
 
 

Position Description Questionnaire (PDQ) Instructions 
 
 

 
Form initiator will complete the following sections of the form: 

 

 
�x Position Details 

JOB TITLE 

DIVISION, 



 
 
 

 
Required Education /  Desired Education: (Max of 2 Selections) 
Specific Knowledge or Skills (Can group or separate by (R)equired or (D)esired 
Licenses, certificates and / or security clearances required for this position 
Lifting Requirements (frequently, ocasionally or seldom) 

 
 

�x Physical Demands: Check any of the physical demands that are required in performing the 
essential functions. Since some activities are performed at the same time, percentages may 
add up to over 100%. 

 
�x Job Location and working conditions 

 
�x Equipment 

Equipment Items: (Can group by frequency or separate) 
 

�x Employees to be Supervised 

Supervision Duties 
 

 
�x Supervision Received 

Frequency of assignments typically given 

Frequency of the work discussed or checked by the supervisor 
 
 
 
 

** ROUTING DETERMINATION** 

Signature/ Date 
Choose 1. if someone else is the Supervisor and 
2. if you are the Supervisor of this position. 

 

 
After you have submitted, the form will be sent to HR for review and approval. While in HR queue, there 
may be a few recommended changes where HR will adjust and will be return to Form initiator. Once the 
PDQ is returned to Form initiator, form initiator will then began to complete the PR (Personnel 
Requisition). 

*The PDQ cannot be changed after it has been approved by HR. 
 

After you have clicked the Submit Form button, the form will route to HR for review and approval. If 
changes are necessary, HR will have the option to make them on the form or send it back to the Form 
Initiator for revision. Once HR has approved, the Form Initiator will receive a notification email and 
then can proceed with the Personnel Requisition (PR) form. 



Personnel Requisition (PR) 
 
 

Form initiator will complete the following sections of the form: 

This form entails many details and the form may not be submitted until the form is COMPLETE. 

�x Position Details 
 

 
 
 
 
 
 
 
 
 
 
 
 

*You will need to attach the PDQ that was approved by HR to this PR. 



�x Recruiting Method 
 

 

 

** ROUTING DETERMINATION** 

Signature/ Date 
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