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CARLSON DETTMANN CONSULTING, LLC 
Job Description Questionnaire (JDQ) 

 
 
This is an electronic format.  The cells will expand as you type. 
 
 
Name: Date: 
Employer: 
Title: Department: 
Work Location: Phone: 
Immediate Supervisor: Supervisor’s Title: 
 
 
TIME EMPLOYED IN CURRENT JOB TITLE (in years and months): 
TIME EMPLOYED IN CURRENT DEPARTMENT (in years and months): 
TOTAL EMPLOYMENT WITH THE ORGANIZATION (in years and months): 
WORK HOURS (Start/Finish): 
FULL TIME:  REGULAR PART-TIME  (%):  
OTHER  
 
I.  POSITION SUMMARY 
Briefly state why your position exists and what you consider the most important impact the position has on the 
organization. 
 
 
 
 
II.  ESSENTIAL ACCOUNTABILITIES 
 
Please identify the essential accountabilities of your position, which should be the most important responsibilities of 
the job.  Indicate the approximate percentage of time spent on each accountability annually.  Then explain how the 
outcomes could be measured. 

% of Time  ESSENTIAL ACCOUNTABILITIES 
HOW OUTCOMES COULD BE 

MEASURED 
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III.  FORMAL PREPARATION / EXPERIENCE 
Please answer the following based on the most representative combination of formal preparation and relevant 
experience to qualify for the position. 
 
1. Formal preparation (or equivalent) required to qualify for the position.  (Indicate your relevant formal 

preparation, as well.) 
 
 

2. Relevant work experience required to qualify for the position.  (Indicate your relevant experience as well.) 
 

 
3.  Note any other training that is required for the position.  (Indicate additional training, licenses or certifications 
that you have.) 
 
 
 
 
IV.  JUDGMENTS MADE 
Please identify what you believe are the most important judgments/decisions that you make in performing your 
job. 
 

EXAMPLES OF JUDGMENTS 
WHO, IF ANYONE, REVIEWS 

THESE JUDGMENTS 
WHAT IS THE IMPACT OF 

THESE JUDGMENTS 
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V.  WORK RELATIONSHIPS 
Please identify the most typical work relationships of your position with other persons, functions, or organizations 
inside or outside of your own organization. 

Typical Work Relationships Purpose of the Relationship 
  
  
  
  
  
  
  
  
  
  
 
 
VI.  WORK ENVIRONMENT 
% Inside (sheltered)  % Noise % Travel Required 
% Outside Work % Fumes, Odor % Temperature extremes 
% Hazards % Other (note) 
Are there any unusual physical requirements for your position? (Y/N) 
If yes, please explain. 
 
 
VII.  PROBLEM SOLVING 
Please identify the typical types of problems you solve on a regular basis in performing your job.  Also, include 
information on who else may be involved in helping with problem resolution. 
 
 
 
 
 
 
 
 
VIII.  SUPERVISION / MANAGEMENT 
Where it applies answer the following.  Otherwise, put “Not Applicable” or “Don’t Know.” 
Responsibility for others: 

a. Number of People:  
b. Their Position Titles: 
c. Which, if any, of the following do you perform? 

1. Directly Supervise? 
2. Train / Instruct? 
3. Give Work Direction? 
4. Do Project Management? 
5. Conduct Performance Reviews? 
6. Discipline? 
7. Hire? 

 
Note assets, facilities, equipment, or funds, if any, for which you have some degree of accountability. 



 

 Page 4 of 4

 
 
 
IX.  UNUSUAL / UNIQUE MENTAL REQUIREMENTS 
Does your position require any unusual or unique mental requirements? 
 
 
 
 
 
 
X.  ADDITIONAL DATA/NOTABLE INFORMATION 
Please identify any other information that would help someone else understand your position more clearly: 
 
 
 
 
 
XI.  SUPERVISOR’S REMARKS 
 
 
 
 
 
 
 
 
 
 
 
 
_________________________________  ___________________________________________________ 
Employee Signature    Supervisor/Department Head Signature 
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