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Job Analysis Worksheet for Tasks 
 

Importance Scale  Frequency  
How important is this task to the job?  How often is the task performed?  
0 = Not Performed  0 = Not Performed  
1 = Not Important  1 = Every few months to yearly  
2 = Somewhat Important  2 = Every few weeks to monthly  
3 = Important  3 = Every few days to weekly  
4 = Very Important  4 = Every few hours to daily  
5 = Extremely Important  5 = Hourly to many times each hour  

 
 

Task Source Importance Frequency 
Serve as a consultant and advisor to managers, employees, 
and lower level HR representatives on all phases of the 
recruitment and placement process. 

Position 
Description 
Template 

  

Provide guidance on the interpretation of Federal laws and 
regulations, and agency-specific policies and procedures. 

Position 
Description 
Template 

  

Identify problems, evaluate alternatives, and make 
recommendations to improve recruitment efforts for hard-to-
fill positions and to attract highly-qualified individuals. 

Position 
Description 
Template 

  

Develop multiple recruitment strategies utilizing various 
hiring flexibilities. 

Position 
Description 
Template 

  

Develop short- and long-range staffing plans to meet current 
and forecasted mission requirements, turnover and retirement 
projections, and changes in mission-critical competencies. 

Position 
Description 
Template 

  

Conduct, or advise hiring officials on the development of, job 
analyses for a wide variety of complex positions using 
research, interview, observation, and analytical techniques. 

Position 
Description 
Template 

  

Develop rating and ranking factors, and if necessary selective 
factors, and advise on the development of crediting plans or 
other assessment criteria for use in the evaluation of qualified 
applicants. 

Position 
Description 
Template 

  

Prepare vacancy or job opportunity announcements, receive 
applications, determine applicants’ eligibility and 
qualifications, and rate applicants or conduct subject matter 
expert rating panels. 

Position 
Description 
Template 

  

Rank candidates based on competitive examining or merit 
promotion procedures and refer highly-qualified candidates 
for selection. 

Position 
Description 
Template 
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Task Source Importance Frequency 
Review job analyses, promotion and placement products, and 
promotion and referral certificates to ensure all statutory and 
regulatory compliance requirements have been met. 

Position 
Description 
Template 

  

[Insert additional position-specific tasks, if any.] 
 
 

   

 
 
 

   

 
 
 
 
Signature:_______________________________________________________________  

Title:___________________________________________________________________  

Date:___________________________________________________________________  

 
 


