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EU-wide guidelines on gender-neutral job evaluation and classification: Step-by-step toolkit
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This questionnaire collects information about your job for our organisation’s gender-neutral job evaluation and classification process. Your responses will help us to assess skills, responsibility, effort and working conditions across our organisation.
Your input will help us to:
· create or update a profile of your job’s requirements,
· ensure that your job is correctly recognised and valued,
· support fair, objective pay practices.
Please answer thoroughly. Your responses are confidential and will be aggregated with those from other workers in the same job for analysis. Completing this should not take more than 45 minutes. The information will be used only for job evaluation and classification purposes, and may be complemented with interviews. 
	Tips for filling out this questionnaire

	· Focus on the requirements of your job, not on your personal performance.
· For ‘select one’ questions, choose the option that best represents your typical duties.
· For ‘check all that apply’ questions, select every option relevant to your job.
· Consider the minimum requirements needed for your job, not your personal qualifications or skills.
· Examples are sometimes provided to help guide your responses, but don’t feel limited by them.


Job information
Please begin by providing basic information about your current job. This creates the foundation for understanding your job within the organisation and helps to establish the context for the following detailed assessment.
	Job information

	[bookmark: Texto2]Job title:     

	[bookmark: Texto3]Department/unit:     

	[bookmark: Texto4]Who do you report to? (Include job title.)     

	[bookmark: Texto5]Do you supervise others? ☐ Yes ☐ No. If yes, how many and what jobs?     


Factor 1: skills (1/4)
These questions assess the knowledge and skills needed for your job. Focus on what the job requires, not your personal qualifications.
	Knowledge

	What level of knowledge is primarily required for your job? (Select one.) 

	☐
	Basic general knowledge and skills to carry out simple tasks

	☐	Basic factual knowledge of a field of work and skills to solve routine problems

	☐	Knowledge of facts, principles and general concepts in your field

	☐	Factual and theoretical knowledge in broad contexts within a field of work

	☐	Comprehensive, specialised knowledge within your field and awareness of its limits

	☐	Advanced knowledge, with critical understanding of theories and principles

	☐	Highly specialised knowledge, including the newest ideas in the field

	☐	Knowledge at the most advanced frontier of your field and where fields overlap

	☐	Not applicable

	Does your job require you to undertake ongoing learning or development to stay current?

	☐	Yes, regular professional development or continuing education is needed

	☐	Yes, occasional updates are required

	☐	No, the required knowledge is stable

	☐	Not applicable

	How much autonomy do you have in applying your professional knowledge? (Select one.)
Note: this refers to the extent to which you apply knowledge independently or make decisions based on expert judgement.

	☐	Limited autonomy (following prescribed procedures with minimal independent judgement)

	☐	Some autonomy (making routine decisions within established frameworks)

	☐	Moderate autonomy (adapting approaches within general guidelines; some independent judgement)

	☐	Significant autonomy (regularly making independent judgements based on expertise)

	☐	Full autonomy (serving as the recognised authority; establishing standards or approaches for others)

	☐	Not applicable

	What formal education, certifications, training or equivalent experience are typically required for your job?
Examples include technical certificates, specialised training, relevant work experience, demonstrated skills in the field or formal education in a related discipline.

	[bookmark: Texto1]     

	Interpersonal and communication skills

	How would you describe the level of interpersonal and communication skills required in your job? (Select one.)

	☐	Basic communication skills to convey simple information

	☐	Basic interaction with colleagues or customers in structured settings

	☐	Effective communication with different audiences and managing interactions

	☐	Advanced skills to manage complex interactions and mediate and negotiate conflicts

	☐	Strong skills to lead communication strategies and influence decisions

	☐	Not applicable

	Who do you regularly communicate with as part of your job? (Check all that apply.)

	☐	Immediate team members

	☐	Other departments within the organisation

	☐	Management

	☐	External clients / customers / patients

	☐	External stakeholders (e.g. suppliers, partners)

	☐	The general public

	☐	People with diverse backgrounds or needs

	☐	Not applicable

	To what extent do you have autonomy in your communication and interaction with others? (Select one.)

	☐	Limited: I follow guidelines or instructions on how to communicate with others, with little room for personal discretion.

	☐	Moderate: I have some freedom in choosing how to communicate, but my approach is usually guided by policies or set frameworks.

	☐	High: I have considerable autonomy in selecting communication methods and managing relationships, including influencing how and when interactions take place.

	☐	Full: I have full autonomy to decide the communication approach, including leading or shaping discussions, determining the tone and managing interactions independently.

	☐	Not applicable

	What types of communication do you regularly engage in? (Check all that apply.)

	☐	Written (emails, reports, documentation)

	☐	Verbal (meetings, presentations, one-on-one discussions)

	☐	Visual (charts, graphs, demonstrations)

	☐	Interactive (facilitating, training, negotiating, conflict resolution)

	☐	Specialised (multilingual/cross-cultural, technical specifications, safety protocols)

	☐	Persuasive (influencing decisions, gaining cooperation, motivating others)

	☐	Supportive (counselling, coaching, providing emotional support)

	☐	Educational (teaching, explaining complex concepts, technical training, knowledge transfer)

	☐	Not applicable

	Problem-solving

	What level of problem-solving does your job require? (Select one.)

	☐	Routine, following predefined methods

	☐	Standard problems with predefined solutions and some flexibility

	☐	Variable problems, requiring judgement and some research (e.g. adapting existing procedures for unusual situations, researching best practices for new challenges, synthesising information from multiple sources)

	☐	Non-standard, solving problems that do not have a predefined solution, which require significant judgement and the adaptation of methods (e.g. handling unusual situations with limited precedent or applying general rules to new contexts)

	☐	Complex problems, requiring significant analysis, critical thinking and innovative solutions

	☐	Not applicable

	How frequently do you encounter problems that require your judgement or analysis? (Select one.)

	☐	Rarely (a few times a year or less)

	☐	Occasionally (monthly or a few times per quarter)

	☐	Regularly (weekly or multiple times per month)

	☐	Frequently (daily or almost daily)

	☐	Constantly (multiple times during each workday)

	☐	Not applicable

	How much independence do you have in solving problems? (Select one.)
Note: this refers to your authority to choose or develop solutions.

	☐	I follow established procedures (solutions are predetermined; limited need to make independent decisions).

	☐	I select from predefined solutions but with some discretion (choose from a range of established options based on circumstances).

	☐	I adapt existing methods to new situations (modify known approaches to fit unique situations).

	☐	I develop new approaches when existing methods don’t apply (create solutions when standard approaches are not effective).

	☐	I create innovative solutions for unique problems (develop entirely new methodologies or approaches).

	☐	Not applicable.

	Planning and organisational skills

	What type and level of planning and organising does your job require? (Select one.)

	☐
	Limited planning required: your job involves minimal planning with tasks largely assigned or predefined.

	☐	Basic skills to organise your own work: you organise your tasks and prioritise them on a day-to-day basis.

	☐	Moderate skills to handle multiple tasks: you manage several tasks or projects simultaneously, balancing priorities and deadlines.

	☐	Advanced skills to manage complex overlapping tasks: you handle multiple interrelated tasks, coordinating with others and adapting to changing priorities.

	☐	High-level skills to formulate strategic plans: you develop long-term strategies, managing complex planning processes involving multiple stakeholders or teams.

	☐	Not applicable.

	What types of planning activities are part of your job? (Check all that apply.)

	☐	Day-to-day scheduling of tasks

	☐	Project planning

	☐	Resource allocation

	☐	Budget planning

	☐	Strategic planning

	☐	Coordinating schedules of others

	☐	[bookmark: Texto6]Other (please specify):      

	☐	Not applicable

	Physical skills
Note: this section focuses on physical skills such as manual precision or hand–eye coordination. This is different from physical effort, which is covered in a later section and refers to how physically demanding the work is.

	What level of physical skills is required in your job? (Select one.)

	☐
	Minimal physical skills (basic hand–eye coordination for tasks like filing or operating simple office equipment)

	☐	Basic physical skills with some dexterity requirements (handling objects with care, operating standard equipment or performing routine physical tasks with moderate precision)

	☐	Moderate physical skills with dexterity and coordination, requiring precision and/or speed (operating specialised equipment, performing precise physical tasks or maintaining physical control in varied situations)

	☐	High-level physical skills with detailed coordination, techniques or detailed coordination under demanding conditions (performing complex physical manipulations requiring training and practice, e.g. detailed assembly work or specialised equipment operation)

	☐	Expert-level physical skills involving precise dexterity, coordination, endurance or speed (performing highly refined movements requiring extensive training and experience, e.g. detailed craftsmanship, delicate calibrations or surgical-level precision)

	☐	Not applicable (your job requires no specific physical skills beyond basic movements such as typing or walking)

	What types of precision movements or coordination does your job require? (Check all that apply.)

	☐	Fine motor skills (e.g. detailed handwriting, administering injections, suturing, assembling small components, delicate food preparation, textile handwork)

	☐	Manual dexterity (e.g. manipulating objects with hands, assembling components, handling tools)

	☐	Hand–eye coordination (e.g. aligning objects visually while manipulating them, operating controls while watching displays)

	☐	Precise movements (e.g. carefully controlled physical actions, exact positioning of objects or tools)

	☐	Operation of tools or equipment requiring accuracy (e.g. calibrated instruments, specialised machinery, measurement devices)

	☐	Specialised techniques requiring physical precision (e.g. specific physical methodologies or protocols requiring training)

	☐	[bookmark: Texto7]Other (please specify):     

	☐	Not applicable


Factor 2: responsibility (2/4)
This section examines your responsibilities for people, equipment, information and finances, and the impact of your decisions.
	Responsibility for people

	What is the extent of your responsibility for managing people in your job? (Select one.)

	☐
	Limited (guidance, training, support for well-being)

	☐	Moderate (supervising, coordinating, monitoring well-being)

	☐	Substantial (team leadership, management, ensuring well-being)

	☐	Full (complete responsibility for performance and outcomes or overall well-being of others)

	☐	Not applicable (no direct responsibility for others)

	Do you informally support or mentor colleagues? (Check all that apply.)

	☐	I share knowledge or expertise with colleagues when asked.

	☐	I regularly help new team members to learn processes and systems.

	☐	I provide ongoing guidance or coaching without formal authority.

	☐	I offer emotional support or advice on managing work-related stress.

	☐	I act as a go-to person for specialised knowledge or troubleshooting.

	☐	Not applicable.

	To what extent does your job involve responsibility for the care and well-being of others? (Select one.)

	☐	Limited: I provide occasional emotional support or assist others with specific tasks related to their well-being (e.g. listening to colleagues or offering guidance on work-related stress).

	☐	Moderate: I am regularly involved in supporting the emotional or physical well-being of others, such as mentoring colleagues, helping with personal challenges or offering guidance on work–life balance.

	☐	Substantial: I have significant responsibility for the well-being of others, such as caring for children or those in vulnerable situations, managing the emotional or psychological needs of patients or clients, or ensuring the physical well-being of team members.

	☐	Full: I am responsible for the complete well-being of others, including their emotional, psychological and physical health, either directly or through managing a team, or through providing childcare, long-term care or healthcare.

	☐	Not applicable: my job does not involve responsibility for the well-being or care of others.

	To what extent does your job require you to coordinate or collaborate with colleagues from different departments? (Select one.)

	☐	Minimal: collaboration mainly within my own team

	☐	Moderate: regular coordination with one or two other departments, contributing to joint efforts

	☐	Substantial: frequent collaboration across multiple departments, requiring relationship building and influencing without authority

	☐	Extensive: leading cross-functional initiatives, coordinating diverse stakeholders and taking responsibility for outcomes requiring multi-departmental input

	☐	Not applicable

	Taking into consideration all your responsibilities, what is the maximum impact of your decisions? Select the option that best describes the widest impact your decisions typically have.

	☐	Minimal impact, affecting only the immediate work area (e.g. decisions about your own work scheduling or procedures)

	☐	Moderate impact on team performance or workflow (e.g. task assignments that affect how team members coordinate)

	☐	Significant impact on department operations or client relationships (e.g. decisions that change departmental procedures or affect service quality)

	☐	Major impact on organisational performance or strategy (e.g. decisions affecting business direction or significant resources)

	☐	Critical impact on multiple stakeholders, including external parties (e.g. decisions affecting organisational survival, public safety or organisational reputation)

	☐	Not applicable

	Responsibility for goods and equipment

	What level of responsibility for goods and equipment do you have? (Select one.)

	☐
	Limited responsibility for low-value tools/materials

	☐	Some responsibility for equipment/stock

	☐	Moderate responsibility for valuable equipment

	☐	Considerable responsibility for valuable resources

	☐	Full responsibility for high-value equipment/resources

	☐	Not applicable

	If applicable, briefly note the main equipment or goods that you are responsible for:
Examples include computer equipment, vehicles, patient care equipment, classroom supplies, kitchen appliances, manufacturing tools, retail inventory and maintenance equipment.

	[bookmark: Texto9]     

	Responsibility for information

	What level of responsibility do you have for managing sensitive or confidential information? (Select one.)

	☐	Low (handling basic non-sensitive data)

	☐	Moderate (managing general information with occasional confidentiality)

	☐	High (handling sensitive information requiring special care)

	☐	Full (complete responsibility for highly confidential or proprietary information – information owned by the organisation that gives it a competitive advantage)

	☐	Not applicable

	What types of information are you responsible for? (Check all that apply.)

	☐	Personal/health data

	☐	Confidential business/legal information

	☐	Technical/research information

	☐	Intellectual property (e.g. patents, copyright, trademarks, designs, trade secrets)

	☐	[bookmark: Texto10]Other (please specify):     

	☐	Not applicable

	Responsibility for financial resources

	What level of financial responsibility do you have? (Select one.)

	☐
	Very limited responsibility

	☐	Limited responsibility for small budgets

	☐	Moderate responsibility for significant resources

	☐	Considerable responsibility for large budgets

	☐	Full responsibility for organisational finances

	☐	Not applicable

	What is the approximate annual value of the financial resources that you are responsible for?
Note: consider the budgets, procurement authority or financial decisions you manage. Adapt thresholds to the context of your organisation or industry.

	☐	Less than EUR 10 000 (e.g. small operational expenses)

	☐	EUR 10 000−EUR 50 000 (e.g. team supplies, minor equipment purchases)

	☐	EUR 50 000−EUR 250 000 (e.g. departmental budget, significant procurement decisions) 

	☐	EUR 250 000−EUR 1 000 000 (e.g. large departmental budgets, capital expenditures)

	☐	Over EUR 1 000 000 (e.g. divisional or organisational financial responsibility)

	☐	Not applicable


Factor 3: effort (3/4)
These questions measure the mental, emotional and physical effort your job requires. Consider typical demands and periodic high-effort situations, not your personal capabilities.
	Mental effort

	How would you rate the mental focus and effort required for your tasks? (Select the option that best represents your regular work experience.)

	☐	Low (tasks that require little mental focus)

	☐	Moderate (tasks that require concentration for extended periods)

	☐	High (tasks requiring sustained mental effort throughout the day)

	☐	Very high (constant critical thinking, decision-making under pressure)

	☐	Not applicable

	What types of mental effort does your job require? (Check all that apply.)

	☐	Sustained concentration

	☐	Analytical thinking

	☐	Critical decision-making

	☐	Multitasking

	☐	Processing complex information

	☐	Creative thinking

	☐	Strategic planning

	☐	[bookmark: Texto12]Other (please specify):      

	☐	Not applicable

	How often do you need to maintain high levels of concentration or mental effort? (Select one.)

	☐	Occasionally (a few times per week, for short periods of 30 minutes or less)

	☐	Regularly (daily, for periods of up to 1−2 hours)

	☐	Frequently (daily, for extended periods of 2−4 hours)

	☐	Constantly (throughout most of the workday, requiring sustained focus)

	☐	Not applicable

	Describe a situation that requires significant mental effort in your job (optional).
Examples include analysing data to identify patterns, finding solutions when standard approaches don’t work, managing competing priorities with tight deadlines, coordinating care needs for multiple individuals, adapting instructions to different learning styles.

	[bookmark: Texto13]     

	Psychosocial and emotional effort
Note: these questions focus on the emotional energy required to manage your own emotions and responses in your work.

	Which statement best describes the emotional demands of your job? (Select one.)

	☐	Minimal emotional demands with infrequent need to manage emotions

	☐	Occasional need to manage emotions in specific situations

	☐	Regular need to maintain professional demeanour despite emotional situations

	☐	Frequent handling of emotionally charged situations requiring significant self-regulation

	☐	Constant emotional management in high-stress or sensitive environments

	☐	Not applicable

	If your job involves emotional effort, which of the following apply? (Check all that apply.)

	☐	Supporting people through difficult situations or crises

	☐	Maintaining a positive demeanour regardless of your personal feelings

	☐	Managing difficult emotions of others (e.g. fear, anger, distress)

	☐	Building trust with vulnerable individuals

	☐	Delivering sensitive or unwelcome information

	☐	Balancing emotional needs of multiple stakeholders

	☐	Not applicable

	Physical effort
Note: this section measures the physical exertion, strength and stamina required in your job, as distinct from the physical dexterity and coordination covered earlier.

	What level of physical effort is required in your job? (Select the option that best describes your job.)

	☐
	Low (occasional walking, standing; mostly seated work)

	☐	Moderate (regular movement with occasional light lifting, under 5 kg)

	☐	High (frequent movement, regular lifting, 5−10 kg)

	☐	Very high (constant movement, frequent lifting, 10−15 kg)

	☐	Extreme (continuous demanding physical activity, regular heavy lifting, over 15 kg)

	☐	Not applicable (no physical effort beyond basic office activities)

	What types of physical activities does your job involve? (Check all that apply.)

	☐	Sedentary/static work (sitting/standing for extended periods)

	☐	Moving around (walking, climbing stairs)

	☐	Physical handling (lifting, carrying, pushing, pulling)

	☐	Postural demands (bending, stooping, reaching)

	☐	Repetitive movements

	☐	[bookmark: Texto14]Other (please specify):      

	☐	Not applicable

	If your job involves lifting, select the option that best describes your typical lifting activities.

	☐
	Occasional light lifting (under 5 kg for short periods)

	☐	Regular moderate lifting (5−15 kg for moderate periods)

	☐	Frequent moderate to heavy lifting (15−25 kg)

	☐	Sustained heavy lifting (over 15 kg for extended periods)

	☐	Not applicable (no lifting required)


Factor 4: working conditions (4/4)
This section covers your working environment, including physical conditions, psychological factors, schedules and travel requirements. Consider typical conditions, not rare occurrences.
	Environment (physical, psychological or emotional)

	What level of exposure to physical or emotional stress do you face in your job?

	☐	Low (minimal exposure to physical or psychological stress)

	☐	Moderate (occasional exposure to physical or mental stress)

	☐	High (regular exposure to both physical and mental stress)

	☐	Extreme (constant exposure to hazardous or emotionally demanding conditions)

	☐	Not applicable

	What physical conditions are present in your work environment? (Check all that apply.)

	☐	Noise

	☐	Dust or dirt

	☐	Chemicals or fumes

	☐	Extreme temperatures

	☐	Poor lighting

	☐	Confined spaces

	☐	Heights

	☐	Radiation

	☐	Biological hazards

	☐	Moving equipment or machinery

	☐	[bookmark: Texto15]Other (please specify):     

	☐	Not applicable

	What workplace stress factors do you experience in your work environment? (Check all that apply.)

	☐	Monotonous or isolating work

	☐	High-pressure work environment (deadlines, pace)

	☐	Emotionally distressing content or situations

	☐	Digital/technological stress (e.g. system failures during critical tasks such as accessing healthcare records or production line monitoring, expectations of constant connectivity, technical difficulties during remote work, frequent adaptation to new software or systems, screen fatigue, information overload)

	☐	[bookmark: Texto16]Other (please specify):     

	☐	Not applicable

	What types of challenging interactions might you encounter in your job? (Check all that apply.)
Note: these questions focus on specific external situations that may create psychological strain.

	☐	Dealing with distressed individuals

	☐	Handling complaints or criticisms

	☐	Managing conflicts between others

	☐	Facing verbal aggression or hostility

	☐	Risk of discrimination or harassment

	☐	Exposure to traumatic situations or information

	☐
	Not applicable 

	How frequently might you encounter these challenging interactions?

	☐	Rarely (a few times per year)

	☐	Occasionally (monthly)

	☐	Regularly (weekly)

	☐	Frequently (daily)

	☐	Not applicable

	Organisational environment

	Which of the following working time arrangements apply to your job? (Select all that apply.)

	☐	Regular, predictable working hours with little need for adjustment

	☐	Occasionally adjusted hours (evening/weekend work)

	☐	Frequently changing schedules (shifts, rotating hours)

	☐	On-call periods or emergency response

	☐	Work during holidays or special occasions

	☐	Extended hours/overtime

	☐	Not applicable

	What travel is typically required in your job? (Select all that apply or ‘no travel required’.)

	☐
	Occasional local travel (within city/region)

	☐	Regular local travel

	☐	Occasional domestic/international travel with overnight stays

	☐	Frequent travel (multiple locations or long distances)

	☐	Not applicable 

	Does your job involve remote or hybrid working arrangements? (Select the option that best applies.)

	☐	No remote work: my job must be performed entirely on-site.

	☐	Limited remote work: my job requires occasional remote work with minimal additional demands.

	☐	Regular hybrid: my job requires me to manage split work environments, transitioning between home/office setting and maintaining consistent communication across platforms.

	☐	Primarily remote: my job requires extensive self-direction and technological troubleshooting, maintaining visibility within teams and managing blurred work–home boundaries.

	☐	Not applicable.

	How often do work demands impact your personal life?

	☐	Rarely (almost never required to think about work outside working hours)

	☐	Occasionally (a few times per month and/or occasional evening emails or calls)

	☐	Frequently (weekly and/or regular evening or weekend work required)

	☐	Constantly (daily and/or work regularly extends beyond normal hours or requires significant personal adjustments)

	☐	Not applicable


Final remarks
	When you look at your current job description, does it adequately reflect your job contents? If not, please expand upon this point and tell us what should be added.

	     

	Share one example that best illustrates the most demanding aspect of your job.
Examples include handling multiple urgent requests at once, resolving conflicts among team members, providing care in emergency situations, making decisions with incomplete information, coordinating complex schedules and ensuring safety compliance under challenging conditions.

	[bookmark: Texto17]     

	Are there any important aspects of your job that this questionnaire has not covered? (Optional.)
Examples include unique responsibilities, specialised skills, challenges specific to your job, innovative aspects of your work and combinations of responsibilities that make your job distinctive.

	[bookmark: Texto18]     


Thank you for completing this questionnaire. Your input is valuable to our job evaluation and classification process. If you have questions or need clarification on any part of this questionnaire, please contact [contact person / department] at [contact information].
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