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JOB  EVALUATION  PACKET CHECKLIST 
 

Complete appropriate section for new job or existing job: 
New Job:   Existing Job:  

If new, what is proposed job title? 
       
 
Department or Organization name:  
      

If existing, what is current job title?    
      

If title change, what is proposed title? 

       

 

Market review generally included in process. 

Select one: 

  Update (description edits only)                   

  Re-evaluate (edits and market evaluation) 

 
Instructions:   
New Job   or   Existing Job - Re-evaluate:   Section 1 to 5 required. 
Existing Job – Update:   Section 3 and 5 required. 

 
1. Required Attachments  

  Organization Chart  

  Job Description Questionnaire (JDQ): for new jobs, or for re-evaluation/major changes to an 
existing job description. 

2. Additional  Information 
Anticipated salary: $      

Other companies that have similar job:       

Other commonly used titles for this job:       

3. Priority level for this evaluation 

   High Reason for high priority: 

   Normal       

   Low 

4. Executive level approval to move forward  

   Received from:       

 

5. Prepared by 
Name:        Title:        

Signature:        Date:        

Next Level Manager (as necessary) 
Name:        Title:        

Signature:        Date:        
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Job Description Questionnaire 
 
1. Purpose: This questionnaire is designed to gather information about the job, its 

duties/responsibilities and minimum requirements in knowledge and experience.  Please keep in 
mind that your responses should reflect the job and not a specific individual in the job.  Consider 
the usual responsibilities, look at the “whole picture” and do not dwell on limited, short-term 
tasks or future responsibilities.  Please do not use technical jargon or abbreviations known only 
to your department or field. 

 

Requested Job Title:  Department/Organization Unit: 

                 

Comparable Jobs at PSE:  Jobs that would be a next logical career 
move/level: 

                 

 
2. Summary:  In two to three sentences, please describe the primary purpose for this job.  Why 

does the job exist? This is the 20-second elevator ride explanation of the job to a stranger, 
friend or family member. (Example:  Responsible for the reconciliation of accounts payable, payroll, 
and maintenance of financial records). 

      

 
3. Essential Functions:  Please describe the job responsibilities (not more than 7) and estimate 

the annual percentage of time on each.  If the responsibility is 10% or less, you may consider 
combining with other duties or grouping smaller responsibilities under “other duties as 
assigned”. 

% Time 
Spent Job Responsibilities  

 
0 

Supervisory responsibilities 
  No           Yes (standard wording below to be included in description) 

 
 Employee Safety, Development & Team Building - Providing employees with coaching, 

feedback, and developmental opportunities and building effective teams: 
 Demonstrates a passion for safety. Promotes and supports a culture of total safety 

including eliminating at-risk behaviors by conducting safety audits and inspections, 
eliminating hazards and near misses, and attending safety meetings. 

 Sets clear expectations and holds employees accountable for performance as well as 
safety goals/targets where applicable. 

 Oversees training and development of employees directly and indirectly managed and 
makes effective staffing decisions. Ensures required training is successfully 
completed. 

 Challenges and inspires employees to achieve business results.  
 Accountable to ensure employees adhere to legal and operational compliance 

requirements, as well as safety standards.  
 Conducts and ensures the completion of performance reviews. 
 Provides coaching, direction and leadership support to team members in order to 

achieve employee, business, customer and safety results. 
 

0 Grouped responsibilities 
e.g.  Department support 

Detail 
e.g. Maintains department files. Maintains department meeting schedule.
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0             

0             

0             

0             

0             

10 Other duties as assigned       

10% Total  (should = 100%)  

 

 
4. Minimum Qualifications: 

 
Education  Plus Relevant Work Experience 

  

  Less than high school education 

  High School Diploma or GED 

  Associate’s Degree  

  Bachelor’s Degree  

  Master’s Degree or advanced certification 
beyond Bachelor’s 

  Doctoral Degree (Ph.D., J.D., Ed.D.) 

 no prior experience 

 Less than one year 

 1 year 

 3 years 

 5 years 

 7 years 

 10+ years 

Note: For Associate through Doctorate, equivalent combination of education and experience may be 
substituted. 

 

 If a degree is selected above (Associate through Doctorate), indicate the field(s) of study: 

      

 

Specific skills/abilities, experience, training, certifications, licenses and/or additional education 
required to perform the main job responsibilities: 

      

 

Additional desired skills/abilities, education/training, experience, certifications and/or licenses 
(this section might, for example, cover more specific titles/certifications/trainings --- “nice to have” but 
not a requirement for the job): 
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5. Scope:  The degree to which independent judgment, the degree to which the duties are complicated or 

involved, and the extent to which guidelines or established procedure is adhered to.    
 

**Check the one definition that best applies** 
 

1)  Work is structured and relatively routine in nature, requires the ability to 
understand and follow instruction or standard practices. 

2)  Work is generally structured, involving a choice of action within limits of 
standard policy and procedures. 

3)  Work is generally diversified and moderately difficult. Requires judgment in the 
adaptation and interpretation of established pratices, procedures, theories 
and/or concepts to solve problems and situations for which the solutions are not 
clearly defined. 

4)  Work is generally diversified and difficult, governed generally by broad 
instructions and objectives usually involving frequently changing conditions and 
problems with some judgment, initiative, creativity and/or ingenuity. 

5)  Work is typically difficult or complex, requiring the ability to plan and perform 
involved or technical work, presenting new and regularly changing problems, 
work from broad instructions, deal with complex factors not easily evaluated. 
Work requires considerable judement, initiative, creativity and/or ingenuity in 
areas where there is little precedent. 

6)  Work is extremely difficult or complex, requiring considerable judement, 
initiative, creativity and/or ingenuity.  Work requies the ability to act 
independently in the formulation and administration of policies and programs for 
major divisions or functions. 

 

If   5)  or  6)  is checked above, please describe an example of the job’s indicated  level:   

      

 
 

6. Nature and Purpose of Personal Contacts:    Interpersonal skills required in work 
relationships and their importance to the success of the work.  Please check the one definition that best 
applies: 

**Check the one definition that best applies** 

   Internal 
to Dept 

External 
to Dept 

External 
to PSE 

1)  Duties and responsibilities require minimal 
interpersonal or communication skills. 

   

2)  Duties and resonsibilities require exchanging 
information; engaging others in conversation and 
responding to questions. 
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3)  Duties and resonsibilities require interpreting and 
translating facts and information; explaining 
situations and issues to people, advising them of 
alternative or applicable courses of action and/or 
interviewing and acquiring information from 
others. 

   

4)  Duties and resonsibilities require persuading 
others to take action; resolving disputes, 
disagreements, or conflicts; developing and 
making formal presentaions or otherwise 
engaging in communication activities which 
substantially contribute to solving problems or 
achieving work objectives. 

   

5)  Duties and responsibilities require exceptionally 
well-developed communication and interpersonal 
skills in order to sucessfully handle problems or 
situations which are critical to the success of 
services, operations and/or projects. 

   

 

7. Decision responsibility: 

1)  Job requires very little analytical thought or independent decision making. 
Decisions made have limited overall impact and generaly affects own workload. 

2)  Decisions generally involve how an operation will be done or carried out (i.e 
sequence or method) and are generally chosen from an available set of 
alternatives or precedents. 

3)  Moderate resonsibility for decision-making, involving evaluation of information. 
Decisions may require developing or applying alternatives or precedents. 

4)  Significant responsibility for decisions and final results, typically affecting the 
entire department, program or business unit. Available guides or precedents are 
limited. 

5)  Significant resonsibility for decisions and final results, typically affecting more 
than one department.  Substantial analysis is required and many factors must 
be weighed before a decision can be reached. 

6)  Major resonsibility for decisions and final recommendations, which may result in 
the formulation of strategic plans of action to achieve the broad objectives of the 
company. Decisions made affect the long-range future of the company. 
Decisions determine the scope, direction and goals of the company. 

 

Briefly describe an example of the job’s level of decision responsibility:   
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8. Supervision Provided: 

How many people report directly to this job? 

  None     1     2         3-5     6 or more 

 
List the title(s) and number of employee(s) supervised by this job: 
 
Job Title(s): Number of 

Employees: 
Level of Supervision:   
 

  Close Moderate General Managerial
            
            
            
            
            
            
            
 

 
9. Fiscal Responsibilities: 
 

Does this job have budgetary responsibility (decision making rather than recommendation or input)?   

   Yes      No 

Annual O & M: $      Annual Capital: $      

 
 
10. Additional Comments: 
 

      

 


