Psyc 272 – Project #2 – Conducting a Job Analysis
(Suggested Length – 5 to 7 pages)
A job analysis identifies the important aspects of a job that distinguish it from other jobs.  The job analyst must describe in specific terms the nature of the tasks performed by workers on the job and the degree to which an employee is involved with data, people, and things.  Job analysis is a necessary first step in creating effective selection, training, and performance appraisal programs.

After reading the chapter on job analysis in the textbook, you will plan and conduct a job analysis of your own.

You may select a job found on or near the Knox campus.(Possible examples:  Librarian, Coach, Professor, Food Service Worker, Pizza Delivery Person, Head Resident, Security Guard), or you may select any job that you may have access to. Be sure to select a job that you can obtain information about through observation and/or interviews with job holders and others familiar with the job. 

You must choose an approach to job analysis from among the many that you have learned about in this course.  You job analysis report should structured as follows:

A. BACKGROUND – Begin with a brief explanation of what job analysis is and why it is a necessary procedure. What is the official title of the job you have selected for analysis, and why did you select this particular job?

B. METHODOLOGY - You will describe the procedures you used to collect data and explain why these were the most appropriate ones to use for your analysis.   Describe your methodology IN DETAIL.  Where was it done?  When was it done?  Exactly which procedure did you use?  Did you interview subject-matter experts (SMEs)? Did you observe job incumbents? Was your analysis based upon your actual job participation/experience?  Did you use a standardized job analysis method such as the PAQ (if so, describe it).

C. TASK STATEMENTS - Write a series of task statements, carefully following the guidelines discussed in the textbook.  Also, rate each task statement on its criticality to the job.

D. DETERMINE THE ESSENTIAL KSAOs

E. WRITE A JOB DESCRIPTION

F. PROVIDE THE O*NET CODE FOR THE JOB YOU ANALYZED, OR THE MOST SIMILAR JOB THAT YOU CAN FIND ON THE OCCUPATIONAL INFORMATION NETWORK AT http://www.occupationalinfo.org/onet/
