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II. JOB SUMMARY 
 

Briefly describe the general purpose of the job in one or two sentences. 

 

� This position will be a third year apprentice position in the WVU Apprentice Program.  The apprentice will provide skilled 

support, under the direct guidance of a mentor, in the Carpentry discipline  

 

III. DUTIES AND RESPONSIBILITIES 
 

List and completely explain the current duties and responsibilities of the position.  Indicate the average percentage of time spent 

performing each separate job duty.  Describe what the duties and responsibilities are and how they are performed.  Consider 

work performance over a 12-month period.  Employees must use their own words to describe duties and responsibilities.  The 

copying of a generic job description or another employee’s PIQ verbatim is not acceptable and the PIQ will be returned. The 

percentages must total 100%.  Duties that take less than five (5) percent should be combined into at least five (5) percent. 

 

  

% of time 
 
 
�  

Duties and Responsibilities 
 

Under the guidance of the mentor/lead: 

� Assist mentor with planning, layout, and design of various projects and repairs. This will include prioritizing work 

and ordering of materials 

 

� Assist with trouble shooting using basic theory and analytical processes. Employee will utilize technology and 

various testing equipment for the purpose of trouble shooting and maintaining safety throughout this process 

 

� Assist with utilizing test equipment for proper diagnosis of failed systems.  The use of this equipment will require 

strong mathematical skills and analytical ability.  Will also use various hand tools and power tools. 

 

� Assists in the fabrication, installation, and/or repair of all types of cabinets, counters, benches, chairs, tables, 

shelves, and wooden furniture including plastic laminate work; various types of ceiling consisting of suspended 

ceiling (grid work and tile), 12” x 12” staple or glue up, plaster, drywall, etc.; various types of floor coverings 

including hardwood, linoleum, carpet, floor tile, etc.; all window frames, wooden sashes, sills, screens, venetian 

blinds, and curtain rods.  Builds and installs boards for window fans and air conditioners.  Assists in the installation 

of window air conditioners.  Assists in the installation of all types of interior and exterior doors (wood or metal) 

including frames, jambs, door stops, interior and exterior trim and associated hardware such as hinges, locks, 

closures, panic hardware, etc.; all interior and exterior walls and wall covering including partitions, paneling, siding, 

wallpaper, plastic wall covering, etc. 

 

� Perform installation and finishing of drywall; installs insulation, wood trim, and moldings.  Assists in the 

installation and repair of all types of roofs including rafters, sheathing, wood or asphalt shingles.  Assists in 

constructing forms for concrete including expansion joints and wire mesh.  Assists in constructing ramps, concrete 

shoot, etc.  Works in placement and finishing of concrete.  Assists in the erection of scaffolding, rigging, and 

ladders for construction of structures above ground level.  Assists in the fabrication, installation, or repair of all 

permanent or temporary shelters, wooden steps, handrails, wheel chair ramps, barricades, ladders, shipping crates, 

pallets, etc. 

 

� Install interior and exterior walls, partitions, paneling, siding, wallpaper, plaster wall coverings, insulation, wood 

trim (i.e. moldings, casings, baseboards), and metal studding. 

 

� Prepare surfaces for painting through various procedures including, but not limited to, mechanical and hand 

sanding, chemical etching, hand tool chipping, and pneumatic and electric grinders/sanders. 

 

� Perform general painting duties as instructed, such as: painting walls, ceilings, trim, and furniture using 

enamel/latex paints with brushes, rollers, and low pressure sprayers; patches and prepares surfaces for painting to 
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include finishing drywall or similar tasks requiring basic painting skills. 

 

� Assists in erecting various working platforms to include, but not limited to, metal and aluminum pipe scaffolding, 

pick boards and word stages, ladder jacks, extension ladders, step ladders, etc.  Operates various types of motorized 

aerial work platforms and truck mounted lifts.  Must be knowledgeable of proper assembly and disassembly 

procedures as well as required safety railings, stabilizers, kick boards, safety harnesses, and fall protection devices.  

Must ensure that all safety procedures are understood and followed by assigned employees. 

 

� Requests parts, supplies, etc. from Warehouse and Tool Crib ensuring timely delivery and sequencing to include 

operating a state vehicle. 

 

� Will perform general maintenance tasks of repetitive nature requiring changing filters, replacing light bulbs, and 

cleaning of work areas.  Work will be spot checked periodically. 

 

� Maintains an organized work area to include cleanliness and security of materials.  Follows safety procedures as 

instructed and uses personal protective equipment (PPE) when required. 

 

� Will assist with general maintenance duties either in relation to normal journeyman responsibilities or assisting 

other trades such as but not limited to: low level electrical connections, lighting, sheet metal fabrication, painting, 

carpentry, plumbing, millwright work, and grounds and labor duties. 

 

� May be required to operate computers utilizing various software programs, such as: Physical Plant maintenance 

management programs involving work orders and materials accountability, building support systems, and other 

systems as necessary. 

 

� May be required to move, load, and carry all materials and equipment necessary to complete all phases of assigned 

maintenance and construction projects.  May be required to assist in the effort of moving any existing conditions 

which interfere with the flow of the project.  When project is completed, work site must be left in a clean and 

orderly fashion.  Must be able to respond during off hours to cover emergency situations. 

 

TOTAL OF ALL PERCENTAGES MUST EQUAL 100% 
 

IV. QUALIFICATIONS 
 

Education/Knowledge 
 

1.  List the level and type of minimum education required to qualify for this position not for the incumbent. 

 

� Job requires basic knowledge of grammar, spelling, punctuation, and simple mathematical functions like percentages, 

ratios, etc., as might normally be acquired through attainment of a high school diploma or GED 

 

2. What licenses or certification(s) (e.g. electrician’s license) if any, are required for the position?  Specifically state the 
reason for this licensor requirement (supervisor’s preference, state or federal law, etc.).  

 

� Driver’s License 

 

3. What specific skills are required in order to carry out the duties of the position? 
 

�      Ability to complete all training and pass all classroom courses associated with the apprentice program 

�      Ability to read, write, articulate clearly in written form and perform mathematical calculations 

�      Ability to distinguish the sense of urgency when prioritizing and scheduling work 

�      Ability to operate a computer. 

�      Demonstrated ability to maintain proper attendance and punctuality standards. 

�      Demonstrated ability to maintain average or above work standards. 

�      Ability to rapidly learn all policies and procedures impacting the affected area. 
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�      Ability to operate a state vehicle. 

�      Ability to climb ladders. 

�      Ability to lift materials over 75 pounds. 

�      Ability to bend, stoop, walk, crawl, etc. 

�      Ability to work in inclement weather. 

�      Ability to work in confined areas. 

�      Ability to follow safety requirements and use proper safety equipment. 

�      Ability to follow specific directions on a general task. 

 

Experience 
 

1. In addition to the knowledge/education, please describe the type and least amount of prior directly related work 
experience typically required, if any, for a person coming into this position.  Experience listed here is considered as 

concurrent not cumulative. 

 

Type of Experience Needed 

 

� Previous WVU experience and On the Job Training (OJT) as a Carpentry 

Apprentice 1 and 2 as listed below: 

o 400 hours-General Trade Orientation & Safety 

o 850 hours-Framing Foundations and Walls 

o 250 hours-Finishing Exterior Coverings 

o 550 hours-Interior Wall Coverings 

o 400 hours-Floors and Stairs 

o 550 hours-Interior Finishing 

o 350 hours-Roofs 

o 150 hours-Other 

 

Amount of Experienced Needed (Months/Years) 

 

� 1-2 years total experience 

 

 

 

The knowledge, skills and abilities listed above are typically acquired through the levels of education and experience listed.  

However, any equivalent combination of education and/or experience which provide an applicant with the listed knowledge, 

skills and abilities to perform the essential duties and responsibilities of the job is acceptable. 
 

V. COMPLEXITY AND PROBLEM SOLVING 
 

This section measures the degree of problem solving required, the types of problems encountered, and how these problems are 

solved.  Consider the amount of judgment and thought required as determined by the complexity of duties.  Also consider 

whether guidelines, standards, and precedents are available to assist in solving problems. 

 

Please list the common types of problems faced in this position and the course of action you take to solve these problems. 

 

� Apprentice will be required to install interior and exterior walls, partitions, wallpaper, plaster coverings, insulation and other 

finish work.  Finding solutions may require researching manuals, guides and instructions provided by mentor.  Typically, 

problem resolution is obvious and following standardized procedures and instructions will be sufficient to complete tasks. 

� Apprentice will diagnose simple problems, recognize broken or malfunctioning parts, then determine what steps are 

necessary for problem resolution which will include repair, replacement and tuning as necessary.   During this process, the 

apprentice will be expected to prioritize tasks in a manner that will effectively complete tasks. 

 

VI. FREEDOM OF ACTION 
 

This section measures the degree to which the position is structured as is determined by the types of control placed on work 

assignments.  Controls are exercised in the way assignments are made, how instructions are given to the employee, how work 

assignments are checked, and how priorities, deadlines and objectives are set.  Controls are exercised through established 

precedents, policies, procedures, laws and regulations which tend to limit the employee’s freedom of action.   

 

1. Describe the type of guidance and review the supervisor gives the incumbent in this job and how often (i.e., daily, weekly) 

the supervisor checks or inspects the work. 

 
Type of Guidance and Review 

 

� Apprentice will receive constant supervision from mentor in the form of 

training and directions. 

� Apprentice will complete tasks independently 

 

How Often 

 

� Daily 

 

� Daily 

2. Describe the policies and procedures or formal regulations which guide the actions in this job. 
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� Guidelines such as mechanical handbooks, State and Federal codes, WVU Policies and Procedures, manufacturer’s 

technical handbooks, verbal and written instructions, and the worker’s own judgment. 
 
VII. SCOPE AND EFFECT  
 

This section measures the position’s responsibility for accomplishing the mission of the institution and West Virginia higher 

education systems.  Describe the types of decisions regularly required of the position, and how the position’s work product 
supports, guides or develops the goals of the work unit, department, and institution.  Take into consideration the size of the area 

that could be affected if the position’s duties were preformed incorrectly and any long-term affects of such an error.  Assume 

that any error is not due to sabotage, mischief or lack of responsible attention and care for the duties of the position. 

 
     

� Errors by the apprentice will cause inconveniences and delays as work must be completed properly.  Errors could also cause 

some equipment, structural or building damage if work were done incorrectly.  Incorrect work will incur additional costs in 

the form of building and equipment repair, wasted material, resources and labor.  The mentor will be able to provide 

guidance and minimize many errors.        
 
VIII. BREADTH OF RESPONSIBILITY 
 

For what functional area(s) does this job have formal and ongoing management accountability and responsibility?  List the 

specific functional areas of management responsibility and briefly indicate the level of responsibility and accountability with 

respect to primary activities performed. 

 

[Note:  Not applicable to classified positions at WVU.  No information needed here.] 

 
Functional Area 

 

N/A 

Management Responsibility/Accountability 

 
N/A 

IX. CONTACTS 
 

This section appraises the responsibility for working with or through other people within and outside the State College and 

University System of West Virginia to get results.  Consider the purpose and level of contact encountered on a regular, recurring 

and essential basis during operations.  Consider whether the contacts involve furnishing or obtaining information, explaining 

policies or discussing controversial issues.  This factor considers only those contacts outside the job’s immediate work area. 

 

INTRA SYSTEMS (within the West Virginia Higher Education Systems) 
 

With whom does the position regularly communicate within West Virginia higher education systems in order to perform the 

duties (e.g., faculty members outside your area, managers of other units, Vice Presidents)?  What is normally discussed and how 

often does it occur (e.g., daily, weekly)? 

 
 
Title 
 

Communicate About What 
 

How Often 
 

� Faculty and Staff � Job related assistance � Daily 

� Mentor, Journeymen, � Work schedules, 

assignments, customer 

requests  

� Daily 

�  �  �  
 

EXTERNAL (outside the West Virginia Higher Education Systems) 
 

With whom does the position regularly communicate outside the West Virginia higher education systems to perform the duties 

(e.g., students, suppliers, governmental agencies, product representatives)?  What is normally discussed and how often does it 

occur (e.g., daily, weekly)? 

 
Title 
 

Communicate About What 
 

How Often 
 

� Students � Job related issues � Weekly 

�  �  �  
�  �  �  
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X. DIRECT SUPERVISION EXERCISED 
 

This section looks at the type of supervision this position has over other employees.  Consider the degree of direct supervision 

exercised over others in terms of the level of subordinate jobs in the organization and the nature of work performed.  Only the 

formal assignment of such responsibility should be considered; informal work relationships should not be considered.  

Supervision of student workers may be taken into account if they are essential to the daily operation of the unit. Do not include 

temporary or contract employees.  The Human Resources Office will verify the types of employees supervised. 
 

1. Are you responsible for assigning tasks and monitoring the work of others (lead)? 

 

            Yes:            No:  

 
 

Title 

 

�  

 

 

Headcount 

 

�  

Total FTE (to be verified by HR Office) 

 

�  

2. Are you responsible for hiring, firing, performance appraisals, etc. for others? 

 

              Yes:             No:     

 

 

Title 

 

�  

 

 

Headcount 

 

�  

Total FTE (to be verified by HR Office) 

 

�  

3. Does this position supervise students who are essential to the daily operations of the Unit? 

 

              Yes:                             No:  

 

If yes, please indicate the total number of FTE students supervised and briefly describe the function of the students. 

 

Function 

 

�  

 

 

Headcount 

 

�  

Total FTE (to be verified by HR Office) 

 

�  

XI. INDIRECT SUPERVISION EXERCISED (Supervision over first-line supervisors) 
 

This section considers the position’s responsibility for the indirect supervision of subordinates informal work relationships are 

not considered.  Indicate the number of indirect employees under this position’s line of authority.  The number of subordinates 

should be reported in full-time equivalency (FTE) and not head count. 

 

1. List the official title(s) of the employee(s) this position indirectly supervises. 

 

Title 

 

�  

Headcount 

 

�  

Total FTE (to be verified by HR Office) 

 

�  

 

ORGANIZATIONAL REPORTING RELATIONSHIPS 
 

 

� PLEASE ATTACHE A FLOW CHART FOR YOUR ENTIRE DIVISION AND/OR DEPARTMENT TO THIS PIQ.   FAILURE 
TO PROVIDE THIS FLOW CHART WILL RESULT IN A DELAY IN THE PIQ REVIEW PROCESS! 
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XII. PHYSICAL COORDINATION 
 

This section looks at the motor skills involved in performing this job.  Consider the following issues; complexity of body 

movements; speed/timing of movements; precision of movements; and need for close visual attention. 

 

Please give an example of the physical coordination required to perform this job, such as the amount of accuracy required to use 

a hand or power tool or operate a specific instrument or type of equipment. 

 

� Use of power tools and other equipment during the repair and construction of buildings and equipment which requires 

precision, accuracy and manual dexterity.  The use of saws, drills, man lifts, cutting tools, tube bending equipment and other 

tools require closely coordinated movements and exactness. 

 

XIII. WORKING CONDITIONS 
 

This section considers the quality of working conditions as measured by lighting adequacy, temperature extremes and variations, 

noise pollution, exposure to fumes, chemicals, radiation, contagious diseases, heights and/or other related hazardous conditions. 

 

Check all items that describe the conditions or environment, in which the position works and provide an example: 

Frequency (FQ): 

                                  A=All of the Time     (90% or more per year)      M=Most of the Time (50% or more per year)  

                               S=Some of the Time (Less than 50% per year)     R=Rarely (Less than 10% per year)      N=Never 

 

Condition Frequency Example 
Normal office environment S Record keeping 

Use of computer S Work orders and leave requests 

Inadequate ventilation S Crawl spaces 

Extremes in temperature S Equipment rooms 

Outside weather conditions S Rain and heat 

Wetness/humidity S Steam rooms – flooded areas 

Dust/fumes/odor (from normal daily conditions) S Crawl spaces – solvents – glues 

Heights (over 10 feet) S Ceiling tiles and lights 

Moving parts (tools and machinery) S Mechanical equipment 

Vibrations S Motor driven equipment 

Electrical current S 110 V 

Excessive noise S Equipment rooms 

Respirables (asbestos, silica, coal, e.g.) R Crawl spaces 

Animals R Pets in student rooms 

Radiation R  

Chemicals R Solvents – paint – glue 

Toxic conditions/fumes R  

Contagious diseases R  

Body fluids R  

Other (please list):   

   

 
XIV. PHYSICAL DEMANDS 
 

This section measures the physical demands of the job as measured by the exertion placed on the skeletal, muscular and 

cardiovascular systems of the incumbent.  Consider both how much and how often it occurs. 

 

Describe any physical effort in the job, such as standing, lifting, carrying, bending, walking, etc., and list how often (daily, 

weekly, etc.) it happens. 

 
Physical Effort How Often 

 
� Standing, stooping, bending, reaching, climbing and working in very uncomfortable positions 

� Handling objects weighing 25 lbs. 

� Lifting of objects in excess of 100 lbs. 

� Daily 

� Frequently 

� Occasionally  
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XV. DISCLAIMER 
 

This description does not state or imply that the duties listed are the only duties to be performed by the position incumbent.  

Justification for information provided in the PIQ may be requested.  Employees are required to follow job-related instructions 

and perform other job-related activities assigned by their supervisor. 

 
All requirements are subject to possible modification in order to provide a reasonable accommodation to individuals with 

disabilities.  Some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of  

themselves, students, other employees, or the general public. 
 
 
XVI.  EMPLOYEE GENERAL COMMENTS 
 

You may add other information which would be important in understanding your job and which has not been covered in 

other sections of this form. 

 

 

 

 

 

__________________________________ ___________________________ 

Employee’s Signature   Date 

 
 
XVII. SUPERVISOR COMMENT SECTION 
 

This portion of the questionnaire is to be completed by the employee’s immediate supervisor.  As a supervisor, it is 

important that you review this questionnaire for accuracy and completeness and note any comments you may have next to 

the employee’s responses and please initial.  The space provided is for general remarks you may have.  Remember, this 

questionnaire is intended solely for the purpose of accurately describing the position and not the person or her/his 

performance. 

 

       __________________________________                                           _____________________________ 

      Immediate Supervisor’s Signature     Date 

 
 
XVIII.  MANAGEMENT COMMENT SECTION 
 

This portion of the questionnaire is reserved for comments by the second-level supervisor and other management staff 

members, where applicable, who indirectly supervise this position through other supervisors.  As the next level of 

management over this position, it is important that you review this questionnaire and note any comments you may have next 

to the employee’s responses and please initial. The space provided below is for any general remarks you may have.  

Remember, this questionnaire is intended solely for data purposes of accurately describing the position and not the person 

or her/his performance. 

 

 

 

 

 

                                                                                             _____________   

Second Level Supervisor’s Signature Date 

 
 
Revised January 2003 
 
 

 


