Activity 5:  Job Analysis and Job Description
Name:__________________________________
Due Wednesday, April 5, 9 AM

Your task is to conduct a job analysis interview using the following questions and write a 2 page (single space, 12 pt. font, Times New Roman) job description for the position.  You must interview someone with a full time job – any position will do.  Start off by telling them you want to find out what they do from the time they leave their home till the time they leave work.  For Question 2, look at examples from the WORK ACTIVITIES section of an O*NET job description and combine action statements from the TASK section to record your answers.  Your job description should have a tasks/work activities section, a working environment section, and a tools/equipment section.  Note that it does not have a KSAO section.
Job Analysis Interview

Position (Job Title):________________________________ Initials of interviewee: ______________
Industry: _________________________  Length of time in position: __________________________
1. What is the overall purpose of your job?  How does it contribute to your organization?
2. What 6 or 7 activities are essential parts of your job?  Describe each.  Tell me how frequently you engage in each activity (from 1 = a few times per day, 2 = a few times per week, 3 = weekly, 4 = a few times per month, 5 = monthly, 6 = every few months, 7 = once or twice per year).  Tell me how important each activity it to carrying out your job (from 1 = critical to my job, 3 = important but can be modified, 5 = not very important).


Activity







Frequency Importance

a. Essential function 1:

b. Essential function 2:

c. Essential function 3:

d. Essential function 4:

e. Essential function 5:

f. Essential function 6:

g. Essential function 7:

3.  Is there a particular order which the activities or tasks (or some of them) must follow?

4. What happens if tasks are not completed on time?

5. Do these tasks require sitting, standing, crawling, walking, climbing, running, stooping, kneeling, lifting, carrying, digging, writing, operating, pushing, pulling, fingering, talking, listening, interpreting, analyzing, seeing, coordinating, etc.?
6. How many other employees are available to perform this job? 
7. In what location are the essential functions of the job carried out (e.g., office, warehouse, car, outdoors, etc.)?
8.  What are the physical conditions of your job setting (hot, cold, underground, inside, noisy, dirty, etc.)?   
9. What are the social conditions of your job (works alone, works around others, works with the public, works under close supervision, works under minimal supervision, works under deadlines, etc.)?

10. What safety issues apply to your job? How do workers obtain the necessary equipment and materials?

11. What knowledge base is required to perform your job (e.g., mathematics, engineering, electronics, healthcare, forestry, management, etc.)?

12. What are the general skills needed for your job (ability to read, write, add, speak, instruct, perceive, attend, etc.)?

13. What tools and equipment (include technology, like software) are necessary to perform the job?

14. What specific training is necessary? (Include education level if appropriate.)  Can it be obtained on the job?

15. What previous experience, if any, can replace or be substituted for the specific training requirements?

16. Is there anything else I should know about your job?

Turn in both this interview and your job description.
