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Prospects Planner

Job Analysis Questionnaire for use by Jobholders

	AGCAS Occupational Profile: Database administrator



We would like you to complete the attached form to indicate the relative importance of the features listed overleaf to your job.

Please focus your attention on the work activity exactly as it is defined and estimate the part it plays in a normal working day.

	Primary
	Features are important and frequent activities in your normal working day. They are key to your job description.

	Secondary
	Features are part of your job description but are less important or less frequent activities in your normal working day.

	Minor or Unlikely
	Features are activities in which you may occasionally engage but they do not necessarily form part of your job description. OR they are not a part of your job.


Please aim to balance the primary and secondary features and consider the level of skills across different occupations. For example, please consider the relative importance of numeracy to an actuary compared to a retail manager. Both might need the skill but it is likely to feature as Primary for the actuary and perhaps Secondary for the retail manager. 

Please note that you are not asked to estimate the level of competence required.

Thank you

 Your job title:
	
	Primary feature
	Secondary feature
	Minor or unlikely feature

	1. Challenging the attitudes, behaviour or actions of others in a face-to-face situation.
	
	
	

	2. Tackling problems or developing ideas in an innovative or imaginative way.
	
	
	

	3. Using your hands, or equipment, in a precise way.
	
	
	

	4. Changing or modifying your behaviour in response to the needs, wishes or demands of others.
	
	
	

	5. Tackling problems or developing ideas in a systematic, rational or methodical manner.
	
	
	

	6. Holding discussions with people in order to reach a position of mutual satisfaction and agreement about a contentious topic.
	
	
	

	7. Understanding and using facts or ideas expressed in numbers, graphs or simple equations.
	
	
	

	8. Using speech to express ideas, give information, or explanations to individuals, groups or audiences, in a way that is easily understood by others who are unfamiliar with the topic.
	
	
	

	9. Planning the use of resources and scheduling activities in order to meet an objective.
	
	
	

	10. Assessing and understanding the feelings, attitudes or temperament of other people.
	
	
	

	11. Obtaining information from and clarifying the opinions of  others by asking appropriate questions.
	
	
	

	12. Understanding complex information, facts, ideas or instructions which are expressed in written English.
	
	
	

	13. Extracting meaning from, understanding and using the information in diagrams or pictures or three dimensional structures.
	
	
	

	14. Producing grammatical, well expressed, easily understood and interesting text about topics that may be unfamiliar to the reader.
	
	
	


Your job title:

	
	Primary feature
	Secondary feature
	Minor or unlikely feature

	15. Listening and offering opinions or guidance to people by using expert knowledge.
	
	
	

	16. Being involved in work without an emphasis on profit or significant personal gain; contributing to the wider community.
	
	
	

	17. Creating or designing challenging or aesthetically pleasing artefacts.
	
	
	

	18. Using initiative in a commercial context; taking an interest in profit and loss in the public or private sectors; taking responsibility for a business venture.
	
	
	

	19. The potential for a higher than average graduate salary or other benefits such as profit-sharing and bonuses.
	
	
	

	20. Directly helping people who are sick, disadvantaged or at risk.
	
	
	

	21. Dealing with intellectually difficult problems that require high level understanding and reasoning.
	
	
	

	22. Collecting, organising and disseminating data, facts or figures.
	
	
	

	23. Managing individuals and working groups; planning, controlling, evaluating and taking responsibility for their work and inspiring them to do well.
	
	
	

	24. Seizing opportunities as they arise without being sure of the outcome. Taking decisions on the basis of incomplete information.
	
	
	

	25. Observing, monitoring and understanding physical or biological phenomena, processes and systems.
	
	
	

	26. Having long term security of employment or working in an established stable organisation.
	
	
	

	27. Working with others in order to reach a common goal by sharing ideas, decision making and responsibilities.
	
	
	

	28. Passing on knowledge or expertise to individuals or groups in formal or informal settings.
	
	
	


THANK YOU

The job analysis is now complete. Your time, effort and expertise are very highly valued and much appreciated.

Please comment on a separate page if you feel that a key feature of your job has not been covered by this questionnaire.







