Position Information
Questionnaire (PIQ)




What is a Position?

Series 8, 2.2




What is a PlIQ/Position Description?

Defines each one of those unique POSITION S at
an institution

slandardforallslateHimer :



So How Does the Higher Education
[Mercer] System Work?




Higher Education Point Factor System
3 factors in 4 categorie:

Skill Effort
¢Knowledge ¢ Complexity
¢ Experience ¢ Contacts (E/I)
, ¢ Supervision (D/I)
¢ Physical Coordination

| ¢ Physical Demand
Responsibility /
¢ Freedom of Action

¢ Scope/Effect Working
¢ Breadth Conditions




Higher Education Point Factor System
13 Compensable Factors:




The Many Uses of a PIQ




Section |. Position funding and
other information




Section Il. General Job
Summary

» One or two sentences describing the
ral purpose of the job. Shorta




Example Job Summary Statements




Section lll. Duties and Responsibilities




Duty Statement Example: Secretary
% of Duties and Responsibilities

Types letters, reports, proposals




Section IV. Qualifications
Knowledge [Education/Training] (Factor 1)



Quallifications
5 IMPORTANT!




WHY?




Example: Accounting Clerk Il

igh school diploma or GED requi )

vel of education shoulc
1 INcumben vith




Licensure
e requured to perform dutles of




IV. Qualifications

Knowledge/Skill/Ability Statements (KSA's)

N
o tes needed to successfully
il MNISILIUT




KSA's Example: Secretary

o Demonstrated ability to type with speed




Section V. Qualifications




Section V. Qualifications
Experience (Factor 2) (CONTINUED)




Experience Ex: Program Assistant |l

xperience Needec




Experience Ex: Program Assistant |l




Section V. Complexity/Problem
Solving (Factor 3)




C & P Example:
Office Administrator Sr.



Section VI. Freedom of Action
(Factor 4)




FA Example: Campus Service Worker




Section VIl. Scope and Effect (Factor 5)

'erthe “Safety Net” this nosition h




S&E Ex: Admin Secretary Sr.

1Nz tional skills in the rnain



Section VIIl. Breadth of
Responsibility (Factor 6)




IX. CONTACTS
Intra-Systems Contacts (Factor 7)

side the WV Higher Ec



IC Example:

Human Resources Representative

Level How
| Often

Basic policies/procedur



X. CONTACTS
External Contacts (Factor 8)

dividuals outside of the WV
on System



EC Example: Student Recruiter




Xl. Direct Supervision (Factor 9)

2 Formal responsibility for overseeing the work of others.
ere is lead responsibility, list the posit

yunt and FTE’s.




DS Example: Admin. Asst. Sr.

1. Are you responsible for assigning tasks and monitoring the work of
others (lead)? X Yes: O No:

1 1




XIl. Indirect Supervision (Factor 10)

2 Supervision of first-line supervisors and their direct

1al authority over Ieadlnon-supo’




Organization Charts

Concerns with reviewing PIQ’s without accompanying org




The standard PIQ org chart doesn't provide much
information:

This?




The standard PIQ org chart doesn't provide much
information:
Or this?

Director Emergency Management / Chief of Police

Deputy Chief of Police

CPO Supervisor Project Coordinator Project Coordinator

Security Guard Security Guard
Traffic Enforcement Asst. Traffic Enforcement Asst.




Xlil. Physical Coordination (Factor 11)

e type of fine motor sk ‘

_—



XIV. Working Conditions (Factor 12)




XV. Physical Demands (Factor 13)

ibe the physical effort required for the
10w often it occurs




PD Example:
Campus Service Worker

2quires moderate physic

=2r0asS O amc
' L




XVI. Disclaimer

2 disclaimer section allows




XVII-XVIII. Signatures and
Comments

ployee’s signature indice '




XVII-XVIII. Signatures and
Comments

NT!







