Job Analysis
Questions to be asked
Job responsibilities
What are specific tasks
What responsibilities are most demanding
Which responsibilities are most important
Which responsibilities take up most of the time or are performed most often
What decisions have to be made
What are the consequences if an error is committed
With what positions are communication and coordination required
With what outside contacts are communication and coordination required
What organizational purpose do these responsibilities serve
What special knowledge, skill, training, and abilities are required to perform these responsibilities
Authority
To what position does this job report
What other positions are equivalent to it
What positions report directly to this job (supervisory responsibilities)
Demographics
How many employees are supervised and at what levels
What is the budget for payroll and operations
Job environment
What tools or special equipment are employed
What special difficulties or hazards are present
What physical activity is required to perform the tasks

