Job Evaluation Worksheet – Administrative

JOB TITLE:                     Visionary Champion                   ​
	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.
	4
	256.40
	Requires interaction with all levels of organization.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	4
	256.40
	Requires a very high level of communication.

	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.  
	3
	225.61
	Responsibility for the planning and preparation of records and reports.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	5
	307.60
	Supervises/directs multiple departments or a division.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	4
	282.00
	Development and organizing team members.

	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.  
	
	
	

	A. 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.  
	4
	153.84
	Applies judgment to create, formulate, and evaluate operating policies.

	B. 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.  
	5
	102.56
	Performs 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.  
	6
	126.94
	Masters Degree plus 1-5 years experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	1
	5.19
	Routine computer use. 

	Total Point Values:
	
	1716.54
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Business Account Leader                     ​
	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.
	4
	256.40
	Requires interaction with all levels of the organization.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	4
	256.40
	Requires a very high level of communication with customers.

	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.  
	3
	225.61
	Responsibility for the planning and preparation of records and reports.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	4
	215.32
	Position requires functional supervisory responsibility.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	4
	282.00
	Active teamwork responsibilities. 

	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.  
	
	
	

	A. 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.  
	4
	153.84
	Applies judgment to create, formulate, and evaluate operating policies.

	B. 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.  
	4
	78.20
	Position does not require direct 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. 
	4
	78.71
	Bachelors Degree plus at least 5 years experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	3
	70.97
	Ability to input, retrieve, and display information in multiple systems.

	Total Point Values:
	
	1617.45
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Technical Marketing Consultant                     ​
	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.
	4
	256.40
	Requires interaction with all levels within the organization.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	4
	256.40
	Interacts with customers and the industry at large.

	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.  
	4
	317.91
	Presents and writes technical journals and articles for the public. Gives presentation.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	2
	30.76
	Guides and leads others but does not delegate tasks.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	4
	282.00
	Actively works with marketing and engineering professionals.

	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.  
	
	
	

	A. 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.  
	4
	153.84
	Develop presentations, proposals, sales quotes, and technical documents.

	B. 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.  
	4
	78.20
	Guides product direction but must get guidance approved.

	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.  
	4
	78.71
	Bachelor degree with a minimum of 8 years experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	4
	103.86
	E-commerce and in-depth computer knowledge.

	Total Point Values:
	
	1558.08
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Field Marketing Representative                     ​
	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.
	4
	256.40
	Provides information for other departments.  Works with Business Consultant.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	4
	256.40
	Assesses solutions, prepares presentations, and communicates with customers.

	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.  
	5
	410.20
	Conducts market research to analyze technologies.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	1
	0.00
	No supervision of others.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	2
	103.40
	Supports Marketing team. Works independently.

	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.  
	
	
	

	A. 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.  
	3
	105.12
	Analytical capabilities for product solutions.

	B. 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.  
	4
	78.20
	Prioritizes demands. Provides information for making adjustments.

	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.  
	4
	78.71
	Bachelor degree with at least 3 years experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	2
	38.08
	MS office proficiency.

	Total Point Values:
	
	1326.51
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Business Solutions Consultant                     ​
	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.
	4
	256.40
	Provides information for other departments.  Works with Business Consultant.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	4
	256.40
	Assesses solutions, prepares presentations, and communicates with customers.

	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.  
	3
	225.61
	Preparation of proposals for executives on new products.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	2
	0.00
	No supervision of others.


	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	2
	103.40
	Individuals work contributes to team.

	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.  
	
	
	

	A. 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.  
	3
	105.12
	Direct product positioning and pricing strategies. Recognize solutions.

	B. 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.  
	3
	53.84
	Self-directed with mentor of Business Account Leader.

	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.  
	4
	78.71
	Bachelor degree plus at least 5 years experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	3
	70.97
	Application experience plus MS office experience.

	Total Point Values:
	
	988.05
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Marketing Support                     ​
	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.
	3
	94.01
	Assists marketing department. Participates in monthly meetings.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	2
	175.20
	Processes customers’ requests.

	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.  
	3
	225.61
	Produce, distribute, and log product quotations and revisions.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	1
	0.00
	No supervision of other.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	3
	192.70
	Actively supports other members of the marketing team.

	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.  
	
	
	

	A. 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.  
	2
	56.41
	Applies judgment to follow set organization policies and guidelines.

	B. 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.  
	2
	29.49
	Receives regular 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.  
	4
	78.71
	Bachelor degree or equal job-related experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	3
	70.97
	Experience with Microsoft office and ability to use FastCat databases.

	Total Point Values:
	
	923.10
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Office Leader                   ​
	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.
	4
	256.40
	Communicates with VP and knows their work. Administrative leadership. 

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	1
	12.82
	Makes travel arrangements.

	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.  
	3
	225.61
	Conducts monthly review of budget actual vs. plan, notes differences, makes suggestions.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	2
	30.76
	Leads meetings. Initiates discussions.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	3
	192.70
	Generate ideas, share information, initiate discussions, act as information source.

	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.  
	
	
	

	A. 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.  
	2
	56.41
	Recognizes needs and leads improvement process. Track budget and make suggestions.

	B. 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.  
	3
	53.84
	Requires the ability to reprioritize quickly. 

	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.  
	2
	30.47
	Associates degree or at least five years related experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	1
	5.19
	Basic computer skills.

	Total Point Values:
	
	864.20
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Executive Staff Assistant                     ​
	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.
	2
	94.01
	Requires directed communication.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	2
	94.01
	Requires limited or routine communication with external customers.

	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.  
	2
	133.32
	Responsibility for the preparation of several records.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	2
	30.76
	Position occasionally guides and leads others.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	2
	103.40
	Position requires individual and team work.

	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.  
	
	
	

	A. 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.  
	2
	56.41
	Applies judgment to follow and interpret work procedures.

	B. 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.  
	1
	5.13
	Receives regular 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.  
	2
	30.47
	Associates Degree.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	2
	38.08
	Knowledge of MS office.

	Total Point Values:
	
	585.59
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Administrative Assistant I                     ​
	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.
	2
	94.01
	Duties for various departments. Assists Executive Assistant. Special projects.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	2
	94.01
	Arrange business travel. Screen incoming mail and calls.

	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.  
	1
	41.02
	Low level records and reports.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	1
	0.00
	No supervision of others.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	2
	103.40
	Individual work contributes to team of all departments.

	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.  
	
	
	

	A. 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.  
	2
	56.41
	Requires some analysis and use of judgment.

	B. 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.  
	2
	29.49
	Follows procedures set prior with independent judgment.

	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.  
	2
	30.47
	High School Diploma plus at least 2 years experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	2
	38.08
	MS office proficiency.

	Total Point Values:
	
	486.89
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Data Processor                     ​
	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.
	3
	175.20
	Serves as point of contact for employees’ questions about payroll.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	1
	12.82
	Little to no interaction with individuals outside the company.

	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.  
	1
	41.02
	Enter and/or update data in payroll database.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	1
	0.00
	No supervision of others.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	2
	103.40
	Solicits input from other employees to ensure accuracy of information.

	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.  
	
	
	

	A. 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.  
	1
	7.69
	Routine assignments with little to no room for judgment.

	B. 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.  
	3
	53.84
	No direct supervision. Maintains payroll database; enters or updates information.

	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.  
	1
	6.35
	High school diploma or equivalent with 1 year experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	3
	70.32
	Extensive familiarity with computer programs.

	Total Point Values:
	
	470.64
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Administrative Assistant II                     ​
	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.
	2
	94.01
	Assists in all areas of the organization.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	2
	94.01
	Responds to requests for information from clients.

	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.  
	1
	41.02
	Assists in management of lower level records.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	1
	0.00
	No supervision of others.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	2
	103.40
	Works individually but contributes to other teams.

	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.  
	
	
	

	A. 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.  
	1
	7.69
	Routine assignments.

	B. 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.  
	2
	29.49
	Follows procedures to complete tasks.

	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.  
	2
	30.47
	Six or more years of experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	2
	38.08
	MS office proficient.

	Total Point Values:
	
	438.17
	


Job Evaluation Worksheet – Administrative

JOB TITLE:                     Office Aide                     ​
	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.
	1
	12.82
	Requires minimal communication.

	B. External – Measures the scope of written, graphic, and verbal communication needed with applicants, customers, vendors, the government, and industry leaders.
	1
	12.82
	Requires very little communication with external sources.  

	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.  
	1
	41.02
	Responsible for planning/maintaining of a few low-level records.

	Supervisory Requirements - Measures the responsibility to direct, guide, monitor, explain, prioritize, and appraise other employees to complete assigned tasks.  
	1
	0.00
	No supervision of others.

	Teamwork ​- Measures the extent the position must work with others to ensure synergistic completion of tasks, projects, and/or product/process development. 
	1
	14.10
	Works alone.

	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.  
	
	
	

	A. 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.  
	1
	7.69
	Little or no judgment.

	B. 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.  
	1
	5.13
	Receives regular 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.  
	1
	6.35
	High School Diploma and/or six months to one year experience.

	B. Computer Expertise - Measures the extent of computer expertise required to perform the essential duties and functions of the position.
	1
	5.19
	Routine computer use.

	Total Point Values:
	
	105.12
	


