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JOB DESCRIPTION:
Human Resources Assistant |, Human Resources Assistant Il

Thisjob description was produced by the Common-M etric System. Unlike a traditional 'task' or
'duty’ based job description, the Common-M etric System collects and reports somewhat more
behaviorally abstract information in order to give a more big-picture view of thisjob, and how it
compar esto other jobs.

NOTE: thisjob description isintended to describe the essential functions of the relevant position(s).
Thedescription in no way states or impliesthat the above are the only functionsto be performed by
job incumbents. Incumbentsarerequired to follow any other instructions and to perform any other
dutiesrequested by their supervisors.

Thefirst section of thisreport presentsa narrative-type description of thisjob, describing its
activitiesin terms of general job characteristics, inter personal activities, decision-making activities,
tool/mechanical/physical activities, and contextual characteristics. As part of these narratives,
information is presented (parenthetically) describing the degree of cross-position ratings agreement
in terms of both (a) the per centage of the total pool of positionsthat rated a given item as'applicable
onthejob (i.e, performed at ANY level), aswell as (b) the per centage that gave the 'average' rating
that isreported. Thiscrossrater agreement information should be considered carefully, and ratings
checked to ensuretheir accuracy (especially for itemsthat are endorsed by very small numbers of
raters). Theitemswithin each section of thereport are sorted (in descending order) based on the
per centage of positionswithin the job that endor sed theitem (regar dless of level).

The next section of thisreport presentsa more abstract view of thejob, expressed in terms of its
scor es acr 0ss 80 specific " work dimensions' and 17 " big picture" or overall dimensions (hames
prefaced by '[2]'). These dimension scores ar e useful when comparing jobsthat differ in terms of
their work tasks. For each of the dimensions, two graphical displays are shown: thefirst gives
results computed acrossALL raters, whereas the second presents results computed after excluding
positions for which the dimension received a 'does-not-apply' (DNA) rating. On each graphical
display, tic-marksare shown (ranging from 0-100 in units of 10 points). The aggregate dimension
scor e profiles are based on scaled dimension scores (which use a 0-100 scale, in which 0 = DNA).
Each profile containsthe following information: mean (arithmetic aver age), mode (most frequent
scor€), median (scorethat dividesthe ratingsinto halves), minimum-to-maximum scorerange, plus-
minus 1 SD band, inter-quartile range.

For further information on thisreport, or on other aspects of the Common-M etric System, please
refer to the Guideto Using the Common-M etric System for Human Resour ce Applications,
published by PSTC. You can also visit PSTC'sworld-wide web site: http://www.pstc.com.

"The Common-Metric Questionnaire" and " The Common-Metric System" areregistered
trademarks of Personnel Systems & Technologies Corporation. Printed in the United States of
America.



General Job Characteristics

Licenses/Certifications

1. To perform thisjob, no licenses/certificates arerequired (100%).
Percentage of Travel

2.0n thisjob, travel isnot required (100%).

Number of Hours Worked

3. Thisjob isfull-time, working the same number of hourseach week (100%).

Work Schedule

4. On thisjob, the same number of hours are worked each week (100%).

Clothing Worn On The Job

5. Business suits or office attire (100%).

Supervision Received

Supervision Received

6. Theincumbent'swork isreviewed or directed by higher immediate supervisor, with infrequent
monitoring of major job duties (100% rated this'applicable’, 100% of those made thisrating).
Receiving this supervision is necessary, but not critical for successful job performance (of all
employees performing, 100% madethisrating, and 0% rated it "critical’).

Job Knowledge & Skill Areas

Business Administration - Human Resources/Personnel

7. The incumbent uses knowledge/skill in the area of Selection, including Recruitment, I nterviewing,
Selection, Testing, Placement, Hiring at a frequency of hourly to many times each hour (50% rated
this'applicable’, 100% of those made thisrating); thisisabsolutely critical in order to accomplish the
main mission of the job (100% of those performing made thisrating). The knowledge/skill is
acquired from on-the-job experience (other than formal training) (50% of all raters/ 100% of those



performing). Workersare not required to possess this knowledge/skill at the time of hiring (100% of
total made thisrating).

8. The incumbent uses knowledge/skill in the area of Job Analysis, Classification, Compensation at a
frequency of every few daysto weekly (50% rated this'applicable’, 100% of those made thisrating);
thisisabsolutely critical in order to accomplish the main mission of the job (100% of those
performing madethisrating). The knowledge/skill isacquired from on-the-job experience (other
than formal training) (50% of all raters/ 100% of those performing). Workersarerequired to
possess this knowledge/skill at the time of hiring (50% of total made thisrating).

9. Theincumbent uses knowledge/skill in the area of Benefits, Worker's Compensation at a
frequency of every few hoursto daily (50% rated this'applicable', 100% of those made thisrating);
thisisabsolutely critical in order to accomplish the main mission of the job (100% of those
performing madethisrating). The knowledge/skill isacquired from on-the-job experience (other
than formal training) (50% of all raters/ 100% of those performing). Workersarerequired to
possess this knowledge/skill at the time of hiring (50% of total made thisrating).

10. The incumbent uses knowledge/skill in the area of Employee Supervision and Development,
including M otivation, L eader ship, Performance Appraisal, Training, Career Pathing, Staffing,
Organizational Development at a frequency of every few hoursto daily (50% rated this 'applicable’,
100% of those made thisrating); thisis necessary, but not critical for successful job perfor mance (of
all employees performing, 100% madethisrating, and 0% rated it 'critical'). The knowledge/skill is
acquired from on-the-job experience (other than formal training) (50% of all raters/ 100% of those
performing). Workersare not required to possess this knowledge/skill at the time of hiring (100% of
total made thisrating).

Business Administration - Management and Production

11. The incumbent uses knowledge/skill in the area of Records Control, Bookkeeping at a frequency
of hourly to many times each hour (50% rated this'applicable’, 100% of those made thisrating); this
isabsolutely critical in order to accomplish the main mission of the job (100% of those performing
made thisrating). The knowledge/skill isacquired from on-the-job experience (other than formal
training) (50% of all raters/ 100% of those performing). Workersare not required to possessthis
knowledge/skill at the time of hiring (100% of total madethisrating).

English

12. The incumbent uses knowledge/skill in the area of English Language at a frequency of hourly to
many times each hour (50% rated this'applicable’, 100% of those made thisrating); thisis
absolutely critical in order to accomplish the main mission of the job (100% of those performing
made thisrating). The knowledge/skill isacquired from school, university, or trade/vocational school
(50% of all raters/ 100% of those performing). Workersarerequired to possess this knowledge/skill
at thetime of hiring (50% of total madethisrating).

Mathematics & Statistics

13. The incumbent uses knowledge/skill in the area of Mathematics- ONLY Multiplication, Division,
Fractions, Decimals, Per centages at a frequency of every few hoursto daily (100% rated this
‘applicable’, 50% of those madethisrating); thisisabsolutely critical in order to accomplish the
main mission of the job (50% of those performing madethisrating). The knowledge/skill is acquired
from

(a) school, university, or trade/vocational school (50% of all raters/ 50% of those perfor ming);
and



(b) formal on-the-job training (50% of all raters/50% of those perfor ming).
Workersarerequired to possess this knowledge/skill at the time of hiring (100% of total made this
rating).

14. The incumbent uses knowledge/skill in the area of Mathematics- ONLY Addition or Subtraction
at a frequency of every few hoursto daily (100% rated this'applicable’, 100% of those made this
rating); thisisabsolutely critical in order to accomplish the main mission of the job (50% of those
performing madethisrating). The knowledge/skill isacquired from

(a) school, university, or trade/vocational school (50% of all raters/ 50% of those perfor ming);
and

(b) formal on-the-job training (50% of all raters/ 50% of those perfor ming).
Workersarerequired to possess this knowledge/skill at the time of hiring (100% of total made this
rating).

Written Communications

15. The incumbent uses knowledge/skill in the area of Word Processing, Typing at a frequency of
hourly to many times each hour (50% rated this'applicable', 100% of those made thisrating); thisis
absolutely critical in order to accomplish the main mission of the job (100% of those performing
made thisrating). The knowledge/skill isacquired from school, university, or trade/vocational school
(50% of all raters/ 100% of those performing). Workersarerequired to possess this knowledge/skill
at thetime of hiring (50% of total madethisrating).

16. The incumbent uses knowledge/skill in the area of Writing, Editing - Business Text (e.g., letters,
memos) - I ncludes Stenogr aphy, Dictation, Speedwriting at a frequency of hourly to many times each
hour (50% rated this'applicable', 100% of those made thisrating); thisisnecessary, but not critical
for successful job performance (of all employees performing, 100% made thisrating, and 0% rated it
‘critical’). Theknowledge/skill isacquired from school, university, or trade/vocational school (50%
of all raters/ 100% of those performing). Workersarerequired to possess this knowledge/skill at the
time of hiring (50% of total made thisrating).

17. The incumbent uses knowledge/skill in the area of Writing, Editing - Financial Text (e.g., ledgers,
spreadsheets) at a frequency of every few daysto weekly (50% rated this'applicable’, 100% of those
made thisrating); thisispart of thejob, but of relatively minor importance for successful job
performance (of all employees performing, 100% madethisrating, and 0% rated it 'critical'). The
knowledge/skill is acquired from school, university, or trade/vocational school (50% of all raters/
100% of those performing). Workersare not required to possess this knowledge/skill at the time of
hiring (100% of total made thisrating).

Using Languages and the Five Senses

Language Use

18. In order to perform thisjob, theincumbent useswritten wordsin English at a frequency of
hourly to many times each hour (100% rated this'applicable’, 100% of those madethisrating). This
isabsolutely critical in order to accomplish the main mission of the job (100% of those performing
made thisrating); theincumbent could NOT perform thejob successfully if he/she could not
perform this activity (100% of those performing madethisrating). When performing thejob, the
wor ker

(a) copiesor transcribesinformation using thislanguage (100%);



(b) summarizesor condensesinformation using thislanguage (100%);
(c) edits, revises, corrects, proofreads, or debugs using thislanguage (100%); and
(d) writesor composesin thislanguage (100%).

19. In order to perform thisjob, theincumbent uses spoken wordsin English at a frequency of
hourly to many times each hour (100% rated this'applicable’, 100% of those madethisrating). This
isabsolutely critical in order to accomplish the main mission of the job (100% of those performing
made thisrating); theincumbent could NOT perform thejob successfully if he/she could not
perform this activity (100% of those performing madethisrating). When performing thejob, the
wor ker

(@) summarizesor condensesinformation using thislanguage (50% of all raters/50% of those
performing);

(b) copiesor transcribesinformation using thislanguage (100%);

(c) edits, revises, corrects, proofreads, or debugs using thislanguage (100%); and

(d) writesor composesin thislanguage (100%).

Internal and External Contacts

Contacting People WITHIN This Organization

20. In the cour se of performing thejob, theincumbent contacts laborers (NOT including workers
who aredirectly involved in machine oper ations, manufacturing, production, or processing) at a
frequency of every few daysto weekly (50% rated this'applicable’, 100% of those made thisrating).
Either party may initiate these contacts, which involve

(a) informing, interviewing, or exchanging information (50% of all raters/ 100% of those
performing); and

(b) taking information, orders, or instructions from them (50% of all raters/ 100% of those
performing).

21. In the cour se of performing thejob, theincumbent contacts mid-level manager s (departmental
manager s, area manager s, etc.) at a frequency of hourly to many times each hour (100% rated this
'‘applicable’, 50% of those made thisrating). Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);

(b) informing, interviewing, or exchanging information (100%); and

(c) takinginformation, orders, or instructionsfrom them (100%).

22. In the course of performing thejob, theincumbent contactsfirst-line supervisorsat a frequency
of hourly to many times each hour (100% rated this'applicable’, 50% of those made thisrating).
Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);

(b) informing, interviewing, or exchanging information (100%); and

(c) takinginformation, orders, or instructionsfrom them (100%).

23. In the cour se of performing thejob, theincumbent contactstechnical specialistsor professionals
who DO have formal supervisory responsibilities at a frequency of hourly to many times each hour
(100% rated this'applicable’, 50% of those madethisrating). Either party may initiatethese
contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);



(b) informing, interviewing, or exchanging information (100%); and
(c) takinginformation, orders, or instructionsfrom them (100%).

24. In the cour se of performing thejob, theincumbent contacts technical specialistsor professionals
who do NOT have formal supervisory responsibilities at a frequency of hourly to many times each
hour (100% rated this'applicable’, 50% of those made thisrating). Either party may initiate these
contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);

(b) informing, interviewing, or exchanging information (100%); and

(c) takinginformation, orders, or instructionsfrom them (100%).

25. In the cour se of performing thejob, theincumbent contacts upper -level managersor executives
(regional managers, VPs, city managers, CEOs, etc.) at a frequency of hourly to many times each
hour (100% rated this'applicable’, 50% of those made thisrating). Either party may initiate these
contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);

(b) informing, interviewing, or exchanging information (100%); and

(c) takinginformation, orders, or instructionsfrom them (100%).

26. In the cour se of performing thejob, theincumbent contacts marketing or sales employeesat a
frequency of hourly to many times each hour (50% rated this'applicable’, 100% of those made this
rating). Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/ 100% of those
performing);

(b) informing, interviewing, or exchanging infor mation (50% of all raters/ 100% of those
performing); and

(c) takinginformation, orders, or instructionsfrom them (50% of all raters/ 100% of those
performing).

27.1n the cour se of performing the job, theincumbent contacts clerical or support staff at a
frequency of hourly to many times each hour (100% rated this'applicable’, 100% of those madethis
rating). Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);

(b) informing, interviewing, or exchanging information (100%); and

(c) takinginformation, orders, or instructionsfrom them (100%).

Contacting People OUTSIDE This Organization

28. In the cour se of performing thejob, theincumbent contacts civic, community, or charitable
organizations at a frequency of every few monthsto yearly (50% rated this'applicable’, 100% of
those madethisrating). Either party may initiate these contacts, which involve

(a) informing, interviewing, or exchanging information (50% of all raters/ 100% of those
performing); and

(b) taking information, orders, or instructionsfrom them (50% of all raters/ 100% of those
performing).

29. In the cour se of performing thejob, theincumbent contacts members of the pressor news media
at a frequency of every few weeksto monthly (50% rated this'applicable’, 100% of those made this
rating). Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/ 100% of those
performing); and

(b) informing, interviewing, or exchanging infor mation (50% of all raters/ 100% of those



performing).

30. In the cour se of performing thejob, theincumbent contacts non-managerial employees of other
organizations at a frequency of every few daysto weekly (100% rated this'applicable', 50% of those
madethisrating). Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);

(b) taking information, orders, or instructionsfrom them (50% of all raters/50% of those
performing); and

(c) informing, interviewing, or exchanging infor mation (100%).

31. In the cour se of performing thejob, theincumbent contacts contractors, subcontractors,
consultants, or agents at a frequency of every few daysto weekly (50% rated this'applicable’, 100%
of those made thisrating). Either party may initiate these contacts, which involveresolving
complaints, conflicts, or disputesinvolving them (50% of all raters/ 100% of those perfor ming).

32. In the cour se of performing thejob, theincumbent contacts managerial employees of other
organizations at a frequency of every few daysto weekly (50% rated this'applicable’, 100% of those
madethisrating). Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/ 100% of those
performing); and

(b) informing, interviewing, or exchanging infor mation (50% of all raters/ 100% of those
performing).

33. In the course of performing thejob, theincumbent contactsthe public or job applicantsat a
frequency of hourly to many times each hour (100% rated this'applicable’, 50% of those made this
rating). Either party may initiate these contacts, which involve

(a) resolving complaints, conflicts, or disputesinvolving them (50% of all raters/50% of those
performing);

(b) taking information, orders, or instructionsfrom them (50% of all raters/ 50% of those
performing); and

(c) informing, interviewing, or exchanging infor mation (100%).

Work-Related Meetings

Attending Meetings Initiated by OTHER People

34. In the cour se of performing thejob, theincumbent attends meetingsto evaluate options or make
adecision at a frequency of every few monthsto yearly (50% rated this'applicable’, 100% of those
made thisrating). These meetings are attended by

(a) professional/technical employeesfrom other areas of the organization (50% of all raters/
100% of those perfor ming);

(b) first-line supervisorsor mid-level managersfrom higher own area of the or ganization (50%
of all raters/ 100% of those perfor ming);

(c) professional/technical employeesfrom his’her own area of the organization (50% of all raters/
100% of those perfor ming);

(d) professional employees from OUTSIDE the organization (50% of all raters/ 100% of those
performing); and

(e) non-supervisory employees from his’her own area of the organization (50% of all raters/
100% of those perfor ming).



35. In the cour se of performing thejob, theincumbent attends meetingsto train, instruct, or educate
at a frequency of every few monthsto yearly (100% rated this'applicable’, 100% of those madethis
rating). These meetingsare attended by

(a) non-supervisory employeesfrom OUT SIDE the organization (50% of all raters/ 50% of those
performing);

(b) professional/technical employeesfrom other areas of the organization (50% of all raters/ 50%
of those performing);

(c) non-supervisory employees from other areas of the organization (50% of all raters/50% of
those performing);

(d) first-line supervisorsor mid-level managersfrom OUTSIDE the organization (50% of all
raters/ 50% of those performing);

(e) professional employees from OUTSIDE the organization (50% of all raters/50% of those
performing);

(f) employeeswith special technical skillsfrom OUT SIDE the organization (50% of all raters/
50% of those performing);

(g) senior managersor executivesfrom hig’her own area of the or ganization (100%);

(h) professional/technical employees from his’her own area of the organization (100%); and

(i) non-supervisory employees from his’her own area of the organization (100%).

36. In the cour se of performing thejob, theincumbent attends meetingsto set policies, rules, or
procedures at a frequency of every few monthsto yearly (100% rated this'applicable’, 100% of those
made thisrating). These meetings are attended by

(a) non-supervisory employeesfrom OUTSIDE the organization (50% of all raters/50% of those
performing);

(b) professional/technical employeesfrom other areas of the organization (50% of all raters/ 50%
of those performing);

(c) first-line supervisorsor mid-level manager s from hisher own area of the or ganization (50% of
all raters/ 50% of those perfor ming);

(d) first-line supervisorsor mid-level managersfrom OUTSIDE the organization (50% of all
raters/ 50% of those performing);

(e) employeeswith special technical skillsfrom OUT SIDE the organization (50% of all raters/
50% of those performing);

(f) senior managersor executives from his’her own area of the organization (100%);

(g) professional/technical employees from hisher own area of the organization (100%);

(h) professional employees from OUT SIDE the organization (100%); and

(i) non-supervisory employees from hisher own area of the organization (100%).

37. In the cour se of performing thejob, theincumbent attends meetingsto diagnose or solve
problemsat a frequency of every few monthsto yearly (50% rated this'applicable', 100% of those
made thisrating). These meetings are attended by

(a) professional/technical employeesfrom other areas of the organization (50% of all raters/
100% of those perfor ming);

(b) senior managers or executives from his’her own area of the organization (50% of all raters/
100% of those perfor ming);

(c) first-line supervisorsor mid-level managers from hisher own area of the organization (50% of
all raters/ 100% of those performing);

(d) professional/technical employeesfrom his’her own area of the organization (50% of all raters
/ 100% of those performing);

(e) professional employees from OUTSIDE the organization (50% of all raters/ 100% of those
performing); and

(f) non-supervisory employees from his’her own area of the organization (50% of all raters/
100% of those perfor ming).

38. In the cour se of performing thejob, theincumbent attends meetingsto coor dinate or schedule
work activitiesat a frequency of every few weeksto monthly (100% rated this'applicable’, 100% of
those madethisrating). These meetings are attended by



() non-supervisory employeesfrom OUTSIDE the organization (50% of all raters/50% of those
performing);

(b) first-line supervisorsor mid-level managersfrom OUTSIDE the organization (50% of all
raters/ 50% of those performing);

(c) professional employeesfrom OUTSIDE the organization (50% of all raters/50% of those
performing);

(d) employeeswith special technical skillsfrom OUT SIDE the organization (50% of all raters/
50% of those performing);

(e) senior managers or executives from his’her own area of the organization (100%);

(f) professional/technical employeesfrom his’her own area of the organization (100%); and

(g) non-supervisory employees from his’her own area of the organization (100%).

39. In the cour se of performing thejob, theincumbent attends meetingsto for mally exchange or
present information or ideas at a frequency of every few weeksto monthly (100% rated this
'applicable’, 100% of those made thisrating). These meetings are attended by

(a) non-supervisory employeesfrom OUT SIDE the organization (50% of all raters/ 50% of those
performing);

(b) senior managers or executives from other areas of the or ganization (50% of all raters/ 50% of
those performing);

(c) first-line supervisorsor mid-level manager s from other areas of the organization (50% of all
raters/ 50% of those performing);

(d) professional/technical employeesfrom other areas of the organization (50% of all raters/ 50%
of those performing);

(e) non-supervisory employees from other areas of the organization (50% of all raters/50% of
those performing);

(f) first-line supervisorsor mid-level managersfrom OUTSIDE the organization (50% of all
raters/ 50% of those performing);

(g) employeeswith special technical skillsfrom OUTSIDE the organization (50% of all raters/
50% of those performing);

(h) senior manager s or executives from his’her own area of the organization (100%);

(i) professional/technical employeesfrom his/her own area of the organization (100%);

(i) professional employeesfrom OUT SIDE the organization (100%); and

(k) non-supervisory employees from his’/her own area of the organization (100%).

40. In the course of performing thejob, theincumbent attends meetings to informally exchange
information or ideas at a frequency of every few weeksto monthly (100% rated this'applicable’,
100% of those made thisrating). These meetings are attended by

() non-supervisory employeesfrom OUT SIDE the organization (50% of all raters/50% of those
performing);

(b) first-line supervisorsor mid-level managersfrom OUTSIDE the organization (50% of all
raters/ 50% of those performing);

(c) professional employeesfrom OUTSIDE the organization (50% of all raters/50% of those
performing);

(d) employeeswith special technical skillsfrom OUT SIDE the organization (50% of all raters/
50% of those performing);

(e) senior managers or executives from his’her own area of the organization (100%);

(f) professional/technical employeesfrom his’her own area of the organization (100%); and

(g) non-supervisory employees from his’her own area of the or ganization (100%).

Chairing or Initiating Meetings

41. In the cour se of performing thejob, theincumbent chairsor initiates meetingsto informally
exchange infor mation or ideas at a frequency of every few weeksto monthly (50% rated this
‘applicable’, 100% of those made thisrating). These meetings are attended by

(a) senior managersor executivesfrom other areas of the organization (50% of all raters/ 100%



of those performing);

(b) first-line supervisorsor mid-level managersfrom other areas of the organization (50% of all
raters/ 100% of those performing);

(c) professional/technical employeesfrom other areas of the organization (50% of all raters/
100% of those perfor ming);

(d) non-supervisory employees from other areas of the or ganization (50% of all raters/ 100% of
those performing);

(e) professional/technical employeesfrom his’/her own area of the organization (50% of all raters/
100% of those perfor ming);

(f) professional employeesfrom OUT SIDE the organization (50% of all raters/ 100% of those
performing); and

(g) non-supervisory employeesfrom hisher own area of the organization (50% of all raters/
100% of those perfor ming).

Physical Activities

Required Physical Activities

42. While performing the job, theincumbent must moveindividual fingersindependently at a
frequency of hourly to many times each hour (100% rated this'applicable’, 100% of those madethis
rating). Thisactivity isnecessary, but not critical for successful job performance (of all employees
performing, 100% made thisrating, and 0% rated it 'critical'); theincumbent could NOT perform
the job successfully if he/she could not perform thisactivity (100% of those performing made this
rating).

43. While performing thejob, theincumbent must sit for long periods at a frequency of hourly to
many times each hour (100% rated this'applicable’, 100% of those made thisrating). Thisactivity is
necessary, but not critical for successful job performance (of all employees performing, 100% made
thisrating, and 0% rated it 'critical'); theincumbent could NOT perform thejob successfully if
he/she could not perform thisactivity (100% of those performing made this rating).

Working With Equipment, Machinery, and Tools

Computers and office equipment

44. Thejob involvesthe use of standard office equipment (copier, telephone, fax, etc.) at a frequency
of every few hoursto daily (100% rated this'applicable’, 100% of those madethisrating). The
employee operates or controlsthe equipment (100%). The most likely result of improper usage
would be no damage to equipment or property (100% of those performing made thisrating), and/or
noinjuriesor lost work time (100% of those performing madethisrating). Theincumbent could
NOT perform thejob successfully if he/she could not perform this activity (100% of those
performing made thisrating).

45. Thejob involvesthe use of other keyboard equipment (typewriter, calculator, adding machine,
cash register, etc.) at a frequency of every few hoursto daily (100% rated this'applicable’, 100% of
those madethisrating). The employee operatesor controlsthe equipment (100%). The most likely



result of improper usage would be no damage to equipment or property (100% of those performing
made thisrating), and/or noinjuriesor lost work time (100% of those perfor ming made thisrating).
Theincumbent could NOT perform the job successfully if he/she could not perform thisactivity
(100% of those performing made thisrating).

46. Thejob involvesthe use of personal computers (including peripherals such asprinters, plotters,
scanners, etc.) at a frequency of every few hoursto daily (100% rated this'applicable’, 100% of those
made thisrating). The employee operatesor controlsthe equipment (100%). The most likely result
of improper usage would be no damage to equipment or property (100% of those performing made
thisrating), and/or noinjuriesor lost work time (100% of those performing madethisrating). The
incumbent could NOT perform the job successfully if he/she could not perform this activity (100% of
those performing made thisrating).

Work Setting

Autonomy, Variety, Interdependence

47. While performing the job, theincumbent must complete hisher own work befor e others can
complete their work at a frequency of every few daysto weekly (100% rated this'applicable’, 100%
of those made thisrating). Thisisnecessary, but not critical for successful job performance (of all
employees performing, 100% madethisrating, and 0% rated it "critical’).

48. While performing the job, theincumbent depends on othersto complete their work before being
ableto complete his’her own work at a frequency of every few daysto weekly (100% rated this
'applicable’, 100% of those made thisrating). Thisisnecessary, but not critical for successful job
performance (of all employees performing, 100% madethisrating, and 0% rated it 'critical').

49. While perfor ming the job, the incumbent produces an entire finished product or performsa
complete service at a frequency of every few hoursto daily (100% rated this'applicable’, 100% of
those madethisrating). Thisisnecessary, but not critical for successful job performance (of all
employees performing, 100% madethisrating, and 0% rated it "critical’).

50. While performing the job, the incumbent lear ns new skillson thejob at a frequency of every few
monthsto yearly (100% rated this'applicable’, 100% of those madethisrating). Thisisnecessary,
but not critical for successful job performance (of all employees perfor ming, 100% madethisrating,
and 0% rated it 'critical").

51. While performing the job, the incumbent uses a variety of different skillsat a frequency of every
few daysto weekly (100% rated this'applicable', 50% of those madethisrating). Thisisnecessary,
but not critical for successful job performance (of all employees perfor ming, 100% madethisrating,
and 0% rated it "critical").

52. While performing the job, the incumbent selectsthe projectsthat he/shewill work on at a
frequency of every few hoursto daily (100% rated this'applicable’, 100% of those made thisrating).
Thisisnecessary, but not critical for successful job performance (of all employees performing, 100%
made thisrating, and 0% rated it 'critical').

53. While performing the job, the incumbent controls his’her own work pace or schedule of activities
at a frequency of every few hoursto daily (100% rated this'applicable’, 100% of those made this
rating). Thisisnecessary, but not critical for successful job performance (of all employees
performing, 100% madethisrating, and 0% rated it 'critical’).



54. While performing the job, the incumbent deter minesthe methods or equipment that OTHERS
will useto perform their jobs at a frequency of every few hoursto daily (50% rated this'applicabl€e,
100% of those made thisrating). Thisisnecessary, but not critical for successful job performance (of
all employees performing, 100% made thisrating, and 0% rated it "critical').

55. While performing the job, the incumbent deter mines the methods or equipment he/she will use at
afreguency of every few hoursto daily (100% rated this'applicable’, 100% of those madethis
rating). Thisisnecessary, but not critical for successful job performance (of all employees
performing, 100% madethisrating, and 0% rated it 'critical’).

Stressful Work Situations

56. While performing the job, the incumbent deals with people over whom he/she has no formal
authority at a frequency of every few hoursto daily (100% rated this'applicable’, 100% of those
madethisrating). Thisisnecessary, but not critical for successful job performance (of all employees
performing, 100% madethisrating, and 0% rated it 'critical").

57. While performing the job, the incumbent dealswith people who are distressed or upset at a
frequency of every few daysto weekly (100% rated this'applicable’, 100% of those made thisrating).
Thisisnecessary, but not critical for successful job performance (of all employees performing, 100%
made thisrating, and 0% rated it ‘critical').

58. While performing the job, the incumbent performsa number of different tasksover timeat a
frequency of every few hoursto daily (100% rated this'applicable’, 100% of those made thisrating).
Thisisnecessary, but not critical for successful job performance (of all employees performing, 100%
made thisrating, and 0% rated it 'critical').

59. While performing the job, the incumbent works under tight time pressuresor deadlinesat a
frequency of every few daysto weekly (100% rated this'applicable’, 50% of those made thisrating).
Thisisnecessary, but not critical for successful job performance (of all employees performing, 100%
made thisrating, and 0% rated it 'critical').

60. While performing the job, the incumbent works wher e he/sheisdistracted or interrupted by
othersat afrequency of every few hoursto daily (100% rated this'applicable’, 100% of those made
thisrating). Thisisnecessary, but not critical for successful job performance (of all employees
performing, 100% madethisrating, and 0% rated it 'critical’).

61. While performing the job, the incumbent workswith other employees to accomplish shared tasks
or projectsat a frequency of every few weeksto monthly (100% rated this'applicable’, 100% of
those madethisrating). Thisisnecessary, but not critical for successful job performance (of all
employees performing, 100% madethisrating, and 0% rated it "critical’).

Receiving Feedback

62. While performing the job, the incumbent lear ns about higher job performance by receiving
feedback from his’/her immediate supervisor at a frequency of every few monthsto yearly (50% rated
this'applicable’, 100% of those madethisrating). Thisisnecessary, but not critical for successful
job performance (of all employees performing, 100% madethisrating, and 0% rated it ‘critical').

63. While performing the job, the incumbent lear ns about higher job performance by receiving
feedback from other employees (OTHER THAN his/her immediate supervisor) at a frequency of
every few hoursto daily (50% rated this'applicable’, 100% of those madethisrating). Thisis
necessary, but not critical for successful job performance (of all employees performing, 100% made



thisrating, and 0% rated it 'critical').

Job Dimensions

LEGEND: Inthegraphsbelow,'s denotesthe +/- 1 SD band around the mean, '"M' = mean, 'X' =
median, '<' = 25th percentile, '>' = 75th percentile, '-' = inter-quartilerange, ' _' = range of scores.
Befor e each bar, the numbersfollow the following format: Mean/M edian (SD) Minimum-M aximum.
Thetop bar in each pair showsthe results obtained when DNA ratings areincluded in the averages.
Thelower bar in each pair showstheresults obtained when the averages are computed using only
non-DNA ratings.

IC: Supervising upper-level empls. (50%)

13/25 (13) 0-25 [sssssMesS<X.:...:...i...i... ...ttt
25/25 ( 0) 25-25 [:...:. . . :i<Xio it
IC: Supervising mid-level employees (50%)
9/17 (1 9) 0-17 [sssMesX>:i...:... i .. i i ioaioeaiaaat]
17/17 ( 0) 17-17 [:...:. X i e
IC: Supervising prof/tech empls. (50%)
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IC: Supervising operative employees (0%)
IC: Supervising laborers (50%)
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IC: Marketing/sales employees (50%)
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IC: Personal service employees (0%)
IC: Unions, special interests (0%)
IC: Exchanging information/consult (100%)
56/58 ( 2) 54-58 [:...: . ... ..o ioooisMK oot
56/58 ( 2) 54-58 [:...:. ... . . ioooisMK oot
IC: Selling/persuading (0%)
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Training (0%)

Entertaining (0%)

Resolving conflicts (50%)
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Customers: sales-related (0%)

The public: non-sales related (100%)
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Exchanging info/business related (100%)
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14/14 ( 0) 14-14
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Exchanging info/special ints. (100%)
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Supervising: business-related (0%)

Supervising: suppliers/related (50%)

3/6 ( 3) 0-6
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Resolving conflicts (50%)

19/38 (19) 0- 38
38/38 ( 0) 38-38
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Bargaining/negotiating (0%)

Entertaining (0%)



EC: Training (0%)

3/5( 3) 05 [SMX i e
5/5 ( 0) 5-5 [:<X.:...:...:...:...:...:...:...:...:...:

CHAIR MTGS: Own/other, non-exec. (50%)
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CHAIR MTGS: Nonsupervisory empls (50%)
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CHAIR MTGS: Outside sup/exe/pt (50%)
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CHAIR MTGS: Public/customers (0%)
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ATTEND MTGS: Regulators/govt/press (0%)

ATTEND MTGS: Bargaining/persuading (0%)
FREQUENCY: IC: Mgrs/prof/tech/clerical (100%)
84/100 (17) 67-100 [:...:...:...: ... ... .....55555ssMsssssX: ]
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FREQUENCY: Customers/mktg/sales (50%)
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19/20 ( 2) 17-20 [:...:. SMX. ..o e
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14/ 24 (10) 4-24 [:ssssSMesSX>.:. ... ... ..o oottt
14/ 24 (10) 4-24 [:ssssSMesSSX>.:. ... ... ..o oottt
FREQUENCY: Chairing meetings (50%)
2/3 (2) 0-3 [MK ..ottt
/3 (0) 3-3 [<X ..ot
FREQUENCY: Attending meetings (100%)
18/20 ( 2) 16-20 [:...:. SMXo .o e ]
18/20 ( 2) 16-20 [:...:.sMXo. ... oottt
FREQUENCY: Persuading/bargaining (0%)
Production/operations mgmt. (0%)
Human resource mgmt (0%)
Financial: purchasing/budgeting (0%)

Financial: investments/cash (0%)



FREQUENCY: Production/HR management (0%)

FREQUENCY: Planning: products/svcs. (0%)

FREQUENCY: Planning: whole orgs. (0%)

FREQUENCY: HRM: authority/benefits (0%)

FREQUENCY: Finance: budget/purchase (0%)

Office machines/equipment (100%)
17/17 ( 0) 17-27 i X e e e
17/17 ( 0) 17-17 [:. .. XS e e

Technical/scientific equipment (0%)



Heavy highway vehicles (0%)
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