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State of Wyoming

Job Content Questionnaire

All information is this section of the JCQ should be prepared by you and put in your own words, without the aid of the job description or existing JCQs.  You may receive assistance from your supervisor.  The immediate supervisor and Agency Human Resources department must review and approve.

PART A – PERSONAL DATA

Employee ID:       Name:      


Current Job Code:       Current Job Title:      
Current Position Number:       Agency Name/Number:      /     


Supervisor Name:       Supervisor Position Number:       Supervisor Employee ID No.:      


PART B – DUTIES

A.  
Purpose


What is the overall purpose of your position?

Why does your job exist?   Write a one-sentence statement describing the purpose of your job and how it achieves your department’s objectives.

	


B.
Please break the position into the major job functions or areas of responsibility.

List your major job duties in descending order of importance.  

The total of % time should equal 100%.

Job Duties
List your major job duties in descending order of importance.  Indicate the specific tasks within that area of responsibility and the percentage of time spend on each duty, on average, over a given year.  The total percentage of time should equal 100%.  List the primary duties, which make up your regular activities.(e.g., File all correspondence and forms daily for manager).
	Duty 1 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




	Duty 2 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




	Duty 3 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




PART B – DUTIES (continued)

	Duty 4 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




	Duty 5 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




	Duty 6 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




	Duty 7 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




PART B – DUTIES (continued)

	Duty 8 – 5000 Character limit combined
	

	1.  Major area of responsibility:


	% of time:



	2.  Specific tasks within area of responsibility:




END OF DUTY STATEMENTS - DO NOT ADD ADDITIONAL DUTY STATEMENTS

PART C – GENERAL INFORMATION

	Principal Challenges - Describe the most typical and the most complex problems that are faced in this position, as well as the long-range challenges.

	1.  Typical problems



	2.  Most complex challenge(s)



	3.  Long-range challenges



	4.  Results expected of YOUR job




	Authority and Responsibility 

Please identify the types of decisions that this position has the power to make, as well as those that must be referred to a supervisor. In both cases include authority for decisions regarding issues of policy and procedure, administrative matters, and personnel (hiring, firing, salary increases, etc.).

	1.  What typical decisions does this position have total authority for making?


	2.  What typical decisions does this position refer to others for approval?




	Key Contacts 

Often incumbents must go to sources to accomplish such tasks as gathering information, obtaining advice, or ensuring coordination. These sources are considered key contacts and can occur inside or outside the organization. 

Who are the most significant professional contacts that this position makes within or outside the company? What is the purpose and frequency of such contact? Consider only contacts other than the supervisor or subordinates for this position. Contacts may be individuals (by title), or groups (task forces, committees, etc.).

	1.  Key Contact, Purpose and Frequency



	2.  Key Contact, Purpose and Frequency



	3.  Key Contact, Purpose and Frequency



	4.  Key Contact, Purpose and Frequency



	5. Key Contact, Purpose and Frequency



	6.  Key Contact, Purpose and Frequency




	Scope and Impact
Accountability for Results

(Select no more than one)
· This position directs a major component of operations at the executive level.

· This position directs a large agency.

· This position directs a medium to small agency.

· This position manages a medium to large department.

· This position manages a small to medium department, or comparable resources.

· This position is responsible for assuring project goals are achieved.

· This position performs important activities needed to achieve department or company goals.


 
	Financial Responsibilities
(select up to two)

· This position is responsible for setting and controlling a budget. 

· This position has input into setting a budget. 

· This position is responsible for staying within an assigned budget. 
· This position does not have budget responsibility. 
Amount
· up to $100,000

· $100,000 to $250,000

· $250,000 to $500,000

· $500,000 to $1,000,000

· $1,000,000 to $2,500,000

· $2,500,000 to $5,000,000

· $5,000,000 to $10,000,000

· $10,000,000 to $25,000,000

· $25,000,000 to $50,000,000

· $50,000,000 to $100,000,000

· $100,000,000 to $500,000,000
· $500,000,000 +
 


	Manage means: to plan, organize, direct, control and evaluate the operation of an organizational unit, with responsibility for the output.

Exempt
· This position does not manage professional employees

· This position manages up to 3 professional employees

· This position manages 4 to 6 professional employees

· This position manages 7 to 15 professional employees

· This position manages 16 to 50 professional employees

· This position manages 50 to 100 professional employees
· This position manages over 100 professional employees
Non-exempt
· This position does not manage non-exempt employees

· This position manages up to 3 non-exempt employees

· This position manages 4 to 6 non-exempt employees

· This position manages 7 to 15 non-exempt employees

· This position manages 16 to 50 non-exempt employees

· This position manages 50 to 100 non-exempt employees

· This position manages 100 to 250 non-exempt employees
· This position manages over 250 non-exempt employees


	Work Direction
If this position manages or provides work direction to other employees, please select the best description(s) for the level of direction that is provided. Select all that apply.

· Distribute work to employees. 

· Review other employees' work output. 

· Train new employees. 

· Work with employees on professional/personal development. 

· Hire employees. 

· Communicate disciplinary actions/issues to employees. 

· Prepare and deliver performance management reviews to employees. 

· Provide complete supervision (all of the above).

 


Direct Reports
Do you have responsibility for personnel selection, performance appraisal, and disciplinary action?

(      )  NO

(      )  YES     Total Number of Incumbents 



If yes, please list 

	Position number
	Class Code
	Title
	Incumbent Name

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Work Direction

Do you direct the work (e.g. train, assign, or review work) of employees you do not formally supervise?                      
(      )  NO

(      )  YES     Total Number of Incumbents (vacant positions do not apply) 



If yes, please list (vacant positions do not apply)

	Position number
	Class Code
	Title
	Incumbent Name

	
	
	
	

	
	
	
	

	
	
	
	


	Qualifications
Education
From the list below, select the education needed for this position. Tip: Select the education level that would be sought if recruiting a new incumbent.
· The most appropriate minimum education for this positions is 1 to 2 years high school education 

· The most appropriate minimum education for this positions is a high school diploma or GED 

· The most appropriate minimum education for this positions is a Technical or Associates degree 

· The most appropriate minimum education for this positions is a Bachelors degree 

· The most appropriate minimum education for this positions is a Masters degree or equivalent 

· The most appropriate minimum education for this positions is a Ph.D. or equivalent




 
Specialization - Academic focus (ie: degree in Education with Specialization in curriculum design and development)
	


Certification and Licensing  - Describe any license, registration, certificate, or professional affiliation REQUIRED to perform your job.

	


	Length of Experience
In combination with the education indicated above, what is the experience level that best fits this position? Select the best answer from the list below.

· The most appropriate level of experience for this position is 0 to 2 years plus the education listed above. 

· The most appropriate level of experience for this position is 3 to 5 years plus the education listed above. 

· The most appropriate level of experience for this position is 6 to 8 years plus the education listed above. 

· The most appropriate level of experience for this position is 9 to 12 years plus the education listed above. 

· The most appropriate level of experience for this position is 12 or more years plus the education listed above.




PART F – KNOWLEDGE, SKILLS AND ABILITIES

Knowledge, Skills and Abilities:  List the technical or specialized knowledge, skills and/or abilities required for effective functioning in this job.

 
 

	1.  Knowledge, Skills and Abilities:


	2.  Knowledge, Skills and Abilities:


	3.  Knowledge, Skills and Abilities:


	4.  Knowledge, Skills and Abilities:


	5.  Knowledge, Skills and Abilities:



SIGNATURE PAGE
Job Content Questionnaire

The Agency HR Office is responsible for maintaining a signed copy of each JCQ.

Employee ID:       Name:      


Current Job Code:       Current Job Title:      
Current Position Number:       Agency Name/Number:      /     


Supervisor Name:       Supervisor Position Number:       Supervisor Employee ID No.:      


Employee Signature





Date

Employee email address

By signing this document, I am acknowledging that to the best of my knowledge, this is a true, accurate and complete description of my position.
Supervisor Signature





Date

Supervisor email address

By signing this document, I am acknowledging that to the best of my knowledge, this is a true, accurate and complete description of the position I supervise.
Agency Human Resources Signature



Date

Agency HR email address

By signing this document, I am acknowledging that to the best of my knowledge, this is a true, accurate and complete description of this position.
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