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	MGMT 
	
	CERTIFICATED
	
	CLASSIFIED
	


Job Analysis – Data Collection Form
	Job Title:
	
	Analyst:
	
	Date:
	


	Action
	Object
	For the Purpose OF 

	
	
	for the purpose of



	Equipment

	Performance Standards

	Action
	Object
	For the Purpose OF 

	
	
	for the purpose of



	Equipment

	Performance Standards

	Action
	Object
	For the Purpose OF 

	
	
	for the purpose of



	Equipment

	Performance Standards


Job Requirements

COMPLEXITY: This factor evaluates the complexity of the job function in terms of the number of tasks required to complete the function, the extent to which the tasks are standardized, the variables involved in the judgment and planning required to perform the function.

	Coordination with: 
	Limited
	Limited to Moderate
	Moderate
	Moderate to Significant
	Significant

	People – the factors considered in scheduling other persons are:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data – the factors considered in  processing data ( i.e. gathering, collating and/or classifying) are:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment – the factors considered in operating machines, equipment, tools and/or work aids are:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Flexibility with: 
	Limited
	Limited to Moderate
	Moderate
	Moderate to Significant
	Significant

	People – The variety in types of interactions with people is
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data – The variety in types of procedures utilized to process data is:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment – The variety of methods is using machines, equipment, tools and/or work aids is:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Diversity with: 
	Limited
	Limited to Moderate
	Moderate
	Moderate to Significant
	Significant

	People – The diversity of persons and/or their agendas with which one works is:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data – The diversity in the uses and/or sources of data used to perform functions are:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment – The different types of machines, equipment, tools and/or work aids used is:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Decisions with: 
	Limited
	Limited to Moderate
	Moderate
	Moderate to Significant
	Significant

	People – The amount of independent decision making in working with people is
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data – The amount of independent decision making in interpreting and working with data is:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment – The amount of independent decision making in using machines, equipment, tools and/or work aids is:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	RESPONSIBLITY

	Consequences of Error on the organization’s services is:

	 FORMCHECKBOX 
  L1
	 FORMCHECKBOX 
 Seldom

	 FORMCHECKBOX 
  L2
	 FORMCHECKBOX 
 infrequent with limited impact

	 FORMCHECKBOX 
  L3
	 FORMCHECKBOX 
 frequent with limited impact

	 FORMCHECKBOX 
  L4
	 FORMCHECKBOX 
 infrequent with moderate impact

	 FORMCHECKBOX 
  L5
	 FORMCHECKBOX 
 frequent with moderate impact

	 FORMCHECKBOX 
  L6
	 FORMCHECKBOX 
 infrequent with significant impact

	 FORMCHECKBOX 
  L7
	 FORMCHECKBOX 
 frequent with significant impact


	Resources required to perform the job functions are:

	 FORMCHECKBOX 
  L1
	not required

	 FORMCHECKBOX 
  L2
	infrequently required and limited in scope

	 FORMCHECKBOX 
  L3

 FORMCHECKBOX 
  L4

 FORMCHECKBOX 
  L5

 FORMCHECKBOX 
  L6

 FORMCHECKBOX 
  L7
	frequently required but limited in scope

infrequently required and moderate in scope

frequently required but moderate in scope

infrequently required but significant in scope

frequently required and significant in scope


	Financial Responsibilities include:

	 FORMCHECKBOX 
  L1
	operating within defined budget without the responsibility for approving expenditures 

	 FORMCHECKBOX 
  L2
	tracking expenditures against budget and submitting results to others

	 FORMCHECKBOX 
  L3
	monitoring expenditures and verifying availability of funds; overseeing cash transactions

	 FORMCHECKBOX 
  L4
	directing expenditures within a work unit

	 FORMCHECKBOX 
  L5
	supervising budget allocation and expenditures for a department or large work unit

	 FORMCHECKBOX 
  L6
	supervising budget allocation and expenditures for multiple departments

	 FORMCHECKBOX 
  L7

	determining budget allocations and the use of funds of major organizational units


	Oversight of others includes:

	 FORMCHECKBOX 
  L1
	providing information and/or advising

	 FORMCHECKBOX 
  L2
	leading, guiding and/or coordinating

	 FORMCHECKBOX 
  L3
	directing others within a small work unit

	 FORMCHECKBOX 
  L4
	directing others within a department and/or large work unit

	 FORMCHECKBOX 
  L5
	managing a department

	 FORMCHECKBOX 
  L6
	managing multiple departments

	 FORMCHECKBOX 
  L7
	managing major organizational components


	Workload is subject to:

	 FORMCHECKBOX 
  L1
	constant personal and/or procedural supervision

	 FORMCHECKBOX 
  L2
	personal and/or procedural supervision focusing on both process and results

	 FORMCHECKBOX 
  L3
	personal and/or procedural supervision focusing primarily on results

	 FORMCHECKBOX 
  L4
	standardized practices with supervision focusing on both process and results

	 FORMCHECKBOX 
  L5
	standardized practices with supervision focusing primarily on results

	 FORMCHECKBOX 
  L6
	broad guidelines with supervision focusing on unit results

	 FORMCHECKBOX 
  L7
	organizational policies with supervision focusing on results against organizational objectives


SPECIFIC ABILITIES: (list each one on a separate row)
Ability to:
	

	

	

	

	

	

	


	Please provide a brief job summary:

	The job of     is done for the purpose of

	

	

	

	

	

	

	

	

	

	

	

	

	


	WORKING CONDITIONS

	Consider the most demanding funcito of the job.  Indicate the frequency of exposure using the following scale:

	
	S
	Seldom – under 5% of work day
	F
	Frequent – from 1/3 to 2/3 of the time

	
	O
	Occasional – up to 1/3 of the time
	C
	Constant – over 2/3 of the time

	S
	O
	F
	C
	Physical

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Strength / Endurance (lifting, carrying, pushing, pulling, running and/or throwing)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Coordination (climbing and balance)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Body Movement (stooping, kneeling, crouching and/or crawling)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Upper Extremity (reaching, handling, fingering and/or feeling)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Temperatures & Moisture (extreme cold, heat, wet and/or humid conditions)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Exposure to Hazards (mechanical, explosives, chemicals, blood born pathogens, and/or contagious disease)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Exposure to Atmospheric Conditions (fumes, odors, gases, dust and/or poor ventilation)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Exposure to Likelihood of Injury

	Impact of Injury
	 FORMCHECKBOX 
  1 day
	 FORMCHECKBOX 
 1 5 days
	 FORMCHECKBOX 
  5-30 days
	 FORMCHECKBOX 
  excess of 30 days
	

	Body Position (% of Time)
	Standing________
	
	
	Walking________
	
	
	Sitting_____
	
	


	Worksheet

Physical & Environmental
	

	Employee:
	Sample Employee
	Custodian

	Supervisor:
	Employees Supervisor
	v2Job1010

	Reviewer:
	
	Last Review:
	

	Location:
	
	Evaluation Date:
	

	
	
	
	

	
	
	

	RATING SCALE
	S = seldom < 5% 
       or not present
	F = frequent <66%

	
	O = occasional <33%
	C = constant >66%

	Physical Demands

	S
	O
	F
	C
	Strength / Endurance
	
	S
	O
	F
	C
	Coordination

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Lifting
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Climbing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Carrying
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Balancing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Pushing
	
	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Pulling
	
	
	
	
	
	Talking

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Standing
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Conversations

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Walking
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Other Talking

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Sitting
	
	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	
	
	
	
	Hearing

	
	
	
	
	Body Movement
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Conversations

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Stooping
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Other Sounds

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Kneeling
	
	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Crouching
	
	
	
	
	
	Seeing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Crawling
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Acuity – Near

	
	
	
	
	Upper Extremity
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Acuity – Far

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Reaching
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Depth Perception

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Handling
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Color Vision

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Fingering
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Visual Accommodation

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Feeling
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Field of Vision

	Environmental Conditions

	S
	O
	F
	C
	
	
	S
	O
	F
	C
	Hazards

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Extreme Cold
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Mechanical

	
	
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Explosives

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Extreme Heat
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Electrical

	
	
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Radiant Energy

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Wet / Humid
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Burns

	
	
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Other Hazards

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Noise
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Atmospheric Conditions

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vibration
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Fumes

	
	
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Mists

	
	
	
	
	Percent of Time Spent
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Odors

	
	
	
	Inside
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Gases

	
	
	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Dusts Poor Ventilation

	
	
	
	Outside
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Other Atmospheric Hazards

	
	
	
	
	
	
	
	
	
	

	List of Protective

Clothing/Devices
	
	

	
	
	

	Comments:
	
	

	
	
	

	
	
	

	Next Review Date:
	
	


	KNOWLEDGE

	These factors evaluate the overall knowledge required to meet the minimum job performance standards.  selected level assumes the ability to perform at preceding levels.

	Math
	

	 FORMCHECKBOX 
  L1
	Basic math (addition, subtraction, multiplication and division).

	 FORMCHECKBOX 
  L2
	Basic math plus fractions, percents, and ratios.

	 FORMCHECKBOX 
  L3
	Basic math plus algebra and geometry.

	 FORMCHECKBOX 
  L4
	Advanced algebra, calculus and/or statistics.

	 FORMCHECKBOX 
  L5
	Perform highly-developed mathematical concepts.

	Language
	

	 FORMCHECKBOX 
  L1
	Ability to read instructions and speak correctly.

	 FORMCHECKBOX 
  L2
	Ability to read procedures and write complex sentences.

	 FORMCHECKBOX 
  L3
	Ability to read manuals; write documents in prescribed formats, and/or present before groups.

	 FORMCHECKBOX 
  L4
	Ability to read technical information, create and/or compose documents and/or facilitate group discussion.

	 FORMCHECKBOX 
  L5
	Ability to read technical journals, write technical materials, and/or speak persuasively to implement desired results.


	Reasoning

	 FORMCHECKBOX 
  L1
	Ability to apply common sense understanding to written and/or oral instructions.

	 FORMCHECKBOX 
  L2
	Ability to apply common sense understanding of multi-step written and/or oral instructions.

	 FORMCHECKBOX 
  L3
	Ability to apply common sense understanding of detailed multi-step instructions 

in a combination of written, oral and diagrammatic form.

	 FORMCHECKBOX 
  L4
	Ability to solve practical problems and deal with a variety of concrete variables.

	 FORMCHECKBOX 
  L5
	Ability to analyze situations to define and draw conclusions.


	EDUCATION

	 FORMCHECKBOX 
  L1
	Less than high school.

	 FORMCHECKBOX 
  L2
	High School diploma or equivalent.

	 FORMCHECKBOX 
  L3
	Targeted job related education meeting employer’s prerequisite.

	 FORMCHECKBOX 
  L4
	Community college and/or vocational degree

	 FORMCHECKBOX 
  L5
	Bachelors degree

	 FORMCHECKBOX 
  L6
	Masters degree

	 FORMCHECKBOX 
  L7
	Doctoral degree


Experience Equivalency: 

	


 SPECIFIC KNOWLEDGE: (list each item on a separate row)

Knowledge of:

	

	

	

	

	

	

	

	

	


SKILLS

These factors evaluate the prerequisite level of “Skills” required to meet t he minimum performance requirements of the job. Usually acquired through a combination of education and experience, the following factors, in combination, reflect the expertise to perform the job functions.

	EXPERTISE LEVEL:

	 FORMCHECKBOX 
  L1
	Single Basic Non-Technical Tasks.

	 FORMCHECKBOX 
  L2
	Multiple Basic Non-Technical Tasks. 

	 FORMCHECKBOX 
  L3
	Single Specialized and/or Technical Tasks.

	 FORMCHECKBOX 
  L4
	Multiple Specialized and/or Technical Tasks.

	 FORMCHECKBOX 
  L5
	Multiple Highly-Complex and Specialized and/or Technical Tasks.


	EXPERIENCE:

	 FORMCHECKBOX 
  L1
	No job related experience is a prerequisite.

	 FORMCHECKBOX 
  L2
	Some job related experience is desired.

	 FORMCHECKBOX 
  L3
	Some job related experience is required.

	 FORMCHECKBOX 
  L4
	Job related experience with increasing levels of responsibility is desired.

	 FORMCHECKBOX 
  L5
	Job related experience with increasing levels of responsibility is a prerequisite.

	 FORMCHECKBOX 
  L6
	Job related experience in specialized field is a prerequisitie. 

	 FORMCHECKBOX 
  L7
	Job related experience in specialized field with increasing levels of responsibility is a prerequisite.


Additional Experience Required:

	


UPGRADE SKILLS
The need to upgrade skills in relationship to working with data, equipment, and/or working with people in order to maintain an acceptable level of performance due to changing job conditions is

 FORMCHECKBOX 
  SELDOM
 FORMCHECKBOX 
  OCCASIONAL
 FORMCHECKBOX 
  FREQUENT
 FORMCHECKBOX 
  CONSTANT

SPECIFIC SKILLS: (list each one on a separate row)
Skills to:

	

	

	

	

	

	

	

	

	

	

	


Other Specialized Requirements, Clearances, Certificates, Licenses, etc.
	Department of Justice and FBI Fingerprint Response;
Valid California driver’s license and proof of automobile insurance;
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