
Job Analysis Checklist
· Obtain Initial Approval 
· Request approval to conduct the Job Analysis from DOHR
· Submit electronic Job Analysis Request Form, supporting documentation, and memo to EDCC

· Initiate Job Analysis

· Identify SMEs for class based on the goals of the job analysis
· Schedule SME Meetings 1 and 2
· SME Meeting 1 
· Introductions

· Identify meeting objectives

· Collect SME biographical data
· Define ‘task’ and provide examples
· Generate 30-100 task statements as a group (5-10 per relevant Functional Area)
· SMEs determine tool and equipment requirements for job as a group

· Determine essential job functions 

· Take a break

· Generate Task Rating Sheets for SMEs to complete
· Distribute Task Rating Sheets to SMEs
· Review list of task statements with SMEs as a group

· Explain Difficulty and Criticality rating scales

· Define essential job functions 
· Rate Task statements and determine essential job functions as individuals using Task Rating Forms

· Close the 1st meeting
· Post Meeting 
· Compute overall task importance values for each task statement
· Compute overall task importance values for each functional area

· Organize Functional Areas from most to least important

· Organize the task statements within each Functional Area from most to least important

· Begin draft class specification 
· Job Title

· Summary

· Distinguishing Features
· Work Activities (Functional Areas and task statements)

· SME Meeting 2 
· Introductions (optional)

· Identify meeting objectives

· Briefly review task statements from SME Meeting 1
· Define Competencies and provide examples

· Define Knowledge, Skills, and Abilities, and provide examples
· Explain broad vs. specific KSAs

· Explain relationship between Competencies and KSAs
· Explain criteria for determining Competencies and KSAs
· Generate Competencies as a group (5-10 total for the job)
· Generate KSAs as a group (25-30 total for job)
· Take a break

· Generate Competency Rating Forms for SMEs to complete

· Distribute Competency Rating Forms to SMEs
· Explain Competency rating scales

· Demonstrate rating process and provide an example

· Rate Competencies as individuals using Competency Rating Forms
· OPTIONAL:
· Define minimum qualifications

· Explain criteria for establishing MQs

· Explain how MQs & Competencies will be used in selecting applicants

· Set Minimum Qualifications (MQs; education and experience) as a group using Education and Experience Forms
· Close the 2nd meeting
· Post Meeting 
· Analyze Competency ratings 

· Complete class specification 
· Minimum Qualifications
· Necessary and Special Qualifications

· Competencies
· KSAs
· Obtain Final Approval from DOHR
· Submit Required Documentation for a completed Job Analysis:

· Organizational charts

· Biographical information sheets

· Task statement entry and rating forms

· Competency entry and rating forms

· Education and Experience forms

· Draft Class Specification

· Advertise Job Posting once approval from DOHR is obtained
· Use KSAs to develop supplemental questions and other selection tools

· Use Competencies and KSAs to develop interview questions
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