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(CIVILIAN PERSONNEL ADVISORY CENTER)
JOB ANALYSIS QUESTIONNAIRE
1.  What does a (Position Title)                                                                                                  do in an average day?
In order to start the job analysis for the following Position Title, Pay Plan, Series and Grade,
7.
HIRING OFFICIAL
SIGNATURE & DATE
Position Title:
PREVIOUS EDITIONS ARE OBSOLETE
Pay Plan:
Series:
Grade:
the below questionnaire must be completed:
2.  What skills and abilities are needed in this position to be successful?
Are these skill necessary at entry?                                 Yes                         No
3.  What tools, equipment or methods are used on the job?
4.  What would be an example of work at the lower and higher level of complexity?
5.  Describe the work of the perfect employee:
6.  PD Number that will be used for this position:
A Job Analysis will be prepared for your review once the above questions has been answered.
Signature:                                                                       Date:
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