
  ___________________________________________

  
	Human Resources

Reviewed by:

Action:  ___________________________
 _________________________________

 _________________________________
 _________________________________

 _________________________________

Date:




