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Job Review Questionnaire 

Human Resources (HQ) is working with Shaker Consulting Group to review a number of bargaining-unit jobs. As a part of this project. you 
have been randomly selected to help us leam more about what Is required for your work. Although participation Is completely voluntary. we 
are hoping you will help us by providing information related to your job activities and the skills needed to complete them. 

This questionnaire should take about 45 minutes to complete and must be done at work and on the clock. All responses will be kept strictly 
confidential end be reported In summary form only. The Information you provide will be used to help us identify the most Important activities of 
your job and to learn about those skills and ablNtles that are most critical to doing it well. 

Please mark your responses using a blue or black pen. Once you are finished, place the completed questionnaire In the self-addressed, 
stamped envelope provided and return it via mail to Shaker Consulting Group by December 8, 2017. 

THANK YOU! 

Your Input is critical to the success of this project. We sincerely 
appreciate your time and thank you for your participation I 
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Please verify the following Information. All survey responses will be kept confidential. 
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(Ea.. �'�SE: HIGHWAY TRANSPORTATION CLK 
� _._ VARIANTJ. 

P,ARTICIPANT,VERIFICATION 

Please lndlcale whether the Information llsled above Is accurate. 

KE¥ B�GKGR8UND"'QOESTl8NS 
FIU In the bubble.anoclated wltlfyour ctiolce complitily. 

[ I undem�!'nat Is -;;ired tor�� 
I can accumtely answer questions about my Job responsibilities. 
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Job Analysis Questionnaire 

Section 1 Instructions: Work Activity Ratings 

In this section of the questionnaire, you will be asked about the different work activities you may perform in your current Job. You wlll rate each 
work activity In terms of how Important It is for performing your job effectively. 

PLEASE USE THE ENTIRE RATING SCALE. We are trying to tell the difference between activities that are most Important, somewhat Important, 
or not important 

[EXAMPLE] Write clearly and concisely 

How IMPORTANT Is it for you to write clearly and concisely in your Job? 

(1) Not Required on Job: Writing clearly is not part of your job.
(2) Unimportant: You can deflnitely perform your Job well even If you cannot write clearly.
(3) Somewhat Important: You can probably perform your job well even If you cannot write clearly.
(4) Important: It is unlikely that you can perform your Job well unless you can write clearly.
(5) Very Important: It Is extremely unlikely that you can perform your Job well unless you can write clearly.
(6) Critical: You cannot perform your Job well unless you can write clearly.

INSTRUglONS: Use the scale provided to rate how important :�1 I r - ·1 ·i� I
each of the WORK ACTIVmES listed below Is to performing your job. ·, < I tf 

i: 

Fill In the bubble associated with your choice completely, using a � ' -, lt .1 � jl' 1
blue or black pen. 

��; , lll · I I· l c. j l INCORRECT CORRECT J.f.. I , 
J 

!: �e . ,

1 ®(i)�� ooeo 
,i� i ; ;e 1�, i · j 

!==::;;;:;;�;;:::::;=:::;;;;:::::;;;:;::;;:::;;;;;;;;;;:;;;;;;;;;:;;;;;;:;;::;;;;� lzr.:; I ,::,j 
1 -4 I > 

-- - -- � -Vl9�K.vicnyffivr- , .o�J �IIJJ I�-� 1

1 :e ii•-·: ·•1. 

Ex. Write clearly and concisely 0101®r01®I® 
I 
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lWORKl�c;JlV� 

" -

4. Gel people excited about an Idea.

---, 

5.Acknlwhen!®'ra�wrong. __ �---7
6, Accept responsibility for your coworkers' 
actions. 
?.1�to � you tjgj� Is �Y.�l 
a Use technical knowledge to solve problems. 

9!,�i-job-spec-lffcand �,7 
knowledge. I ..._ 

10. Respond promplly to situations.
f1:,Cm'iy outliiks� b"iingiikecf)jy 

tottieci:· · _ _ __ 
12. Use equipment and r850Urces efflclently.

7 

J13. Don't �le lime or l'NOU�, 
----, 

14. Sal and achieve high goals for yourself.

16. Do the most important tasks flrsL
1,17:l��batid on what ls iioi{ 
�Important - -

18. Complete tasks in a timely manner.

2 

J 

,-�· 1!� ,�-
1

i1.��11· ·�-.m�.q 
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INSTRUCTIONS: Use the scale provided 10 rate how 
Important each of the WORK ACTMTIES listed below Is to 
perfomung your Job, Fill In the bubble associated with 
your choice completely, uslna a blue or black pen. 

INCORRECT 

@(i)@<iJ' 

11!.i. ��time!,_�·

COBB� 

ooeo 

20. View situations without preconceived notions.
1 

-- -- you ��nfielM'�'d- r.iiiMtkmionyo..- I Judgment. _ _ _ . _ 
22. Suggest creative and original Ideas.

..-- ---- -- -
l23�Come up�� 801utio� to� problems. 
24. Think of Iha big picture when solving a

r��em.. ·-- -25. Gather lrilOfffi!� fram _ dif!erant soun:es J L .J>jfo��rnaking.8 decfslori. _ _ _ 
26. Be sensitive to those from other cuburas.

r 
27,.Builcliffiicitve �--tioni� wiiri 

,, peopla'fion). aJVfda range of countrlii and 
I _C�'!9,_ 

28. Accept changes to your workplace and work
processes.

1H. AdipJl�proceiaaa� �lclisand� I 
........ procacltJiiiil._ - --- -
30. Maintain and Improve quality and performance

overUme
rs1;Flnd oellir)wayiito accomjJlih impoiiarit� -, 
'-- tasks.� - J
32. Seek out oppoflunllies lo laam even when

you don't have to. 
tM.• �e·-�!O leamlng�new stdlls. ]
34. Demonstrate toughness when faced with

dlfflcuSt challeng!S.
tas:i Be strong In the fl!=! oUwd lfmea. -� �_J
36. Avoid saying or doing something just to gain

others' approval.
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.W�_lC�AQJl�ITY 

39. F'igure out confusing sltuallons.

40. MalnlaJn focus rn a'i:hangln1f envlroninem. --------........ -�----------
41. Follow rules and regulallons.

- -
-42: Follow standard oparalfng procedUres.

43. Invite others lo par11clpale.

-4-4: Seek out dlffaranl opinions.

47. Address canfHd right away.

J 

48.1 Encourage ��ss 8ff!01_-... ig-olhe_ra_. _______ _..
49. Share cradll for success.

60. Encouiaga,C>ttiers, - - -----�-------
51. Listen lo Olhe11' problems.

-

52. Consider lhlnga from others' perspectives.
- � ���-=-:--�- -

53. Try lo understand the Interests and motivations of other
�-le_. _______ _ 

64! Put the Mids �I��� your own.

55. Pitch in and help wherever naeded.
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INSTRUCTIONS: Use the scale provided to rate
how important each of the WORK ACTIVITIES listed
below Is to perfonning your Job. Fill in the bubble
associated with vour choice completely, using a
blue or black pen.

INCORREa CQRREa 

®<i�� ooeo 

WORK�ACTIVITY 
56. Make sound choices without complete

inlormallon.
r:�1cii�1;finiu���IIIJ18ifl 
50. Use lnfmmallon fmm different sources and

JJ�ectlves. ;,::-� -
I �69: C�!'U9 assumptions and p� lacts,

60, Understand new lnformallon with ease.
re1.""Appty past expei'ltince to currantiitualfons to

1 

raduce BnDl'B;
62. Think aboul Iha potenual Impact or an action.

(63.'lilinilrj, rfi!cs based upcii lnfcimitloiif�
L .1.dlffiiinl sources._

64. Consider mulllpfe option& belore deciding.

res. TtlJnifabotrt ;;;;;; poalble iolullofis.
_j 

66. Establish good relallonshlps quickly,
--� 

J67. P,ut olhefs � ease,.

68, Handle questions and complaints wllh seH·
assurance.

��knowledge-about tt1i topic al hand. '
� u: -- --- __ J
70. Ask foHow·up questions lo make sure you

under&Ulnd. 
r 7-1��Y}l�,!!qi! �va.@ amf non-veitiil ciiii l

In oidarilo.iiitiiitiiiit.a message. _ 
72. Change the lone and tempo of your speech.

73:Wrtta cleany arki concliely.- � -

74. Make polnls weH in wriHen communications.
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Job Analysis Questionnaire 

Section 2 Instructions: Skill Ratings 

In this section of the questionnaire, you will be asked about the skills you may use In your current Job. You will rate each skill In terms of how 
important it Is for performing your Job effectively. 

PLEASE USE THE ENTIRE RATING SCALE. We are trying to tell the difference between skills that are most Important, somewhat Important, or 
not Jmportanl 

[EXAMPLE] Active listening 

How IMPORTANT fs It for you to listen actively in your job? 

(1) Not Required on Job: Active Listening is not part of your job.
(2) Unimportant: You can definitely perform your Job well even If you cannot engage in Active Listening.
(3) Somewhat Important: You can probably perform your job well even if you cannot engage in Active Ustenlng.
(4) Important: It Is unlikely that you can perform your Job well unless you can engage in Active Ustenlng.
(5) Very Important: It Is extremely unlikely that you can perform your Job well unless you can engage In Active Listening.
(6) Critical: You cannot perform your job well unless you can engage In Active Listening.

INSTRUCTIONS: Use the scale provided to rate how Important each 

of the SKILLS listed below is to performing your Job. Fill in the bubble 
associated with your choice completely, using a blue or black pen. 

Ex. Active llslenlng 
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INSTRUCTIONS: Use the scale provided to rate how 
Important nch of the SKlllS Rsted below Is to perfonnlna 
your job. FIii in the bubble associated with your choice 

� lJN/TEDST/JTES 
11,�1;1 ,1 a.,J 1.,-.�I jll completely, usln1ablueorblackpen. 

-POSTIJL SERVICE. I ;}�J 'i!ll.�l lt1l!�.Jl�I ,_] I ®:R:r� oOReo
e· , l � � fr! ·1�.s: J1t1.-s1 1rl$1 I ' 

�O�l3El!AJ��Jl.1$l�E1 L.� -) :.: filj�li: :.J 1 7JOB�RELATED-SKJLL; 

!5.Undemtandlngtextpamges� F= � = ] 0 © © © © © [91.Qualllyconfrololprod� j 0 © © © © © 
76. Listening ac1lvely · -- ___ ___, G) © © © © © 92. Operating equlpmenl/syslems -�-- G) © © © © ©
t77JEffectivecomm�Uon�roughwrid"fJ, ) 0 © © © © © f93-):r��-enors1 - : J 0 © © © © © 
78. Speaking effectively -�--�.--.

G) © © © © © 9-4. Machine/system repair
�-�-

G) © © © © ©
t�Uili!,19�� - • :] G) @ @ © @ @ �:�ntand��� ] G) @ @ © @ @

80. Critical lhinklng 
..,....,.,.,-----, 

G) © © © © © 96. Time management
---�--

© © © © © ©f��:�ndappBcallonofnaw / 0 © © © © © (97,·Monltorfngmac�i- : l © © © © © ©
82. Monitoring &elf-performance © © © © © © 9B. Routine equipment maintenance 

___ G) © © © © ©
G) @ @ © @ @ �Ualng!���eff�-- ·1 G) @ @ © @ @

84. Coordinating lasks with olhers �-�--. 0 © © © © © 100. SpliHlng attention between two or more lasks G) © © © @ ©
e&, lnfkiincJnstolhers ( 0 © © © © © fi

o

1��=hlngtlle!,gancyanctt�of� 0 © ® © © ©
-� ��� -- -

86. Explaining to others how lo do dungs 0 © © © © © 102. Inputting lnfonnalion lnlo computer systems 0 © © © © ©quickly and accuralely ___ _ 
I �to�dh;,;- --- I © © © © © © !103._Evalua..!_fnglnf��loldan'!ln�racles 1 0 © © © © ©
ea. Solving complex problems 0 © © © © © 104. i::C:!�"����: and critical inlormalion 0 © @ © © © 
tae.TypJ�. -7 0 © © © 'i' © �1os�P!IJC888fngciah1ra�-qulcklyand-7 0 © "i' © 'i' ©
, at s � ______ \!I \!J L1ac:curat8'y.L _ _ _ _ ____ __,J. \:!I \::J 

:�:latlon or equipmeni. machines, or 0 © © © © © 
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Thank you for your partlt:lpatlonl 
Please place your completed Job Analysis Questionnaire packet in the self-addressed, 

stamped envelope provided; retum it to Shaker by 12/8/2017 vis mall at: 

Shaker 

3201 Enterprise Pkwy, Suite 360 

Cleveland, OH 44122 
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