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University of Colorado Denver

    
Position Description Questionnaire (PDQ)
· Employee participation in completing this document is encouraged; however, the appointing authority and supervisor are accountable for establishing the work assignment and ensuring the accuracy of this information. 

· Fill out this questionnaire in language that would be clear to someone completely unfamiliar with the job.
· If this position’s work assignment significantly changes the work assignments of other positions in your department, the other positions’ PDQs should also be revised.
	Position Number:
	     

	Current Class Title:
	     

	Requested Class Title (optional):
	     

	Working Title (optional):
	     

	Campus Department:
	     

	Work Unit:
	     


Select One:
 FORMCHECKBOX 
 New Position
 FORMCHECKBOX 
  Vacant Position
 FORMCHECKBOX 
 Occupied Position 


 FORMCHECKBOX 
 Update Position File

Attach a current organizational chart which includes class titles, position numbers and FTE of:
· position

· first level supervisor(s)

· second level supervisor(s)

· other positions reporting to the first level supervisor(s)

· subordinate positions 

· student, seasonal and other positions which are part of the regular/permanent staffing pattern
Exclude temporary positions and personal services contractors.
I.
General Information
A.
Briefly describe the purpose of the work unit.







     





B.
Describe any staffing or organizational changes related to this position.

     
C.
Briefly summarize the purpose of this position.

     
D.
Summarize specific duties added to this position and where the duties came from.  If the duties came from other positions, please include position numbers.

     
E. Summarize specific duties deleted from this position and where the duties went.  If the duties went to other positions, please include position numbers.
     
F. If you requested a class title for this position, why did you choose that title?
     
II. Job Description

Document current, permanent, primary job duties and the percent of time the position performs each duty.  The total of all duties must equal 100%.  For each duty, provide a general overview at the top of each section, and then describe the duty’s specific components below.

	A.  Duty:       
	     %

	Brief Description:   
     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  

     


	Essential Function?  
Yes          No      


	B.  Duty:       
	     %

	Brief Description:   
     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  

     

	Essential Function?  
Yes          No      


	C.  Duty:       
	     %

	Brief Description:   

     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  
     

	Essential Function?  
Yes          No      


	D.  Duty:       
	     %

	Brief Description:   

     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  

     

	Essential Function?  
Yes          No      


	E.  Duty:       
	     %

	Brief Description:   

     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  

     

	Essential Function?  
Yes          No      


	F.  Duty:       
	     %

	Brief Description:

     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  

     

	Essential Function?  
Yes          No      


	G.  Duty:       
	     %

	Brief Description:

     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  

     

	Essential Function?  
Yes          No      


	H.  Duty:       
	     %

	Brief Description:

     
Provide specific examples of regular, on-going decisions made by this position related to this duty.  

     
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the guidance used to resolve the problem.  

     


	Essential Function?  
Yes          No      


III. Line/Staff Authority

Check the category that best describes the position’s formal, direct supervisory responsibility and/or staff authority status.  Please note:  the calculation of 1 Full Time Equivalent (FTE) = 2080 hours/year or 40 hours/week for 52 weeks.
	 FORMCHECKBOX 
  No formal supervisory authority

	 FORMCHECKBOX 
  Work leader:  Partially accountable for work product of others. May provide input on performance planning and evaluations but does not have signature authority.  #FTE:       Position #s:        

	 FORMCHECKBOX 
  Supervisor:   Accountable, and has signature authority, for actions and decisions impacting the pay, status, and tenure of others, including performance planning and evaluations.  #FTE:        Position #s:       

	 FORMCHECKBOX 
  2nd Level Supervisor:  Supervises multiple units.  
#FTE of subordinate supervisors:         Position #s:       
Total #FTE in unit:       

	 FORMCHECKBOX 
  3rd Level Supervisor:   Supervises multiple units, including 2nd level supervisors.  

#FTE of subordinate 2nd level supervisors:        Position #s:                   
Total #FTE in units:           

	 FORMCHECKBOX 
  Staff Authority:  Directly influences campus-wide management decisions in programmatic area of expertise.  Staff authorities have a specialized level of expertise for the program that does not exist in any other functional unit, program, or assignment.  Management and peers campus-wide regularly rely on the staff authority when considering program direction. 
· A letter of support from the position's appointing authority, Vice Chancellor, or other campus department administrator must be attached to the PDQ form to document this position's role as a campus-wide staff authority (except information technology positions working in a campus or system level IT department).
Why does this position qualify as a staff authority?       

	

	 FORMCHECKBOX 
  Senior Authority:  Directly influences management decisions in agencies throughout the state.

· A letter of support from the position's appointing authority, Vice Chancellor, or outside entity must be attached to the PDQ form to document this position's role as a senior authority with statewide influence.
Why does this position qualify as a senior authority?      


IV. Purpose of Contact
This position has on-going communication with others outside the supervisory chain to: (Check all that apply) 
 FORMCHECKBOX 
  Exchange or collect information.
 FORMCHECKBOX 
  Detect, discover, or expose information, problems, violations or failures by interviewing or investigating.  
 FORMCHECKBOX 
  Advise, counsel or guide to solve problems or complaints and influence or correct actions and behaviors.

 FORMCHECKBOX 
  Clarify underlying rationale, intent, motive by educating on unfamiliar concepts and theories or marketing a product or service.  

 FORMCHECKBOX 
  Secure regulatory compliance by issuing/revoking licenses and persuading/training to correct problems where a formal law applies.

 FORMCHECKBOX 
  Physically restrain and arrest citizens as a law enforcement officer.  

 FORMCHECKBOX 
  Defend, argue, or justify the campus’s position as an official representative in formal hearings or court.

 FORMCHECKBOX 
  Authorize medical treatment protocols followed by others in caring for patients.

 FORMCHECKBOX 
  Negotiate as an official representative of one party to obtain support or cooperation where there is no formal rule or law to fall back on in requiring an action or change from the other party.  

 FORMCHECKBOX 
  Arbitrate, resolve differences and authorize action that directly determines the campus’s mission.  
VI. Special Qualifications Request
Your input must be verified and approved by Employment Services before any items in this section are accepted as official. 
Some positions may require that applicants meet special qualifications in addition to the state-established minimum qualifications for consideration during the selection process.  A special qualification must be met from the first day on the job and cannot be obtained through training during probation/trial service. 

A.
Do you think this position requires a special qualification that differs from the established minimum qualifications for other positions in the class?   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No
B.
If yes, please describe the special qualification.  Categories for qualifications include:  job related formal courses, legal requirements, experiences or skills, or unusual travel demands. 
     
C.
Why can the special qualification NOT be obtained through training during the probationary/trial service period?  
     
D.
Please describe any “highly desirable” qualities for this position.  Highly desirable qualities can be added to the job announcement and can be assessed during a testing process.  
     
Drug Free Workplace
For purposes of the Drug Free Workplace Act of 1988 and the Colorado State Employee Substance Abuse Policy, is the position safety related?  Safety-related positions are defined as those involving safety and health, state security, or other responsibilities involving a high degree of trust and confidence.  Such positions may be subject to drug testing.        FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No

Additional Requirements
 FORMCHECKBOX 
  Pre-placement Physical - Describe any special physical requirements:      
 FORMCHECKBOX 
  Colorado Driver’s License:  
 FORMCHECKBOX 
 Regular  
 FORMCHECKBOX 
 Commercial

List any endorsements required:       
 FORMCHECKBOX 
  Essential Services – Designated by campus Provost or Vice Chancellor for positions required to report without delay or interruption to provide essential or emergency services to ensure health, safety and welfare of campus residents.
 FORMCHECKBOX 
  Background Check (Select all that apply):
 FORMCHECKBOX 
  Criminal - reason(s):                

 FORMCHECKBOX 
Patient Care    FORMCHECKBOX 
Child Care    FORMCHECKBOX 
Hazardous Materials  FORMCHECKBOX 
Master Keys    FORMCHECKBOX 
Security Sensitive   

 FORMCHECKBOX 
Controlled Substances

 FORMCHECKBOX 
  Financial/Credit - reason(s):  
 FORMCHECKBOX 
Cash Handling    FORMCHECKBOX 
Authority for large sums of money
 FORMCHECKBOX 
  Motor Vehicle - reason(s):       

 FORMCHECKBOX 
Requires valid driver’s license    FORMCHECKBOX 
Receives University vehicle
 FORMCHECKBOX 
  Shift Work — Explain:       
 FORMCHECKBOX 
  On-call Hours — Explain:       
 FORMCHECKBOX 
  Health Insurance Portability and Accountability Act (HIPAA)

 FORMCHECKBOX 
 Research

 FORMCHECKBOX 
 Treatment, payment, or health care operations

 FORMCHECKBOX 
 Both research and treatment, payment or health care operations

 FORMCHECKBOX 
 Duties other than research, treatment, payment or health care operations

 FORMCHECKBOX 
 Work duties do not require access to protected health information

Health and Safety Training
This assignment requires the use or handling of or exposure to (check all that apply):


 FORMCHECKBOX 
 hazardous chemicals.


 FORMCHECKBOX 
 radioactive materials or ionizing radiation.


 FORMCHECKBOX 
 infectious materials, recombinant DNA, or human blood or bodily materials.  

VII. Certification
As I am delegated accountability for the assignment, I understand that I am responsible for the accuracy of this questionnaire.  I certify that this document is an accurate and complete description of the position’s assignment. 

     






     
____________________________________________________________________________________

Supervisor Name (Print)





Work Phone

____________________________________________________________________________________

Supervisor Signature






Date

I certify that I have read and understand the assignment documented in this questionnaire.
     






     
____________________________________________________________________________________

Employee Name (Print)





Work Phone

____________________________________________________________________________________

Employee Signature






Date

As I am legally accountable for the assignment, I understand that I am responsible for the accuracy of this questionnaire.  I certify that this document is an accurate and complete description of the position’s assignment.
     






     
____________________________________________________________________________________

Appointing Authority Name (Print)




Work Phone

____________________________________________________________________________________

Appointing Authority Signature




Date
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