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STATE OF GEORGIA

SUPPLEMENTAL QUESTIONNAIRE

PROGRAMMER ANALYST

An Equal Opportunity Employer

	INSTRUCTIONS FOR COMPLETING SUPPLEMENTAL QUESTIONNAIRE

To be evaluated for the on-going recruitment Programmer/Analyst(s) job(s), you must complete the following steps:

1. Enter your on-line resume in the Resume Builder at www.thejobsite.org 

2. Attach your on-line resume to the Programmer/Analyst requisition(s) on the JobSite
Programmer/Analyst (SWD-80102aa)
Programmer/Analyst II (SWD-80103aa)
Programmer/Analyst III (SWD-80104aa)

3. Complete this questionnaire and submit to the Georgia Merit System by e-mail to progrecruit@gms.state.ga.us or mail to Georgia Merit System, 2 MLK Jr. Drive, Suite 418 West Tower, Atlanta, GA 30334. 


Daytime Telephone Number



  E-mail Address

	 
	 
	 
	-
	 
	 
	 
	-
	 
	 
	 
	 
	
	     

	Last Name  

     
	First Name  

     
	Middle Init.  

 

	Street  or Mailing Address  

     
	Apartment No.  

     

	City  

     
	State  

  
	Zip Code  

     
	County

     

	Please type an “x” in the box(es) below for the job title(s) for which you applied on-line:

	 FORMCHECKBOX 
 Programmer/Analyst  - 80102      FORMCHECKBOX 
 Programmer/Analyst II – 80103      FORMCHECKBOX 
 Programmer/Analyst IIl – 80104



	FOR YOUR QUESTIONNAIRE TO BE PROCESSED YOU MUST COMPLETE THE FOLLOWING CERTIFICATION:  Read carefully before completing and dating.  Unsigned questionnaires will NOT be processed.

I certify that all information on this questiionnaire is correct.  I authorize any agent or employee of the State to verify this information and to release it to anyone who may consider me for employment.  I understand that intentionally providing false information on this form or attachments is a violation of state law.  I also understand that questionnaires submitted electronically, via e-mail or similar media, are not valid unless I enter my name in the signature field below and such action shall constitute an electronic signature.

I further certify that either:  1) I have not been convicted of a drug-related criminal offense; or  2) if I have been convicted of a drug-related criminal offense, it has been more than three (3) months since my first conviction, or more than five (5) years since a second or subsequent conviction.  (O.C.G.A. 45-23 et.Seq.).



	X
     
	X
     

	 Signature
	Date


MS 27-1PAQWHC (Rev. 11/02)

I.  Jobs Held Related to Computer Analysis and Programming

	WORK HISTORY:  Describe in the blocks below, those jobs you have had which were directly related to computer analysis and programming.  Give the name of the employer, your job title, dates of employment, hours worked per week, and a short description of your job duties.  If you need additional space, you may attach additional sheets of paper to this questionnaire and continue using this same format.  Do not refer the evaluator to your resume.

	Employer #1
	     
	Your Job Title:

     

	Address  

     
	From (mo/yr)  

     
	To (mo/yr)  

     
	Hours per Week:

  

	City  

     
	State

  
	Zip Code  

     
	Check all  that apply:

 FORMCHECKBOX 
 Volunteer
 FORMCHECKBOX 
 Intern
 FORMCHECKBOX 
 Paid
	Annual Salary

     

	Your Supervisor’s Name and Title  

     
	May We Contact Employer?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	Your Supervisor’s Phone Number


(       )        

	Reason for Leaving  

     
	# and types of employees you supervised:

     

	Describe in detail your job duties.

	     

	     

	     

	     

	

	Employer #2
	     
	Your Job Title:

     

	Address  

     
	From (mo/yr)  

     
	To (mo/yr)  

     
	Hours per Week:

  

	City  

     
	State

  
	Zip Code  

     
	Check all that apply:

 FORMCHECKBOX 
 Volunteer
 FORMCHECKBOX 
 Intern
 FORMCHECKBOX 
 Paid
	Annual Salary

     

	Your Supervisor’s Name and Title  

     
	May We Contact Employer?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	Your Supervisor’s Phone Number


(       )        

	Reason for Leaving  

     
	# and types of employees you supervised:

     

	Describe in detail your job duties.

	     

	     

	     

	     

	

	Employer #3
	     
	Your Job Title:

     

	Address  

     
	From (mo/yr)  

     
	To (mo/yr)  

     
	Hours per Week:

  

	City  

     
	State

  
	Zip Code  

     
	Check all that apply:

 FORMCHECKBOX 
 Volunteer
 FORMCHECKBOX 
 Intern
 FORMCHECKBOX 
 Paid
	Annual Salary

     

	Your Supervisor’s Name and Title  

     
	May We Contact Employer?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	Your Supervisor’s Phone Number


(       )        

	Reason for Leaving  

     
	# and types of employees you supervised:

     

	Describe in detail your job duties.

	     

	     

	     

	     


	Employer #4
	     
	Your Job Title:

     

	Address  

     
	From (mo/yr)  

     
	To (mo/yr)  

     
	Hours per Week:

  

	City  

     
	State

  
	Zip Code  

     
	Check all  that apply:

 FORMCHECKBOX 
 Volunteer
 FORMCHECKBOX 
 Intern
 FORMCHECKBOX 
 Paid
	Annual Salary

     

	Your Supervisor’s Name and Title  

     
	May We Contact Employer?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	Your Supervisor’s Phone Number


(       )        

	Reason for Leaving  

     
	# and types of employees you supervised:

     

	Describe in detail your job duties.

	     

	     

	     

	     

	

	Employer #5
	     
	Your Job Title:

     

	Address  

     
	From (mo/yr)  

     
	To (mo/yr)  

     
	Hours per Week:

  

	City  

     
	State

  
	Zip Code  

     
	Check all that apply:

 FORMCHECKBOX 
 Volunteer
 FORMCHECKBOX 
 Intern
 FORMCHECKBOX 
 Paid
	Annual Salary

     

	Your Supervisor’s Name and Title  

     
	May We Contact Employer?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	Your Supervisor’s Phone Number


(       )        

	Reason for Leaving  

     
	# and types of employees you supervised:

     

	Describe in detail your job duties.

	     

	     

	     

	     

	

	Employer #6
	     
	Your Job Title:

     

	Address  

     
	From (mo/yr)  

     
	To (mo/yr)  

     
	Hours per Week:

  

	City  

     
	State

  
	Zip Code  

     
	Check all that apply:

 FORMCHECKBOX 
 Volunteer
 FORMCHECKBOX 
 Intern
 FORMCHECKBOX 
 Paid
	Annual Salary

     

	Your Supervisor’s Name and Title  

     
	May We Contact Employer?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO
	Your Supervisor’s Phone Number


(       )        

	Reason for Leaving  

     
	# and types of employees you supervised:

     

	Describe in detail your job duties.

	     

	     

	     

	     


II.  Knowledge, Skills and Abilities (KSAs) Associated with the Programmer/Analyst Job Series

In this section, certain knowledge, skills and abilities related to the jobs of Programmer/Analyst, Programmer/Analyst II and Programmer/Analyst III are listed.  Review this list and indicate the following:
Step 1
In the column labeled “Do you have this (knowledge, skill, ability)?”, enter “Yes” or “No” to indicate whether you have the knowledge, skill or ability.

Step 2
If “Yes” in the “At what level?” column, enter the number of the highest level you have achieved for that knowledge, skill or ability.  Use the following scale to indicate the level you have the knowledge, skill or ability:

1 =
I have used this KSA under the close supervision of an upper level programmer or supervisor.

2 =
I have used this KSA at the journey level to perform the full range of job requirements.

3 =
I have trained, supervised or evaluated others in their use of this KSA.

Step 3
In the column labeled “Amount of time applying this (knowledge, skill, ability)”, enter in months the total amount of experience you have in applying the knowledge, skill or ability at all the levels listed above.


Do not include time spent in school, time spent in an on-the-job training program, or time spent in vendor-supplied training programs learning the KSA.

Step 4
Using the Employer Numbers from pages 3 and 4, list the number(s) of the job(s) where you applied the knowledge, skill or ability in the “Employer Identification Numbers” column.

EXAMPLE

In the example below, the applicant has entered “Yes” to show that she has knowledge of third or fourth generation programming languages.  The highest level she applied this knowledge was in training others, so she entered 3 for the level.  In the “Number of months” column, she entered 48 to show she has a total of four years of experience applying this knowledge.  Finally, in the “Employer Identification Numbers” column, she entered 1, 2, 3 to indicate that she applied this knowledge in jobs 1, 2, and 3 that she listed in Section I.  The applicant does not have the second knowledge listed, so she entered “No” in the second column and left the other columns blank.

	Knowledge


	Do you have this knowledge?


	At what level?


	Number of months applying this knowledge?
	Employer Identification Numbers

(from pages 2 and 3)

	1.
Knowledge of third or fourth generation programming language(s) (such as COBOL, C++, FORTRAN, Pascal, etc.).
	Yes
	3
	48
	123

	2.
Knowledge of business and/or governmental financial computer applications.
	No
	
	
	


A.
Knowledge associated with the Programmer/Analyst job series

	Knowledge


	Do you have this knowledge? 
	At what level? 
	Number of months applying this knowledge?
	Employer Identification Numbers

(from pages 2 and 3)

	1.
Knowledge of third or fourth generation programming language(s) (such as COBOL, C++, FORTRAN, Pascal, etc.).
	     
	     
	     
	     

	2.
Knowledge of business and/or governmental financial computer applications.
	     
	     
	     
	     

	3.
Knowledge of relational and/or hierarchical databases.
	     
	     
	     
	     

	4.
Knowledge of file design or object creation and maintenance for a large database.
	     
	     
	     
	     

	5.
Knowledge of operating system control language(s) and utilities (such as JCL, DOS, UNIX, etc.).
	     
	     
	     
	     

	6.
Knowledge and application of program testing practices, including use of multiple conditions to test each aspect of the program.
	     
	     
	     
	     


B.
Skills associated with the Programmer/Analyst job series

	Skill


	Do you have this skill? 
	At what level?
	Number of months applying this skill?
	Employer Identification Numbers

(from pages 2 and 3)

	7.
Skill in modifying existing applications programs or scripts to meet changing user needs.
	     
	     
	     
	     

	8.
Skill in designing and coding on-line transaction processing systems and/or batch programs in a third or fourth generation programming language.
	     
	     
	     
	     


	9.
Skill in coordinating and prioritizing multiple, simultaneous work projects.
	     
	     
	     
	     

	10.
Skill in using CASE tools for database development.
	     
	     
	     
	     

	11.
Skill in maintaining a large mainframe on-line transactions processing application.
	     
	     
	     
	     


B.
Skills associated with the Programmer/Analyst job series

	Skill


	Do you have this skill?
	At what level?
	Number of months applying this skill?
	Employer Identification Numbers

(from pages 2 and 3)

	12.
Skill in diagnosing and resolving systems operational problems.
	     
	     
	     
	     

	13.
Skill in performing Quality Assurance activities (e.g., walk-throughs, code reviews, etc.).
	     
	     
	     
	     

	14.
Skill in preparing detailed work plans for all assigned tasks.
	     
	     
	     
	     

	15.
Skill in interpreting user’s needs to define programming design and/or modifications.
	     
	     
	     
	     

	16.
Skill in writing program definitions and amendments, program documentation and users’ guides.
	     
	     
	     
	     

	17.
Skill in researching programming projects by reviewing programming code and documentation, determining availability of data, and discussing project with user.
	     
	     
	     
	     

	18.
Skill in locating code in interdependent programs affected by modifications in coding of target programs.
	     
	     
	     
	     


C.
Abilities associated with the Programmer/Analyst job series

	Ability


	Do you have this ability?
	At what level? 
	Number of months applying this ability?
	Employer Identification Numbers

(from pages 2 and 3)

	19.
Ability to supervise, train and evaluate other programming staff within a team environment.
	     
	     
	     
	     

	20.
Ability to communicate technical information, project plans, and status information to people with varying levels of expertise in order to answer questions, resolve problems and define user needs.
	     
	     
	     
	     

	21.
Ability to analyze mainframe computer applications systems and/or distributive applications systems in order to design new applications or modify existing processes.
	     
	     
	     
	     


C.
Abilities associated with the Programmer/Analyst job series

	Ability


	Do you have this ability?
	At what level?
	Number of months applying this ability?
	Employer Identification Numbers

(from pages 2 and 3)

	22.
Ability to manage large database systems and/or interactive on-line systems.
	     
	     
	     
	     

	23.
Ability to analyze and solve design and/or programming problems in a manner consistent with required programming standards.
	     
	     
	     
	     

	24.
Ability to determine the feasibility and utility of user’s programming requests and to negotiate satisfactory solutions to requests that are not acceptable.
	     
	     
	     
	     

	25.
Ability to trouble shoot programming problems including those which require immediate decisions for continuation or termination of job runs.
	     
	     
	     
	     

	26.
Ability to plan projects, estimate project time requirements, and divide programming into unit assignments for programmers, programmer/analysts, etc.
	     
	     
	     
	     

	27.
Ability to modify program code to increase program running efficiency by reducing the number of lines of code or the operating time required to run.
	     
	     
	     
	     


III.  Programming Languages

In the following table, list the programming languages you have used, the number of months of experience you have in writing programs in these languages, and your skill level in using these languages applying the skill level scale from Section II.

	Language
	Months of Experience
	Skill Level
	
	Language
	Months of Experience
	Skill Level

	     
	     
	     
	
	     
	     
	     

	     
	     
	     
	
	     
	     
	     

	     
	     
	     
	
	     
	     
	     



IV.  Computer Hardware

In the table below, list the computer hardware you have experience using.  List computer model, whether it is a mainframe, a minicomputer, or microcomputer, the number of months of experience you have in using the hardware, and your skill level in using the hardware applying the skill level scale from Section II.

	Vendor/Hardware/

Configuration
	Months of Experience 
	Skill Level

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


V.  CASE tools

If you have experience using CASE tools, list in the table below the CASE tool(s) used, the months of experience you have using it, and the skill level of your experience applying the scale used in Section II.

	CASE tool
	Months of Experience
	Skill Level
	
	CASE tool
	Months of Experience
	Skill Level
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Completed questionnaires may be submitted to the Georgia Merit System via e-mail  � HYPERLINK mailto:progrecruit@gms.state.ga.us ��progrecruit@gms.state.ga.us� or mailed to Georgia Merit System, 2 MLK Jr. Drive, Suite 418 West Tower, Atlanta, GA 30334      
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