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REED COLLEGE

STAFF JOB ANALYSIS QUESTIONNAIRE (JAQ)
Please refer to the Guide for JAQ for help in completing this questionnaire. Unless a question prompts you to check all that apply, please check only one box that best answers the question.

Employee Name:       
Department:  Development and Marketing
Current Job Title: Public Relations Manager
How Long in This Position? 8 years 

Supervisor’s Title: Director of Development and Marketing
SECTION I:
GENERAL SUMMARY

In two or three sentences, describe the purpose of the position.  This is a summary of the position’s primary function.
Plan and direct public relations programs designed to promote the (Non-Profit Organization), its programs and exhibitions in a manner that enhances the reputation of the organization as a lively and engaging place to visit and a vital cultural resource.  Expand visibility in the local, regional, and national community.  Create and implement public relations strategies and messages that support development and membership programs.
SECTION II:
ESSENTIAL FUNCTIONS/MAJOR DUTIES

1.
Describe below the job’s essential functions/major duties.  Be specific and give examples to clarify duties when appropriate.  Begin each descriptive sentence with an action verb (e.g. administer, maintain, create, coordinate, develop, manage, prepare, plan, or supervise).   

 Envision, develop, and disseminate press releases, media kits, press conferences, and public service announcements in order to generate local, regional and national media coverage of the collection, exhibitions, and programs..

Serve as primary spokesperson for the (Non-Profit Organization).  Manage media, interviews, and photography coverage.  
Collaborate with Director of Development and CEO on pubic relations strategies in support of fundraising goals.  
Create and manage annual PR budget.
Advise Executive Team, Department Headss, and Curators on public relations implications of organizational policy and programming decisions.
Foster and maintain network of contacts with PR counterparts at local, regional, and national level.
Lead (Non-Profit Organization) writing team to support organization's reputation and branding.  Contribute to executive communications, such as speeches and presentations.  Serve as editor-in-chief of the (Non-Profit Organization) quarterly magazine:  plan content and assign articles to be written, edit for message and clarity, and collaborate with design staff on layout and presentation.

Plan and manage good will publicity efforts by Executive Team, Department Heads, Curators, and self at community meetings, projects, and events.  
     

2.
Describe any secondary or other responsibilities that this position performs which are not essential to its primary role(s). 


     
3.
Describe any special or additional responsibilities that this position has during peak work periods, i.e. commencement, orientation week, etc.

In emergency situations, designated as Crisis Communication Manager.
SECTION III:
 LEADERSHIP

A.
Describe the position’s leadership role at Reed College by checking all that apply:


 FORMCHECKBOX 

Must understand and act in accordance with college mission and values. (This applies to all positions at Reed College – please check.)

 FORMCHECKBOX 

Occasionally asked to train and/or orient others.


 FORMCHECKBOX 

Participate in committees or project teams to improve procedures or operations.


 FORMCHECKBOX 

Occasionally lead work teams or special projects.


 FORMCHECKBOX 

Regularly lead projects, teams or groups; serve as a role model for others; mentor others.


 FORMCHECKBOX 

Spokesperson for department or major functions.  Support and explain administration’s position for adoption by managers and supervisors.  Communicate unpopular messages to subordinate managers and supervisors.  

 
 FORMCHECKBOX 

Plan future of the college.  Develop and execute plans to enhance Reed’s values and organizational direction.  


 FORMCHECKBOX 

Position has leadership role within the college and in the community.  

Provide an example of an assignment that illustrates this position’s leadership role at Reed.
 Point person for media when financial situation required staff salaries be frozen, key curatorial vacancies be extended indefinitely, and previously announced high-profile exhibitions be reprogrammed.
SECTION IV:  JOB KNOWLEDGE/ CAPABILITY

A.
Required Formal Education/Training (and Experience Substitutions):


1.
Which formal education level is required to perform this job?  (DO NOT indicate your personal background, but rather, the minimum level required to successfully perform the job.):



 FORMCHECKBOX 

No formal education or previous work experience required.



 FORMCHECKBOX 

High school education or equivalent education required. Work experience up to 6 months may be substituted for required education.



 FORMCHECKBOX 

High school education or equivalent required, plus up to one year of post-high school education or vocational training.  Work experience of 6-18 months may be substituted for post-high school education.  Also include here required certificate programs or licenses obtained in one year or less.



 FORMCHECKBOX 

High school education or equivalent required, plus 1-2 years of technical or vocational training.  Work experience of 2-4 years may be substituted for post-high school education.  Also include here required certificate programs or licenses obtained in one to two years.



 FORMCHECKBOX 

Bachelor’s degree or equivalent required, specializing in      


 FORMCHECKBOX 

Bachelor’s degree or equivalent required, plus 2-4 years of directly related work experience.  Alternatively, a Master’s degree specializing in      



      may be required. 



 FORMCHECKBOX 

Bachelor’s degree or equivalent required, plus 5-8 years of directly related work experience.  In addition, a graduate degree specializing in journalism or public relations or communications (preferred only)  may also be required.


 FORMCHECKBOX 

Bachelor’s degree or equivalent required, plus over 8 years of progressive, directly related executive work experience.  In addition, a graduate degree specializing in       may also be required.
B.
Required Certifications or Licenses (explain):      
C.
List job skills or specialized knowledge required to accomplish the position’s major duties (e.g. specific technical skills, ability to use office equipment, knowledge of financial aid, familiarity with specific software, etc.)


Expert knowledge of press coverage (including print, broadcast, and online media) to promote events, reputation, branding, etc.  Expert knowledge of  use of film and social media in support of public relations efforts.  Expert writing and editing skills;  Expert public speaking skills.
SECTION V:
SCOPE OF RESPONSIBILITIES/ IMPACT

A.
Which single statement below best characterizes the nature of the position’s work?

 FORMCHECKBOX 

Routine work situations.


 FORMCHECKBOX 

Regular and recurring work situations.


 FORMCHECKBOX 

Recurring work situations with occasional variations from the norm.


 FORMCHECKBOX 

Frequently new and varied work situations.


 FORMCHECKBOX 

Wide diversity of work situations.

B.
“Position Complexity” refers to the extent to which there are: competing urgencies; competing priorities; a lack of easily recognized precedents to guide response or action; needs to offer original responses or take original actions; needs for the position to weigh short-term vs. long-term impacts of responses or actions taken, and/or conflicting interests affected by the position’s decisions or work product.  Check the box that describes the level of complexity related to the job’s essential functions/major responsibilities:  


 FORMCHECKBOX 

Job involves a low level of complexity.


 FORMCHECKBOX 

Job involves a moderate degree of complexity.


 FORMCHECKBOX 

Job involves a high degree of complexity.


What about the job makes it complex? Must always seek new and effective methods to get the word out about (Non-Profit Organization).  Message must show us to be lively and engaging, yet scholarly -- a vital cultural resource worthy of community and corporate attention and funding.  At the same time, media members want their questions and concerns addressed fully, often with a very short fuse. 
C.
Check the box that describes the nature of the impact this position has on Reed’s overall operations, revenues/expenses, budgetary outcomes, and/or programs:


 FORMCHECKBOX 

Little or no planning responsibilities other than for position’s own work, priorities, and schedule. 


 FORMCHECKBOX 

Position requires work with awareness of “customer” perception of the work performed, understanding of budget parameters, and/or availability of needed resources to accomplish tasks.  


 FORMCHECKBOX 

Position must plan for the near future, considering own work and also work of other positions. Must consider assets available, budget limitations, program obstacles, and/or preferred courses of action.


 FORMCHECKBOX 

Position regularly develops programs, processes, or policies.  Identifiable impact on long-term program operations; budgetary outcomes; and student, faculty and staff satisfaction.  Responsible for prudent use of materials, equipment, assets, or labor at the department level.  


 FORMCHECKBOX 

Position must take diverse groups into account in long-range planning processes.  Major impact on Reed’s overall direction, operations, expenses, and budgetary outcomes.

D.
Scope of long-range Planning Involvement

Check the box that describes the scope of long-range planning involvement encountered in this position:


1.
Operational (Internal):



 FORMCHECKBOX 

Not involved in long‑range operational planning.



 FORMCHECKBOX 

Informally makes recommendations concerning long‑range operational planning.



 FORMCHECKBOX 

Partially accountable for long‑range operational planning.



 FORMCHECKBOX 

Totally accountable for long‑range operational planning.


2.
Strategic (External):



 FORMCHECKBOX 

Not involved in long‑range strategic planning.



 FORMCHECKBOX 

Informally makes recommendations concerning long‑range strategic planning.



 FORMCHECKBOX 

Partially accountable for long‑range strategic planning.



 FORMCHECKBOX 

Totally accountable for long‑range strategic planning.

E.
Check the box that describes the scope of expense budgetary accountability encountered in this job:


 FORMCHECKBOX 

Not accountable for expense budget preparation or compliance.


 FORMCHECKBOX 

Make expense budgetary recommendations.


 FORMCHECKBOX 

Partial expense budgetary preparation/compliance accountability.


 FORMCHECKBOX 

Total expense budgetary preparation/compliance accountability.


 FORMCHECKBOX 

Other (describe):     
F.
Check the box that estimates most closely the annual level of expense budget for which the position has accountability:


 FORMCHECKBOX 

No expense budget


 FORMCHECKBOX 

$100,000‑$250,000


 FORMCHECKBOX 

Under $50,000


 FORMCHECKBOX 

$250,000‑$500,000


 FORMCHECKBOX 

$50,000‑$100,000


 FORMCHECKBOX 

Greater than $500,000

G.
Check the box that best describes the position’s Capital Asset accountability (for example, accountability for equipment, machinery, buildings, furniture, land, securities, infrastructure, or other assets purchased for long term use) 


 FORMCHECKBOX 

Not accountable for control of capital assets.


 FORMCHECKBOX 

Partially accountable for control of capital assets.


 FORMCHECKBOX 

Totally accountable for control of capital assets.

H.
Describe the capital assets for which this position is partially or fully responsible.  

     
SECTION VI:  AUTONOMY/ JUDGMENT/ WORK INDEPENDENCE

A.
To what degree do formal policies and procedures exist which govern the work?  Check the box that applies most of the time.


 FORMCHECKBOX 

Operate from specific and definite directions and instructions.


 FORMCHECKBOX 

Operate from established and well-known procedures.


 FORMCHECKBOX 

Determine own practices and procedures.  Contribute to the development of new concepts.


 FORMCHECKBOX 

Responsible for developing policies and objectives.

B.
Check the box that describes the degree to which the job is performed independently, without direct supervision.


 FORMCHECKBOX 

Perform duties under close supervision or from a detailed set of instructions or procedures.


 FORMCHECKBOX 

Operate under general supervision. Guidelines exist for decision-making.  


 FORMCHECKBOX 

Receive limited supervision.  Consider facts and options in light of existing precedents before deciding course of action.  Supervisory approval required to go beyond established policies/procedures.


 FORMCHECKBOX 

Operate independently, under minimal supervision.  Regular decisions, problem solving, and program development.  


 FORMCHECKBOX 

Nearly autonomous decisions.  No internal review of work, or work reviewed only on a long-term basis, or review happens after-the-fact.  


 FORMCHECKBOX 

Final authority to set policy, exercise highest-level discretion, develop alternatives that impact large segments of the college.  


Describe typical decisions made:  Envision and create informative/exciting events, lectures, press releases, media kits, executive speeches, publications, social media blitzes, etc.  for final approval by Director of D and M  and Executive Director. 
SECTION VII:  COMMUNICATION

A.
Indicate the nature of the job’s communications inside and outside Reed College:


 FORMCHECKBOX 

Interactions are normally made with others within Reed College.


 FORMCHECKBOX 

Interactions are normally made with others outside Reed College.



Examples (such as alumni, donors, vendors, students, etc):



corporate and private donors, vendors, contractor writers, film producers, media representatives  

 FORMCHECKBOX 

Interactions are normally made with others both inside and outside Reed College.

B.
Check the box that best describes the position’s interactions inside Reed College:


 FORMCHECKBOX 

When I look at the total number of interactions that the position has in the course of work, more are with staff inside this department and with department supervisor(s).


 FORMCHECKBOX 

When I look at the total number of contacts that the position has in the course of work, more are with members of college work units outside this department.  

C.
Describe the nature of information exchanged with others.  Check all that apply:


 FORMCHECKBOX 

Routine.  May include some discussion or explanation.


 FORMCHECKBOX 

Non-routine.  May include some discussion or explanation.


 FORMCHECKBOX 

Potential for positive or adverse consequences if communications are poorly handled.



 FORMCHECKBOX 

Significant adverse consequences to the college if communications not handled well.


 FORMCHECKBOX 

Collaboration and cooperation are important to accomplish assigned duties.

 
 FORMCHECKBOX 

Complex and extensive discussion or explanations are important to accomplish assigned


duties.  Highly refined communication skills are essential.


 FORMCHECKBOX 

Technical or business communications continuously require skilled negotiation, persuasion, interpretation, and/or in-depth analysis.  Communication and interpersonal skills are overwhelmingly important to success of position.

D.
Describe the extent to which position communications are informal vs. formal.  Check all that apply:


 FORMCHECKBOX 

Contacts normally made on a one-on-one basis.


 FORMCHECKBOX 

Contacts regularly made in group settings.  


 FORMCHECKBOX 

Formal presentations periodically made.


 FORMCHECKBOX 

Formal presentations frequently made and are a regular part of the position.


 FORMCHECKBOX 

Serve as designated spokesperson for the department or college.  

E.
Check the box that best describes position interactions with student employees:

 FORMCHECKBOX 

Job does not lead or supervise student employees.


 FORMCHECKBOX 

Job serves as a lead for student employees to the extent that daily work direction or training is provided to student workers.


 FORMCHECKBOX 

Job includes full supervisory responsibilities of students such as hiring, providing daily work direction, recommendations and/or approval regarding hiring, terminations, job changes.

SECTION VIII:  MENTAL AND PHYSICAL ACTIVITIES Note -- This section is for the sole purpose of outlining the mental and physical activities required for the position.  Information will be included in job descriptions.  It will not be used in the compensation study.

A.
Mental Activities: 


1.
Indicate which of the following mental activities are required by the work.  Use the following code to indicate how often the job involves each mental activity: N = Never (0%), R = Rarely (0‑20%), O = Occasionally (21‑50%), F = Frequently (51‑80%), and C = Continuously (81+%).



C
Decision Making

C
Use of Discretion



C
Interpersonal Skills

C
Presentations/Teaching



C
Teamwork


C
Problem Analysis



C
Creativity


F
Negotiation



C
Customer Service

F
Training/Supervising 


F
Mentoring


C
Read English



C
Write English



C
Speak English






O
Perform basic Math (add, subtract, multiply and divide).



N
Perform advanced Math (analysis, statistics, significant data or number manipulation).



N
Perform basic programming (database setup, setting system defaults, some software modification)



N
Perform advanced programming (software development and/or modification, and system development)



C
Independent Judgment and/or Independent Action


2.
Describe any other mental activities required:      
B.
Physical Activities:


1.
Indicate which of the following physical activities are required by the work.  Use the following code to indicate how often the job involves each physical activity: N = Never (0%), R = Rarely (0‑20%), O = Occasionally (21‑50%), F = Frequently (51‑80%), and C = Continuously (81+%).



N
Standing


F
Sitting



N
Walking


N
Bending



N
Stooping


N
Kneeling



N
Crawling


N
Climbing



C
Keyboarding


F
Grasping



C
Talking


F
Handling 



F
Reaching


C
Listening/Hearing  


F
Feeling



C
Repetitive motions of hands/wrists



N
Repetitive motions of feet  

SECTION IX:
JOB CONDITIONS

A.
Describe the job conditions which apply to the position.  Include any hazardous tasks or environments:


 FORMCHECKBOX 

Extensive travel


 FORMCHECKBOX 

Heavy lifting


 FORMCHECKBOX 

Substantial overtime


 FORMCHECKBOX 

Constant standing


 FORMCHECKBOX 

Evening meetings


 FORMCHECKBOX 

Extensive close work


 FORMCHECKBOX 

On‑call status



 FORMCHECKBOX 

Extensive computer work


 FORMCHECKBOX 

Other (describe):       
     
     
Employee’s Signature






Date

ATTACHMENT TO JOB ANALYSIS QUESTIONNAIRE:


SUPERVISOR'S COMMENTS

Supervisors are requested to review the information provided by the employee on the job analysis questionnaire.  Supervisors should make any comments concerning accuracy, thoroughness, etc. in the space below.  Identify whether this position is accurately described, or over- or understated.  Explain difference between this description and the position's responsibilities as you see them.

Supervisors are requested to sign this form as a means of verifying their review of the information submitted by the position’s incumbent.  Completed forms should be returned to your Vice President by October 28.

Supervisor’s Comments:      
     
     
Supervisor's Signature





Date

ATTACHMENT TO JOB ANALYSIS QUESTIONNAIRE

FOR MANAGERIAL AND SUPERVISORY STAFF

Describe this position’s responsibility for supervising staff positions (i.e. not student employees):


 FORMCHECKBOX 

Job is not supervisory in nature. 


 FORMCHECKBOX 

Job is supervisory to the extent that daily work direction is provided to personnel in subordinate classifications.


 FORMCHECKBOX 

Job includes full supervisory responsibilities such as:



1. Providing daily work direction responsibilities.



2. Approval of absences or overtime.



3. Recommendations and/or approval regarding hiring, terminations, pay changes or job changes.


 FORMCHECKBOX 

Other (describe):       



How many non-supervisors report directly to this position?    2 


What are the job titles of the non-supervisory direct reports?  Event Planner, Public Relations Specialist

How many subordinate supervisors report to the position?  0

What are the titles of the subordinate supervisors/managers who report to this position?


n/a

Identify job titles of staff that report indirectly to this position:  


n/a
     
     
Employee’s Signature






Date
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