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Job analysis questionnaire
JEMS Information (Interview Only)
Complete Job Analysis Questionnaire
At peak times there may be a 6 week wait for job evaluation interviews. To have your role assessed faster, select ‘Complete the job analysis questionnaire’ rather than ‘JEMS information (interview only)'. 
Position details
Level Proposed
Reporting relationships
Contact details
Attachments
Please ensure the following documents/information are provided
è
Approval 
Approving officer (supervisor)
Submit form
Please email this approved form to QLD Health HR team: ehealth-recruitment@health.qld.gov.au for approval. 
QLD Health HR team only
Please email this approved form by clicking on the 'Submit form to JEMS' button below
Please Note: All QSS employees are to submit this form via the QSS Self Service Centre 
Please email this approved form by clicking on the 'Submit form to JEMS' button below.
Go to page 2 to complete the Job analysis questionaire
Before you start
Please note that the information provided below should not be a copy and paste of the Role Description. The purpose of the Job Analysis Questionnaire is to provide extra information that cannot be captured in the Role Description. Failure to provide this additional information could result in the Evaluators not capturing the full scope of the position.
Question 1. Changes to the position (not required for new positions)
Question 2. Changes to the unit/agency
Question 3. Purpose of the position
Question 4. Work performed (what does the position do and how?)
Please describe each major area of work performed/services provided/advice given by the position. Against each of these, please allocate the proportion of time (as a percentage) spent each fortnight.
Work performed/services provided/advice given
% of time spent each fortnight
Total (= 100%) 
Question 5. Knowledge, skills & experience
What type and level of knowledge is necessary to perform well in this position? How is this knowledge used?
Knowledge
Example
e.g. knowledge of Human Resources Practices
To effectively manage a diverse range of staff in a complex work environment
What type and level of key skills or abilities are required to perform well in this position?
Skill/ability
Example
e.g. sound liasion skills
liaise with other business areas in the development of project plans
What experience if any, is necessary to perform well in this position?
Experience
Example
e.g. project management
required to project manage the installation of new IT architecture throughout the state
Are mandatory qualifications required to perform well in this position?
è
Does the position have any responsibility for directing and/or reviewing the work of others?
è
Question 6. Contacts
Who are the main contacts of this position? What is the nature and purpose of this contact?
Contacts, clients, stakeholders, Public etc.
Who
Nature and purpose interaction
Frequency (daily/weekly etc)
Question 7. Relationships with committees, working parties, special interest groups, project teams etc
What groups or scheduled activities/events does the position participate in?
Name of group
Position's role in group
Frequency of involvement
e.g. water usage task force
Chairperson
Monthly
Question 8. Judgement - Job environment, reasoning and challenges
A. Job environment - work parameters
B. Reasoning - thinking challenges
Questions to think about:
How often is the position expected to manage complexities? Describe these complexities and their degree of difficulty.
To what degree and frequency is this position expected to analyse, interpret trends/circumstances, resolve issues and/or solve problems?
Reasoning
Frequency (daily/weekly etc)
e.g. Required to analyse, interpret and provide advice to clients on new taxation legislation
Monthly
C. Challenges
Questions to think about:
What challenges must this position face? Where do these challenges come from?
Challenge
Impact
e.g. Changes in HR legislation
Required to amend departmental HR policies
Question 9. Accountability - Independence/Influence, impact, authority/responsibilty
A. Independence/influence
Questions to think about:
How much is the position expected to consult with others before it takes any action? Who (what positions) does it consult with?
How much independence does this position have to make its own decisions about its own work or to change the work that others do?
Who (what positions) does this position influence or be expected to influence?
What does it influence: the nature or scope of its own work/ the work of others/ the objectives/direction of the unit or agency? How narrow or far reaching is the influence?
What actions or decisions are made by this position (after discussion with its supervisor)?
B. Impact and authority/responsibility
Questions to think about:
What are the impacts of this position's decisions and who/what will be affected by them? What types of decisions does this position make?
Can this position commit the unit/agency to a course of action? What is/are these actions?
What are the risks to this position's work/the unit/the agency if the position fails to perform?
Decision
Impact
e.g. Decisions to change work procedures
Local staff
C. Budget - Financial year
Please estimate the financial resources ($) the position (being evaluated position) is responsible for managing in the current financial year.
Operating
Staffing (salaries and on-costs)
Capital (major equipment, other large assets, etc)
Earned revenue (sales, etc)
Assets
Projects
Total
Question 10. Other information
Please list any other information (not covered elsewhere) which you feel would be helpful in understanding the nature, scope or purpose of the position:
A.  Special assignments or projects
B.  Budget involvement for the area
C.  Financial authorities, number of enquiries per week
D.  Level of reliance of other people on the position
E.  Contact with clients/members of the public
F.  Geographical areas covered
A
B
C
D
E
F
Attachments
Please ensure the following documents/information are provided
è
Approval 
Approving officer (supervisor)
Submit form
Please email this approved form to QLD Health HR team: ehealth-recruitment@health.qld.gov.au for approval. 
QLD Health HR team only
Please email this approved form by clicking on the 'Submit form to JEMS' button below
Please Note: All QSS employees are to submit this form via the QSS Self Service Centre 
Please email this approved form by clicking on the 'Submit form to JEMS' button below.
Why is the quality of the information you provide so important?          
Evaluators interpret the information you provide to determine a position's work value using the conventions of the methodology. While we can never achieve perfect knowledge, the better the information you provide, the more confident we can be in our analysis. The following information sources will enable us to evaluate your positions with confidence:
·          Position Description
·          Job Analysis Questionnaire (JAQ)
·          Organisational/hierarchical chart
Important fact 2: A Position description is a poor substitute for a JAQ
Why complete a JAQ? 
When you first look at it, completing a JAQ can seem like an onerous task, compared to simply providing us with a position description. 
But it will be time well spent.
 
By completing the JAQ you will help us understand what the role actually does, as well as how, why, where and when the role is needed to meet your unit's and agency's objectives. Ultimately, this helps paint a clearer picture of the role. Only a completed JAQ can give evaluators: 
     A. Accurate and comprehensive information on all the methodology's factors
     B. All the information they need to recommend an appropriate work value.
Important fact 3: An evaluation focuses on the position itself and its relationship with other positions. It does not measure, evaluate or consider the performance of the incumbent.
Completing the JAQ          
We suggest that you skim read the entire JAQ before you commence. Throughout we have provided you with examples and helpful hints. As you read, keep the following in mind:
    1. Consider the full scope of the position's duties and responsibilities, its required inputs and expected outputs/outcomes: what the position does, as well
        as, how, why, when and where the position is needed to meet your unit's and agency's objectives
    2.         Think about the position as it really is, not as it may have been in the past or could be in the distant future; and not as the incumbent's capabilities.
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If you are unsure how best to answer a question or section, please let us help you by 
Emailing: JEMS@dsiti.qld.gov.au or 
Phoning: the QSS JEMS unit on 3021 5147.
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