	JOB ANALYSIS PROCESS CHECKLIST

(This is not an OFFICIAL document.  This checklist references information contained in the web document “Job Analysis in the AMEDD”, which is located at http://www.cs.amedd.army.mil/simcenter/job_analysis_in_the_amedd.htm)

	INSTRUCTIONS:  Job proponent should initiate the Job Analysis Process Checklist once a requirement to conduct a job analysis has been identified.  The Training Developer would then use this checklist as a working document, updating items 1 – 5 as necessary.  It is recommended that the job analysis process checklist working document and supporting information be reviewed and submitted for validation periodically by a DASQA Advisor.  Additionally, this checklist should be maintained until a requirement to conduct a new job analysis has been identified and a new job analysis process checklist initiated.

	1.  Job or Duty Position Analyzed:

     
	2.  Date of Last Job Analysis: 

     
	3.  Current Date:

     

	4.  Select all that apply and provide the date of completion:

	Has Completed CTS
	Individual
	Date Completed

	 FORMCHECKBOX 

	Branch Chief
	     

	 FORMCHECKBOX 

	Instructional Systems Specialist
	     

	 FORMCHECKBOX 

	Board President
	     

	5.  Update the status as appropriate for each task:

	Task
	Reference
	Status

	01
Develop/update the target audience description.
	1-4g
	     

	02
Conduct job research.
	1-4h
	     

	
02.01
Required literature.
	1-4h(1)
	Completed:   FORMCHECKBOX 


	
02.02
Local ASAT database and Reimer Digital Library.
	1-4h(2)
	Completed:   FORMCHECKBOX 


	
02.03
Equipment.
	1-4h(3)
	Completed:   FORMCHECKBOX 


	
02.04
SME Input.
	1-4h(4)
	Completed:   FORMCHECKBOX 


	03
Create the total task inventory.
	1-5a
	     

	
03.01
Extract the tasks from the references, e.g., mission analysis data, collective task analysis data, FMs, and TMs.  Include the tasks identified by the SMEs.
	1-5a(2)
	Completed:   FORMCHECKBOX 


	
03.02
Organize total task inventory into subject areas and assign item numbers to individual tasks.
	1-5b
	Completed:   FORMCHECKBOX 


	DASQA Validation
	
	     

	04
Conduct a job analysis survey.
	1-6
	     

	
04.01
Build the survey.
	1-6a
	     

	
04.02
Select the model.
	1-6d
	     

	
04.03
Prepare/update the project management plan.
	1-6e
	     

	
04.04
Select the type of survey to conduct.
	1-6f
	Field
	Local

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
04.05
Construct the job analysis survey.
	1-6g
	     

	
04.06
Determine how to administer the survey.
	1-6h
	     

	
04.07
Administer the survey.
	1-6i
	     

	
04.08
Compile task performance data.
	1-6j
	     

	DASQA Validation
	
	     

	05
Select critical individual tasks.
	1-7
	     

	
05.01
Prepare the survey results.
	1-7b
	     

	
05.02
Select method of critical task nomination.
	1-7c
	Internal Review
	CTSS Survey
	CTSS Board

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
05.03
Select SMEs.
	1-7d
	     

	
05.04
Prepare SME assignment letters.
	1-7e
	     

	
05.05
Provide critical task and site selection nomination SOP guidance.
	1-7g
	     

	
05.06
Coordinate/acquire site or services.
	1-7h
	     

	
05.07
Coordinate briefings.
	1-7j
	     

	

05.07.01
Threat situation
	1-7j(1)
	     

	

05.07.02
Distance Learning services
	1-7j(2)
	     

	

05.07.03
Information Technology products
	1-7j(3)
	     

	

05.07.04
TADSS products
	1-7j(4)
	     

	DASQA Validation
	
	     

	
05.08
Conduct the critical task and site selection activity.
	1-7l
	     

	06
Obtain critical individual task approval.
	1-8
	     

	
06.01
Prepare the task list and minutes.
	1-8b
	     

	
06.02
Prepare a memorandum for the approval authority’s signature.
	1-8c
	     

	07
Distribute the approved critical task list.
	1-8d
	     

	08
Update task list based on individual task findings.
	1-9
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