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15.2	JOB ANALYSIS QUESTIONNAIRE


1.	PERSONAL/ORGANISATIONAL DETAILS

Name: …………………………………………………………………………………..

Sex: Male …………………………     Female: ………………………………………

Ministry/Organization: ………………………………………………………………..

Department/Division: …………………………………………………………………

Section/Unit: ………………………………………………………………………….

Job Title: ………………………………………………………………………………

Length of time at present post: ……………………………………………………….

Direct Supervisor: (Title) ……………………………………………………………...

Educational Qualifications: …………………………………………………………..

………………………………………………………………………………………..

……………………………………………………………………………………….



         2.	YOUR POSITION IN THE ORGANISATION

Draw a simple chart indicating clearly where your position fits in the organization.












        3.		JOB PURPOSE

Briefly state the need for your job

…………………………………………………………………………………………


…………………………………………………………………………………………


…………………………………………………………………………………………


…………………………………………………………………………………………..

4.	MAIN DUTIES

List your main duties in order of importance, and estimate the percentage of time spent on each of these duties. (The percentage should total 100%)


	S/No.
	Duties in Order of Importance
	Percentage of Time

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	




5.	DECISION MAKING

Show the nature of your contribution to Decision-Making at a higher level.  Give examples.

I contribute to: …………………………………………………………………..

I advise the ………………………………………………………………………

I make decisions on ……………………………………………………………….


6.	SUPERVISION

a)	Do you supervise or give guidance to other staff? If so, please give their numbers and grades.

………………………………………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….



b)	Please describe how your work is supervised or checked by your supervisor.

	…………………………………………………………………………………………..

	…………………………………………………………………………………………..

	………………………………………………………………………………………….


7.	STATE THE TYPE OF KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED TO DO YOUR JOB EFFECTIVELY (consultant should also refer to Scheme of Service) 

a)	QUALIFICATION

Basic Qualification Required (Academic and Professional): ……………………………

…………………………………………………………………………………………….

…………………………………………………………………………………………….


b)	EXPERIENCE

Relevant experience needed (e.g.. No. of years served, workshops attended, attachments, internships, etc.)

 …………………………………………………………………………………………….

……………………………………………………………………………………………..

…………………………………………………………………………………………….


SKILLS

Indicate what skills are needed to perform your duties: e.g. statistical, analytical, computers and IT skills, drafting skills, communications (written) spoken, etc.

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

	
8.	CONTACTS AND REPRESENTATION

Who are the main people you have contact with in your job? Give their level and the type of contact. (E.g. internal, external, public, exchange of information, negotiation, representation of your department, etc) and the frequency (e.g. daily, weekly, monthly, annually).  Give examples

	Types of Organizations 
Contacted
	Persons Contacted
	Reason (Type of Contact)
	Frequency (Daily, 
Weekly, Monthly
 Annually)

	

	
	
	

	

	
	
	

	

	
	
	















9.	RESOURCES
What resources are you responsible for?

	Type
	Number/Quantity/
Amount
	Grade / Position
	Comments

	Staff 
Direct

	
	
	

	Staff Indirect

	
	
	

	Budget

	
	
	

	Other (specify) E.g. Transport, computers, equipment
	
	
	






10.	ADDITIONAL INFORMATION

i.	……………………………………………………………………………………

ii.	…………………………………………………………………………………….

iii.	…………………………………………………………………………………….

iv.	…………………………………………………………………………………….

11.	CONTACT NUMBER

a)	Office Telephone: …………………… b) Mobile: …………………………….

c)	E-mail Address: ………………………………………………………………….



SIGNATURE:……………………………………………………………………………
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