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Questions

We appreciate the time you are spending on this study and recognize the effort
involved in completing the questionnaire. Your input is crucial to insure that the
developed program is based on current information. Once again, we ask that you
focus on the content of your position. This is not a performance appraisal.

If you have any questions on the questionnaire or classification review process,

please ask your supervisor or call the Information Line in Human Resources at
255-7400.
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Classiflcatlon(r\oﬁle — Key

C

| STEP| # | I 1 1 | i | SENIOR |  SPECIAUST | LEAD |  PRINCIPAL |
CHARACTERISTIC| 1 single multiple simultaneous simultaneous many simultaneous interconnecting interconnecti
DUTIES| 2 propose solutions <-—> implement solutions | implement solutions | implement solutions | implement solutions
3 adapt/improve <—> innovate frequently innovate continually innovate | continually innovate | continually innovate
4 collaborate on issues collaborate and collaborate and collaborate and
having systemic negotiate on issues negotiate on issues | negotiate on issues
genesis or impact having complex having very complex | having very complex
- systemic genesis or | systemic genesisor | systemic genesis or
impact impact impact
5 | make decisions/plans assist, contribute <—> make decisions in make decisions in make decisions in make decisions in
within limits prescribed | influence decisions/ functional area functional area functional area functional area
by policies in functional| plans in functional
area area
6 contribute to and contribute to and formulate planning formulate planning formulate planning
influence planning influence planning with Management with Management with Management
by Management by Management
7 may be involved in
high-level research
and development
activities having
national stature
8 well-defined generally defined <-—> partially defined not defined not defined not defined
9 introductory <-—> moder complex complex very complex most complex most complex
10 predictable somewhat predictable <—> not predictable not predictable not predictable not predictable
11 short-term <-—> medium-term long-term long-term longest-term longest-term
DlRECTlONl 12] direct supervision <—> general supervision general direction very general direction broad direction very broad direction
RECEIVED and/or standard work with interpretation with latitude with considerable with extended with maximum
policies or established of established work for exercising latitude for exercising | latitude for exercising | latitude for exercising
procedures guide policies and deviation judgement and judgement and judgement and judgement and
activities from standard work self-direction self-direction self-direction self-direction
practices
DIRECTION GIVEN]| 13 no project mgmt assist in coordinating | coordinate activites | define project tasks, define projects define projects define projects
responsibility specific activities | within specific projects | organize project team, | organize project team, | organize project team, | organize project team,
_ and direct activities | and direct activities | and direct activities | and direct activities
14| no responsibility for may provide job provide job lead and/or provide lead and/or provide lead and/or provide | lead and/or provide
providing job activities activities training, activities training, job activities job activities job activities job activities
training, guidance, guidance, advice or | guidance, advice or | supervision to exempt| supervision to exempt | supervision to exempt supervision to
advice or counsel | counsel to non-exempt| counsel to exempt technical positions technical positions technical positions senior-level
to other positions positions positions _ _ technical positions
15 mentor other skilled | mentor other skilled mentor other
professionals professionals senior-level skilled
professionals
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STEP| # |

L

SENIOR

SPECIALIST

LEAD

PRINCIPAL

| ]

EDUCATION] 16] bachelors orequiv ] bachelor's or equiv_| bachelor's or equiv_]| bachelors or equiv | bachelor's or equiv | bachelors or equiv_| advanced or equiv_ |

[ EXPERIENCE (yrs)| 177] __ lessthan 1 | 1103 | 215 | 5t07 | 710 10 | 10+ T 10+ 1
SKILLS| 18 activities require activities require activities require in- <—> activities require broad,| activities require very | activities require very
knowledge/skills of knowledge skills of | depth knowledge/skills in-depth knowledge | broad, in-depth know- | broad, in-depth know-
the specific area specific areas within a | of functional area and of a broad functional ledge of a broad ledge of a broad
functional area and general knowledge area and in-depth functional area and | functional area and
some knowledge of related areas knowledge of in-depth knowledge of |in-depth knowledge of
of related areas of related areas of related areas of related areas
19| interaction requires interaction requires interaction requires | interaction requires interaction requires interaction requires | interaction requires
effective advanced advanced communica-| advanced communica-| advanced communica- | advanced communica-| advanced communica-
communications skills | communications skills |tions skills and the use| tions skills and the | tions skills and ability | tions skills and ability | tions skills and ability
of discretion and ability to influence | to influence persuade, | to influence persuade, | to influence persuade,
judgement and persuade and negotiate and negotiate and negotiate
CONTACTS| 20| inform others about assist others and guide others and persuade others and | persuade or negotiate | persuade or negotiate | persuade or negotiate
policies or procedures provide or obtain coordinate activities coordinate major | with others on sensitive| with others on highly | with others on highly
cooperation for the activities issues and coordinate | sensitive issues and | sensitive issues and
completion of activities major activities coordinate major coordinate major
activities activities
21 | contacts usually limited | contacts usually within <> regular contacts regular contacts regular and high-level | regular and highest-
to the work group | Comell with occasional outside Cornell outside Cornell contacts outside level contacts outside
contacts outside are required are required Comell are required | Comell are required

Over please
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Classificatin Profile

Name: CIT Pilot Title:
Division/Section: Line Number: Proficlency:
[ STEP] # | 1 | 1l l 11 |  SENIOR | sPeciALIST | LEAD | PRINCIPAL |
CHARACTERISTIC| 1 single duties multiple duties simultaneous duties | simultaneous duties | many simultaneous interconnecting interconnecting
DUTIES| 2 propose solutions <——> implement solutions | implement solutions | implement solutions | implement solutions
3 adaptimprove <—> innovate frequently innovate | continually innovate | continually innovate | continually innovate
4 collaborate collaborate/negotiate | collaborate/negotiate | collaborate/negotiate
5 | decisions prescribed | assist in decisions <——> make decisions make decisions make decisions make decisions
6 contrib / infinc plans | contrib /infinc plans | formulate plans w/mgt | formulate plans w/mgt | formulate plans wimgt |
7 high-level R & D
8 well-defined generally defined <——> partially defined not defined not defined not defined
9 introductory <—> moder complex complex very complex most complex most complex
10 predictable somewhat predictable <——> not predictable not predictable not predictable not predictable
1 short-term <—> medium-term long-term long-term longest-term longest-term
[ DIRECTION RECVD| 12| direct supervision | <—> | general supervision | general direction | very gen direction | broad direction | very broad direction |
DIRECTION GIVEN| 13 no project mgmt assist in coordinating | coordinate activities define projects define projects define projects define projects
14 Jresponsbl for own work| guide/counsel guide/counse| exempt lead exempt lead exempt lead exempt lead senior-exempt
15] mentor mentor mentor
| EDUCATION| 16| bachelor's or equiv | bachelor's or equiv | bachelor's orequiv | bachelor's or equiv | bachelor's or equiv | bachelor's or equiv | advanced or equiv |
|  EXPERIENCE (yrs)| 17| less than 1 | 1103 | 2105 | 5t07 1 710 10 ] 10+ | 10+ |
SKILLS| 18 specific area functional area functional + related <—-—> broad/in-depth very broad/in-depth | very broad/in-depth
19 effective skills advanced skills discretion/judgement | influence/persuade | infinc/persuade/negot | infinc/persuade/negot | infinc/persuade/negot |
CONTACTS| 20 inform assist guide persuade ... ON sensitive issues | ... on highly sensitive | ... on highly sensitive
21| within work group within Cornell <> outside Comell outside Comell high-level outside highest-level outside
CIT Classification Pliot -- CONFIDENTIAL -~ Version 2.0 5/1/91



Position Analysis Questionnaire - Part Il

Read each question carefully and place a check mark next to the response that best

describes your
‘clearly and le

?sition requirements. Complete any narrative section requested by printing

y.

1.  Inorder to perform your position competently, what minimum level of formal education is
required by the University? (Check one.)

A

|ov

™

Technical school, trade school, or
specialized training beyond the
high school degree but short of a
community college degree.

Associate’s degree;
technical/vocational school degree

*Bachelor’s degree — M.D./PhD.

*Master’s degree - D.V.M.

*Ph.D, Ed.D. - J.D, LL.B.

M.D. f— LLM.
*List field:

In order to perform your position competently, what minimum level of related experience is

required by the University? This experience would be in addition to the level of formal
education specified in the question above. (Check one.)

A
B

£
D

Less than 1 year £ S but less than 7 years
1 but less than 2 years = 7 but less than 10 years
2 but less than 3 years & More than 10 years

3 but less than 5 years

What best describes the skills necessary for the performance of your position duties?

(Check one.)

4

o

I am responsible for performing tasks which require knowledge/skills of the
specific area of work.

I am responsible for performing tasks which fequire knowledge/skills of two
or more specific areas of work within a functional area.

I am responsible for performing tasks which require in depth knowledge/skills
of an entire functional area and general knowledge/skills of related areas.

I am responsible for performing a variety of tasks which require in-depth

knowledge/skills of an entire functional area and in-depth knowledge /skills of
related areas.

-5-



10.

11.

12.

13.

Provide examples of the problem solving/creative thinking required by your position.

What are the visual demands required by your work activities? (Check one.)
Normal visual attention for reading, writing; intermittent work on computer.

Close visual concentration for frequent work of extended periods of time on
computer; constant work with numbers.

Extremely close visual concentration for frequent work requiring excellent
eye/hand coordination.

What are the physical demands required by your work activities? (Check one.)

Work requires mostly sitting, occasional walking or standing.

Work requires mdstly standing and walking.

What are your position’s requirements for lifting/carrying/ pushing/ pulling objects or
loads? (Check one.)

— Not required to lift/carry/push/pull objects or loads. (Skip to question 14.)
Lift/carry/push/pull objects or loads of 20 lbs. or less.
Lift/carry/push/pull objects or loads of 20-50 1bs.

Lift/carry/push/pull objects or loads of more than 50 Ibs.

How often?

Infrequently - Frequently

Please describe the activities involved in the selection above.




Check ALL boxes in each of the categories below which best describe the conditions that affect
the performance of your position duties.

19. Deadlines for the Completion of Your Work Activities are:

A  Anticipated in advance D Constantly shifting
B Tigh E  Sometimes shifting
£ Affected by completion F  Often shifting

of work by others

20. Travel Requirements of Your Position include:

Travel Not required —  Occasional long trips
(more than days

Occasional short trips
(2 days or less) —  Frequent long trips

—  Frequent short trips

21, Beyon lar Work :
A  Extremely uncommon D Infrequent and unpredictable
B Infrequent and predictable E  Frequent and unpredictable

_C, Frequent and predictable

Check ONLY ONE box in each of the categories below

22. The Level of Resulting from Your Position Activities i ually:
Low —  Medium — High

23. The Frequency with which Stress occurs in Your Position is:
Infrequent —  Regular

24. The Occurence of Loud, Distracting or Unpleasant Noise is:
Infrequent —  Regular

25. Interruptions of Your Work Activities are:
Infrequent | —  Regular



29. Please provide examples of the type of contacts your position has which support your
selection above.

30. 'What type of contacts with individuals outside the University are necessary for the normal
performance of your position? (Check one.)

4
8

¢

IN

No contact with individuals outside the University. (Skip to question 32.)

Contacts involve providing information that exists within pre-established
documents and or programs. (e.g., admissions procedures)

Contacts involve providing guidance, advice, or information that must be
analyzed and developed by my position.

Ct%ntacts involve developing and making presentations and negotiating with
others. :

31. Provide examples of your interaction which support your selection above.

32. What level and type of contact do you regularly have with students who are not
employees? (Check ALL that apply.)

A
B
c

|

Not applicable. (Skip to question 34.)

Occasional contact to provide information and instruction on University
policies and procedures.

Frequent contact to provide information and instruction on University policies
and procedures.

Occasional contact dealing with confidential information such as student
grades, financial records, etc.

Frequent contact dealing with confidential information such as student grades,
financial records, etc.

Occasional contact dealing with matters of a highly sensitive or personal
nature (e.g.,afersonal counselling such as academic, financial, medical,

psychological).

Frequent contact dealing with matters of a highly sensitive or personal nature -
(e.g., personal counselling such as academic, cial, medical, psychological).



37.

38.

39.

40.

What best describes the level affected by your decision-making activities?
Decisions directly affecting students. (Skip to question 38.)

Section of Department. Effect(s) confined to a functional area of operation
within a department.

o

e Departmental, Effect(s) directly impacts upon multiple functional areas of
operation within a department.

College, Administrative Unit, Effect(s) directly impacts upon more than one

department within a college, administrative unit, school, center, etc.

University-wide, Effect(s) directly impacts upon more than one college,
administrative unit, school, center, etc.

Im

If you indicated in question 36 that you assist in/make decisions concerning students,
check ALL the boxes that indicate the effect of the decisions.

Decisions directly affect students’ social lives.

Decisions directly affect students’ academic activities.

1111

Decisions directly affect students’ health and well-being.

Describe the types of decisions you make in questions 36-38 above.

What is your responsibility for planning and organizing new programs, experiments,
curricula and or approaches; administering or implementing on-going projects or
programs; identifying future needs. (Check one.)

Plan and organize my own work. (Skip to question 42.)

Assist in planning and organizing.

Influence and contribute to planning and organizing.

e >

Responsible for planning and organizing.

11
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49.
o

0.

51

[46.

47.

48.

What is the approximate amount of financial assets managed in your position?

$

Do you have signature authority?

Yes No

What is the dollar limit of your signature authority?

$

Please describe the types of resources for which you are responsible (as noted above in
questions 42 and 45).

What is your position’s level of responsibility for working with volunteers? (Check ALL
that apply.)

_t{ No work with volunteers. (skip to question 52).
Schedule and coordinate volunteer workers.
Recruit, train and review the work of volunteers.

Assign work and supervise work activities.

Describe the type of work you do with volunteers.

-15 -



