CONDUCTING THE JOB / TASK ANALYSIS

Step 1   Identify and evaluate tasks
· Develop a comprehensive list of tasks that define the job.
· A great starting point is the list of Duties and Responsibilities from the FAQS.
· Give careful thought to additional tasks that could be considered.
· Don’t worry about deleting tasks at this point – that is a part of the process further down.
· List the tasks (and their sources, e.g., Duties and Responsibilities #1) in the chart below.
· Discuss each task as a group and come to a consensus pertaining to Importance and Frequency of the task (i.e., each team member can consent to the assigned value, even if they don’t exactly agree with it).
· When all values have been assigned, consider as a group deleting tasks that receive low scores for Importance.

Job Analysis Worksheet for Tasks

	Task 
	Source 
	Importance 
	Frequency 
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	Importance Scale 
	Frequency 

	How important is this task to the job? 
	How often is the task performed? 

	0 = Not Performed 
	0 = Not Performed 

	1 = Not Important 
	1 = Every few months to yearly 

	2 = Somewhat Important 
	2 = Every few weeks to monthly 

	3 = Important 
	3 = Every few days to weekly 

	4 = Very Important 
	4 = Every few hours to daily 

	5 = Extremely Important 
	5 = Hourly to many times each hour 





Step 2   Identify and evaluate competencies
A competency is a measurable pattern of knowledge, skills, abilities, behaviors and other characteristics that an individual needs in order to perform work roles or occupational functions successfully.
· Identify the competencies directly related to performance on the job.
· Discuss each competency as a group and come to a consensus pertaining to Importance and Need at Entry of the competency.
· When all values have been assigned, consider as a group deleting tasks that receive low scores for Importance.
Job Analysis Worksheet for Competencies 
	Competency
	Source
	Importance
	Need at Entry
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	C.
	
	
	

	D.
	
	
	



	Importance Scale 
	Need At Entry Scale 

	How important is this competency for effective job performance? 
	When is this competency needed for effective job performance? 

	1 = Not Important 
	1 = Needed the first day 

	2 = Somewhat Important 
	2 = Must be acquired within the first 3 months 

	3 = Important 
	3 = Must be acquired within the first 4-6 months 

	4 = Very Important 
	4 = Must be acquired after the first 6 months 

	5 = Extremely Important 
	5 = Must be acquired prior to qualification 



Step 3  Evaluate linkage between tasks and competencies
This step demonstrates that there is a clear relationship between the tasks performed on the job and the competencies required to perform the tasks. 
· Evaluate 	each competency for its importance in effective performance of each task.
· When finished, verify that each competency is important to the performance of at least one task. 
 
Job Analysis Worksheet For Task And Competency Linkage 


	Task Number
	Competency Letter
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	H
	I
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Linkage Scale 

How important is this competency for effective task performance? 

1 = Not Important 
2 = Somewhat Important 
3 = Important 
4 = Very Important 
5 = Extremely Important 
N/A = Not Applicable

