Job Analysis Worksheet

Position:
_________________________________________________Date:________________

	Job Duties

	General purpose of the job


	Duties performed daily & approx time spent


	Duties performed regularly (week/month) 



	Duties performed infrequently


	Difficult/complex parts of job and why


	Job’s essential functions


	Job’s marginal functions


	Machines, Equipment, Tools, & Materials Used

	Machines & equip operated incl proficiency


	Tools used incl proficiency


	Types of materials used, how used, mat’l use



	Job Responsibilities

	Money, property, equipment, & assets


	Materials & supplies


	People


	Supervision of other’s work (direct & indirect) 



	Access to confidential & proprietary info


	Decision-making authority


	Controls over Work

	Instructions rec’d about work incl. Source


	Tasks that must be checked & who checks


	Decisions that must be by a supervisor


	Policies or procedures used



	Performance Standards or Output Expectations

	Output requirements


	Quality requirements


	Time schedule, deadlines, etc. 



	Interactions with others

	Nature/freq of contacts w/ co-workers, peers


	Nature/freq of contacts w/ people outside org


	Types of circumstances where contact made


	Number of people contacted in a day


	Education, Training, Experience, and Personal Requirements

	Minimum education level required



	Specialized courses required


	Licenses or certifications required


	Minimum level of experience required


	Types of jobs where experience is gained


	Personal requirements – comm skills, math…


	Other qualifications, skills, characteristics



	Organizational Relationships


	Job title of immediate supervisor


	Dept and unit where job is assigned


	Type of supervision received


	Type of supervision given


	Job usually promoted from


	Job usually promoted to


	Physical Factors and Job Environment

	Percentage of time spent sit, stand, walk


	Amount and type of physical exertion reqd


	Environmental conditions of work area(s) 



	Typical work schedule, overtime


	Job factors that produce fatigue



