JOB ANALYSIS

CLASS TITLE: 

WORKING TITLE:  

CLASS CODE:  



POSITION NUMBER:  
DATE OF JOB ANALYSIS:  

JOB ANALYST:  

JOB ANALYSIS BASED ON:  

POSITION LOCATION AND SUPERVISION:
ORGANIZATIONAL AND PROGRAM PURPOSE: 

MAJOR OBJECTIVES OF POSITION:
CLASS DESCRIPTION:
KNOWLEDGE, SKILLS, ABILITIES AND OTHER PERSONAL CHARACTERISTICS

The following is a list of the knowledge, skills, abilities and other personal characteristics needed to do the tasks involved in the job under review.  Representative tasks have been drawn from the PDQ and confirmed or modified through interviews with the subject matter expert(s).

The column labeled KSAOs lists the knowledge, skills, abilities and other personal characteristics required for performance of the job under review.  The column labeled IMP of KSAO contains subject matter expert (sme) ratings of the importance of the knowledge, skill, ability or other personal characteristics to performing the job.  Ratings are on a 1 to 5 scale with 1 representing KSAOs that are not relatively important to doing the job, where KSAOs rated 5 are the most important in performing the job.

The column labeled DIFF to Learn contains the sme’s rating of the difficulty in learning or making a significant improvement in the knowledge, skill, ability or other personal characteristics as it applied on the job.  

The column labeled CRIT contains the "criticality" measure obtained by multiplying the importance rating by the difficult rating.  If a KSAO is important but easy to learn it would be considered not as critical to test for since it could be learned relatively easily on the job.    

The column labeled Level of KSAO Needed Upon Hire contains the sme rating of the level of the KSAO that is needed at entry into the position to perform effectively on the job.    These are rated on a 1 to 5 scale with 1 representing a relatively low level of the KSAO needed and 5 representing a knowledge, skill, ability, or other personal characteristic for which the successful candidate must possess a high degree of expertise upon hire into the position.

Representative tasks have been identified in the PDQ and transferred to the chart in order to demonstrate the need for specific knowledge, skill, ability and other personal characteristics in performing this job.   The location of the tasks on the PDQ or supportive documentation is indicated.

The column labeled IMP of TASK contains subject matter expert (sme) ratings of the importance of the representative tasks to performing the job.  Ratings are on a 1 to 5 scale with 1 representing tasks that are not very important to doing the job, where tasks rated 5 are the most important tasks performed in the job.
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FACTORS TO BE TESTED: 
EXAM PLAN IDEAS:
MINIMUM REQUIREMENTS:
SUBSTITUTIONS:  
NECESSARY REQUIREMENTS: 
BACKGROUND CHECK:

Human Resources Specialist:                                                      Date: _____________





           (Signature)

Attachments:
Position Description Questionnaire

Signed SME sheet
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