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JOB ANALYSIS QUESTIONNAIRE CHANGE & JUSTIFICATION
1. Job Information

	Employee Name:
	
	Employee Job Title:
	

	Number of Years in Position:
	
	Department Name:
	

	Supervisor Name:
	
	Supervisor Job Title:
	

	Status (mark “x” next to one):
	Full Time
	
	Part Time
	
	



2. Description of Changes
Describe the changes in each applicable category below to the employee’s current position functions from the previous Job Analysis Questionnaire.  To qualify for re-evaluation, there must be a change of at least 30% from previous requirements in this category. Changes must be qualitative and represent changes to duties and not changes to the quantity or volume of work in previously established categories. 

a. Changes in Essential Job Functions, Responsibilities, & Knowledge
[bookmark: _Hlk140155583]Were there changes? Yes ☐  No ☐
	Added

	

	Removed or Reassigned

	


b. Changes in Job Requirements
Were there changes? Yes ☐  No ☐
	Added

	

	Removed or Reassigned

	


c. Changes in Independent Judgment
Were there changes? Yes ☐  No ☐
	Added

	

	Removed or Reassigned

	


d. Changes in Accountability
Were there changes? Yes ☐  No ☐
	Added

	

	Removed or Reassigned

	


e. Changes in Contact with Others
Were there changes? Yes ☐  No ☐
	Added

	

	Removed or Reassigned

	


f. Changes in Physical Effort & Work Environment
Were there changes? Yes ☐  No ☐
	Added

	

	Removed or Reassigned

	



3. Justification of Changes
Describe why the changes listed above were required of the position to meet current university needs.  Further justify why the above changes justify a request for a salary increase at this time.

	




For Human Resources Use Only:

	Received Date:
	

	Reviewed by HR:
	

	Original Grade Level:
	

	New Grade Level:
	


☐    Human Resources Supports the salary increase
[bookmark: _GoBack]☐    Human Resources does NOT support the request for salary increase.
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