
AMERICAN UNIVERSITY OF ARMENIA


The purpose of this questionnaire is to gather information about the current jobs in AUA in order to develop a new, improved system of work compensation.  We ask your cooperation in describing your jobs by means of questions that follow.  We hope that your information will help the AUA Administration to provide a unified approach in evaluating all jobs and setting pay rates.

 

Please indicate your name and current position.  
	Name
	

	Position
	


SECTION 1 - DUTIES AND RESPONSIBILITIES

In this section, itemize major job duties and responsibilities including how each is performed.  Begin with action verbs and indicate the importance of each, the percentage of time spent on each over the work year (this must add up to 100%).  Complete the two columns on the right hand side of each task as follows:

(1)  IMP - indicate the importance of the task using this importance scale:

Importance scale (IMP): 5 = Critical, 4 = Very Important, 3 = Moderately Important, 2 = Somewhat Important, and 1 = Least Important.

(2)  % Time - enter the percentage of time spent on each task.

Please describe any differences during various seasons.

Examples of action verbs: accept, allocate, analyze, assign, calculate, classify, collect, compute, coordinate, deliver, develop, distribute, edit, ensure, estimate, file, forecast, gather, identify, inspect, investigate, measure, operate, organize, perform, provide, purchase, receive, recommend, remove, repair, review, schedule, test, train, transfer, troubleshoot.

	Duty or Responsibility Description
	(1)

IMP
	(2)

% Time

	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	

	5.


	
	

	6.


	
	

	7.


	
	

	8.


	
	

	9.


	
	

	10.


	
	

	
	Total
	100%


If you need to describe more than 10 duties, please attach a separate sheet of paper and mention there both the importance of each duty and responsibility and needed time percentage.


	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
	

	

	

	

	

	

	

	

	


SECTION 2 - MINIMUM QUALIFICATIONS REQUIRED FOR YOUR JOB

Please check appropriate minimum level of knowledge, skills and abilities. They should be related to the job duties and responsibilities identified in Section 1.

Technical Knowledge and/or Education - Indicate the minimum level.  It is important to mention that the minimum level required is not necessarily your personal education or work experience.

	(
	8th grade education
	

	(
	Secondary education
	

	(
	Specialized Technical School Education
	
	Major:
	

	(
	University Diploma
	
	Major:
	

	(
	Masters Degree
	
	Major:
	

	(
	Doctorate
	
	Major:
	

	(
	Other Specialized Education
	

	(
	Work experience related to job
	

	(
	a) 0 - 1 year
	

	(
	b) 2-4 year
	

	(
	c) 5 or more
	

	(
	Other training
	


Physical - Check the blocks which best describe physical activities performed indicated how frequently (F = Frequently, O = Occasionally, N = None) you perform the activity.

	
	F
	O
	N

	Sitting
	
	
	

	Walking
	
	
	

	Lifting objects
	
	
	

	Carrying objects
	
	
	

	Pushing objects
	
	
	

	Pulling objects
	
	
	

	Operating foot pedal
	
	
	

	Ascending / climbing stairs
	
	
	

	Climbing ladders
	
	
	

	Balancing
	
	
	

	Stooping
	
	
	

	Crouching
	
	
	

	Kneeling
	
	
	

	Crawling on hands and knees
	
	
	

	Finger dexterity
	
	
	

	Reaching
	
	
	

	Travel by plane/car/public transportation
	
	
	

	Other:
	


SECTION 2 - MINIMUM QUALIFICATIONS REQUIRED FOR YOUR JOB

(continued)

Interpersonal Skills - Check the skill(s) required for your job.
	
	Communicate with fellow workers, supervisors. 

	
	Regularly interact in person with the public.

	
	Telephone contact with the public.

	
	Skills at persuading or motivating others.

	
	Provide or solicit information.

	
	Team building skills.

	
	Conduct negotiations (e.g. negotiating prices, rental fees, etc.)

	
	Provide day-to-day work direction to others.

	
	Greet public.

	
	Represent employer to public.

	
	Public speaking skills.

	
	Marketing skills.

	
	Other:
	


Tools and Equipment - Check the item(s) required for your job.

	
	PC/Mainframe computers
	

	
	Car
	

	
	Telephone
	

	
	Reference materials, e.g. manuals
	

	
	Fax machine
	

	
	Copier
	

	
	Calculator
	

	
	Production machinery - mobile radio
	

	
	Other:
	


English Language Skills - Check the item(s) required for your job.

	Oral
	
	Written
	

	
	None
	
	None

	
	Limited
	
	Limited

	
	Good
	
	Good

	
	Excellent
	
	Excellent


Armenian Language Skills - Check the item(s) required for your job.

	Oral
	
	Written
	

	
	None
	
	None

	
	Limited
	
	Limited

	
	Good
	
	Good

	
	Excellent
	
	Excellent


Russian Language Skills - Check the item(s) required for your job.

	Oral
	
	Written
	

	
	None
	
	None

	
	Limited
	
	Limited

	
	Good
	
	Good

	
	Excellent
	
	Excellent


Information Technology - Check the item(s) required for your job.

	
	No requirement for computers, fax machines or other information technology.  NEEDS SKILLS IN THIS CATEGORY

	
	Word Processing:

	
	English

	
	Armenian

	
	Russian

	
	Spreadsheets (e.g. Excel, etc.)

	
	Databases (FoxPro, File Maker, MS Access)

	
	Graphic Applications

	
	Others - please specify
	

	
	Familiarity with substantial software programs 

	
	Extensive knowledge of different software programs and troubleshooting capabilities

	
	Programming

	
	Other - List any other required qualifications
	

	

	



 

	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
	

	

	

	

	

	

	

	

	


SECTION 3 - WORKING CONDITIONS

Please check the appropriate working conditions found in your job.

	Environment
	
	Work Demands
	

	
	
	
	Frequent deadlines

	
	Normal office environment
	
	Precision demands

	
	Noisy work environment
	
	Highly repetitive work

	
	Machinery vibration
	
	Handle highly confidential information

	
	Outdoor work
	
	Other:
	Adaptability

	
	Exposure to temperature change
	
	

	
	Exposure to heat
	
	

	
	Exposure to cold
	Work Schedule
	

	
	Exposure to odors
	
	

	
	Exposure to dust
	
	Overtime work 

	
	Exposure to dirt
	
	Frequency:

	
	Exposure to mechanical hazards
	
	Often

	
	Exposure to chemicals
	
	Sometimes

	
	Poor ventilation
	
	Rarely

	
	Dangerous equipment
	
	On-call work

	
	Risk of injury
	
	Weekend work

	
	Cramped work space
	
	Holiday work

	
	Heights
	
	Irregular/unpredictable schedule

	
	Slippery surfaces
	
	Reasonably regular, predictable attendance required

	
	Lack of natural light
	
	Attendance required during fixed hours

	
	Other:
	
	
	
	Travel - overnight trips

	
	
	
	Travel - day trips

	
	
	
	Other:
	



	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
	

	

	

	

	

	

	

	

	


SECTION 4 - KNOWLEDGE

The amount of knowledge and skills needed to fulfill job requirements at the expected level of performance.

Check below the one level, which best describes your job requirements.

	
	Knowledge requiring basic skills associated with a single process following written or oral instructions.

	
	Knowledge of standardized multiple tasks and learned routines associated with clearly defined procedures. 

	
	A full working knowledge of a specialized area and a general understanding of the practices and techniques of the recognized discipline for that area.

	
	Broadly recognized expertise requiring the application of advanced level multidimensional expertise.


	Provide Specific Examples
	

	

	

	

	

	

	

	

	

	



	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
	

	

	

	

	

	

	

	

	


SECTION 5 - COMPLEXITY/CREATIVITY

The complexity of analysis, independent thought, creativity, resourcefulness, and judgment required for performance  (examples: Evaluates documentation for conformance to standards; diagnoses, troubleshoots and recommends maintenance and repair of facilities and apparatus; develops, negotiates, analyses, and monitors funding proposals for programs).

Check below the one level, which best describes your job requirements.

	
	Basic analytical skills are required for problem identification where precedents are available.

	
	Analysis requires some resourcefulness in developing improved methods, processes, or procedures under varied conditions. 

	
	Analysis, judgment, frequent independent creative thinking and resourcefulness in complex activities are required.

	
	Highly complex analysis and judgment required among a variety of techniques.  Requires frequent, independent, creative thinking and resourcefulness in highly complex, rapidly changing activities.


	Provide Specific Examples
	

	

	

	

	

	

	



	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
	

	

	

	

	

	

	

	

	


SECTION 6 - LEADERSHIP/MANAGEMENT

The nature and complexity of leadership and management.  Responsibility for the planning and control of projects and directing or integrating the work of others  (examples: monitors work performance of technical staff in accordance with established work standards; directs procedures of data collection, service analysis, schedule making, supervising staff and consultants engaged in planning and scheduling and cost control on projects).

Check below the level, which best describes your job requirements.  You can indicate more than one items.

	
	No direction provided to others.

	
	Direct supervision (please check how many employees report directly to you): 

	
	None

	
	1-5 employees

	
	5-10 employees

	
	more than 10 employees

	
	Provides guidance/instruction to others on specific tasks.

	
	Schedules and organizes work segments for others.

	
	Monitors and evaluates the work of others.

	
	Negotiates goal priorities, plans, organizes and integrates work of others.

	
	Directs a small unit.

	
	Directs the total activity associated with a large unit or department.

	
	Directs the total activity associated with multiple departments or other units.

	
	Directs the mission, goal, and objective of the University.


	Provide Specific Examples
	

	

	

	

	

	

	



	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
	

	

	

	

	

	


SECTION 7 - COMMUNICATION

The nature of interpersonal transactions required by the position (examples: screens and responds to telephone calls and visitors; provides information and resolves problems concerning office functions when appropriate; counsels employees and prepares written documents concerning employee performance; negotiates consultant and equipment contracts including contract changes; represents the University on task forces before outside organizations; makes recommendations for University adoption on improved practices).

Check below the level, which best describes your job requirements (either within AUA or with outside organizations).  You can indicate more than one items.

	
	Conduct routine communications regarding factual, non-controversial matters.

	
	Express ideas and exchange opinions in diverse situations requiring discretion and sensitivity.

	
	Persuade others to take action through reason and understanding.

	
	Motivate others to high levels of performance, productivity, and creativity.

	
	Mediate conflicts by reaching an agreement, settlement, or compromise using various communication tools and skills.


	Provide Specific Examples
	

	

	

	

	

	

	



	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
	

	

	

	

	

	

	

	

	


SECTION 8 - LATTITUDE OF AUTHORITY

The freedom to take independent action constrained by the extent if procedures, policies, or supervision (examples: under moderate supervision, provides administrative support for one or more professional or managerial staff members; develops or modifies computerized inventory control models to provide accurate forecasts; oversees all transportation administration activities).

Check below the one level, which best describes your job requirements.

	
	Freedom to take independent action is very limited.

	
	Choose from a variety of well-established procedures, practices, or processes in performance of standardized work. 

	
	Plan and perform own work involving diversified duties within well-defined objectives.

	
	Plan and perform a wide variety of duties requiring independent action, to meet different conditions, making decisions based on precedents.

	
	Determine strategy to achieve broad goals making decisions in the absence of precedents.  


	Provide Specific Examples
	

	

	

	

	

	

	



	Please specify which part of this section caused difficulties and misunderstanding for you.

	

	


	Supervisor’s Comments
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