Job Evaluation Worksheet – Administrative

JOB TITLE: ______________________________________________
	Compensable Factor
	Degree
	Points
	Summary

	Communication – Measures the nature and type of communication within and outside the organization to inform, describe, explain, and/or negotiate with employees of external constituencies necessary to complete essential job functions.
	
	
	

	A. Internal – Measures the nature and frequency of written, verbal and/or graphic communication required to successfully perform the essential duties within the organization.
	
	
	

	A. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	
	
	

	Records and Reports - Measures responsibility for creating and updating accurate and reliable records, reports, plans, and other important documents and the extent that others rely on these reports and records and potential consequences to the organization for any errors.  
	
	
	

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	
	
	

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	
	
	

	Job Complexity - Measures the need to analyze problems and come up with solutions and the degree of freedom, flexibility, latitude and independence given to the position.  
	
	
	

	B. Problem Solving - Measures the need to analyze problems, organize information, identify key factors, determine the primary causes and come up with creative solutions to the problem.  
	
	
	

	C. Autonomy –Measures the degree of freedom, flexibility, latitude and independence given to perform activities and tasks without prior approval and to work under one’s own supervision.  
	
	
	

	Knowledge – Measures the level of formal education and/or relevant work experience and the computer knowledge necessary to be successful.
	
	
	

	A. Education and Experience – Measures the amount of formal education and/or relevant work experience required to be successful.  
	
	
	

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position .
	
	
	

	Total Point Values:
	
	
	


