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Why Are We Doing this Study?
Macomb County wants to ensure that:

1. Employees are appropriately classified
2. The job descriptions accurately reflect the work performed by
employees
3. Pay and benefits are market competitive

The primary goal of this project is to ensure that the
classifications and the compensation program are:
 Accurate
 Equitable
 Market sensitive
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Expected Outcomes
At the conclusion of this project, Macomb County will
have:
Updated job descriptions that
accurately reflect your job
responsibilities and required
qualifications
A market assessment that measures
our market position compared to
other peer employers
Recommendations regarding potential
changes to title assignments and salary ranges
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Understanding the Study
 The study will cover all positions. Job Description
Questionnaires (JDQs) will not be completed for elected
officials and Commission positions.
 Salary ranges may change. The implementation of any
changes must be negotiated.
 No guarantee the study will show that salary adjustments
are warranted.
 This is not a study about staffing levels. The study
will not result in a recommendation to eliminate or reduce
staff.

This is not about…
 How well people are doing in their work (job performance)
 How many people are required to do a particular job (staffing levels)
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Project Timeline
We anticipate the following project schedule

Step

1
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Step 1: Project Initiation and Communication
Plan
Step 2: Classification Analysis
Step 3: Compensation and Benefits Market
Assessment
Step 4: Recommendations Development and
Implementation Assistance
Step 5: Present Final Results
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Job Description Questionnaire (JDQ)
What is a JDQ?
 A tool to collect and analyze information about your job.

What will it be used for?
 To develop recommendations on a revised job classification
structure that better reflects employees’ roles and responsibilities

Why are you being asked to complete one?
 We believe employees are the best resource for explaining their
job responsibilities. It is important that descriptions provided in
the JDQs come directly from the workforce
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JDQ Process
Employees Complete JDQs

Leadership Review
JDQs

Segal Waters
conducts analysis
and develops
recommendations

 What you do—your major
duties and responsibilities

 Provide comments and
clarification

 Analyze JDQ information

 The skills and abilities
needed to do your work

 Cannot change
employee’s responses

 Updates job descriptions

 The minimum requirements
and preferences for the
position—experience,
education, certifications

 Discuss comments with
employees

 Recommend title assignments

Success is
largely
dependent
upon your
participation
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Employee Expectations
What Is Expected of Me?

1

Complete a
Job Description
Questionnaire
(JDQ)
by Friday,
March 3rd

2

Leadership reviews
employees’ JDQs,
send to
classcomp.study@ma
combgov.org as well
as a copy to the
employee(s), by
Friday, March 24th

3

HR to send
completed
JDQs to Segal by
Friday, March 31th
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The JDQ Explained
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Cover Page

Your Name:
Your Budgeted Job Title:
Your Working Title (if different):
Your Department:
Your Division/Program within the Dept
(if applicable):
Your Supervisor’s Name:
Your Supervisor’s Title:
Date Prepared:

The questionnaire is a fillable form in MS Word.
We encourage you to complete this survey electronically (in Microsoft Word).
Please save the file as “[Job Title,Your last name.Your first name]-JDQ.doc”
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Instructions
1.
2.

EMPLOYEE INSTRUCTIONS
Please read each item carefully and enter your responses.
We encourage you to complete this survey electronically (in Microsoft Word). Please
save the file as “[Job Title,Your last name.Your first name]-JDQ.doc”
a.

3.
1.

For multiple incumbents filling out one form, please title documentation with “[Job Title, Multiple
Employees-JDQ.doc)” Make sure to include all incumbents first and last names at the
beginning of the form in the Your Name section.

Email your completed JDQ to your assigned reviewer no later than March 3rd, 2017
REVIEWER INSTRUCTIONS
Ensure employees complete the JDQ by the deadline.

2.

Please review the employee’s answers to each question. Employee responses
should reflect their current major tasks, not anticipated changes. Write your
comments in the Reviewer Comment box provided in each section and/or use the
pages provided at the end of the questionnaire.

3.

Please do not edit or change the employee’s responses. Also, do not make any
comments regarding the employee’s performance or personal capabilities.

4.

Please complete your review of the questionnaire and send them to
classcomp.study@macombgov.org, as well as a copy to the employee(s), no later
than March 24th, 2017
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Your Duties and Responsibilities
Basic Job Summary
Briefly describe the basic purpose of your job. This job summary should be two or three
sentences that describe the primary responsibility and purpose of the position. The next
section provides the opportunity to describe each duty and responsibility in more detail.
This job description is not intended to be an exhaustive list of all duties, responsibilities
or qualifications associated with the job.
Example: To receive and process incoming invoices in an efficient and timely manner. To assist vendors with
billing questions and issues.

REVIEWER COMMENTS (if you have any)
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Your Major Duties and Responsibilities (8 pages)
Describe your actual current duties, even if they differ from your job description.
Describe the duty or responsibility that takes the greatest portion of your time each year.
% of Time

1.

Approximate Frequency (check one)
Daily (or almost daily)

Semi-Annually (about 2x a year)

Weekly (or almost weekly)

Annually or less often

Monthly (or almost monthly)

Other

In your opinion, what knowledge, skills, and abilities are needed to perform this work?

REVIEWER COMMENTS (if you have any)
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Supervisory Responsibilities
Employee Supervision

Do you have formal supervisory responsibilities over any other employees?
(Supervisory responsibilities include but are not limited to: signing performance reviews, determining
staffing levels, approving time off and/or disciplinary action)

Yes

No

If Yes, indicate how many positions you supervise in each category (include both filled
and vacant positions).
Employee Types

# of Positions

Labor, Maintenance, or Trades
Office Support or Para-professional
Professional or Technical
Supervisory or Managerial
TOTAL

List the titles and number of positions you supervise.
Titles

Number of positions
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Minimum Job Requirements
Job-Related Work Experience

1. What amount of job-related work experience did you have when you started your current position?
2. In your opinion, what is the lowest (minimum) level of job-related work experience that should be required of any new employee in this
position?
3. How much job-related work experience do you think should be preferred for a new employee in this position (if different from the amount
required)?

Years of Experience

Question 1

Question 2

Question 3

You had when you
started your position
(select one box only)

Work Requires
(at a minimum)
(select one box only)

Preferred
(select one box
only)

None
Less than 1 year
1 ≤ 3 years
3 ≤ 5 years
5 ≤ 7 years
7 ≤ 9 years
9+ years

Type of Experience

List any specific types of experience you think should be required or preferred
for new employees in your job. For example: Experience in Customer Service, Data Analysis,
Management.
Required:
Preferred:
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Minimum Job Requirements continued
Level of Education

1. What level of education did you have when you started your current position?
2. In your opinion, what is the lowest (minimum) level of education that should be required of any new employee in this position?
3. How much education do you think should be preferred for a new employee in this position (if different from the required level)?

Assume that the new employee has the minimum level of experience that you indicated on the prior page.
Type of Education

Level of Education

Question 1

Question 2

Question 3

You had when you
started your position

Work Requires

Preferred

(at a minimum)
(select one from this
column)

(select one from
this column)

(Select the highest level of
education)

High school diploma (or GED)
At least 60 credit hours of college
or Associate’s degree
Bachelor’s degree
Graduate degree
Other:

List any specific types of education you think should be required or
preferred for new employees in your job. For example: Bachelor’s degree in Human
Resources, Business Administration, Public Administration.
Required:
Preferred:
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Minimum Job Requirements continued
Licenses and Certifications
Other Professional and/or Skilled Trade License requirements or certifications needed to perform
this work (e.g. PHR/SPHR, NOTARY, CPA)?

REVIEWER COMMENTS (if you have any)
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Physical Requirements
Indicate how often your job duties require you to lift or move the following.
Physical Requirements

Seldom or
Never

Sometimes

Frequently
or Often

Up to 10 pounds
Up to 25 pounds
Up to 50 pounds
Up to 100 pounds
More than 100 pounds
Other

Give at least two examples of the types of items you are expected to lift or move to perform the essential
functions of your job.

REVIEWER COMMENTS (if you have any)
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Working Conditions
Work Environment or Locations
Indicate how often your work requires you to be in the following types of environments (check all that apply).
Work Environment/Locations

Seldom or
Never

Sometimes

Frequently
or Often

Office or similar indoor environment
Outdoor environment
Street environment (near moving traffic)
Construction site
Confined space
In the community (homes, businesses, etc)
Correctional facility, detention center or jail
Clinical healthcare environment
Vehicle
Warehouse environment
Shop environment
Other

Employee notes or comments regarding work environments, if you have any.

REVIEWER COMMENTS (if you have any)
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Working Conditions (con’t)
Exposures
Indicate how often your work requires you to be exposed to the following (check all that apply).
Exposures

Seldom
or Never

Sometimes

Frequently
or Often

Individuals who are hostile or irate

Individuals with known violent backgrounds
Extreme cold (below 32 degrees)
Extreme heat (above 100 degrees)
Communicable diseases/Bloodborne pathogens
Moving mechanical parts

Fumes or airborne particles
Toxic or caustic chemicals, substances or waste
Loud noises (85+ decibels such as heavy
trucks, construction)
Other

Employee notes or comments regarding work exposures, if you have any.

REVIEWER COMMENTS (if you have any)
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Job Series Differences
If your job is part of a series with multiple levels, please tell us what you think is the primary difference between
your job and others in the series.

REVIEWER COMMENTS (if you have any)
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Leadership Review Section
Reviewer’s Name:
Reviewer’s Title:
Please review the employee’s responses and type any comments in the
“Reviewer’s Comments” section on each page.

We encourage you to share your responses with the employee; however,
please do not change anything that the employee has written. Also, please
do not make any comments regarding the employee’s performance or
personal capabilities.
Please tell us anything else you think we should know about this
position (if anything).

Complete your review and e-mail the document to
classcomp.study@macombgov.org, as well as a copy to the
employee(s), by March 24th, 2017
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Further Questions
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