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This booklet describes Job Analysis for Continuous

Improvement (JACI), a five-step process incorporating strategic
planning, job task identification, needs assessment, solutions, and
evaluation. The JACI was developed as a result of a collaboration
between the Minnesota Technical College System and 3M's Corporate

Plant Engineering Services Division. The booklet outlines each of the

steps in the job analysis process and lists its uses, outputs, and
benefits. A sample job task identification chart for the occupation
of secretary is included. {(MN)

dedededkh hk feh R A de R R A dh Ak hR Rk ki kit d dodode ek ok deded e de dede e e dede b e e e ke ek e ek ok

E

Reproductions supplied by EDRS are the best that can be made

from the origiral document.

*
*

Fehkkkidobrk ki kdbtdhhkdhkhkhrh ki rhrhrdh ko drhhdhdhhidnkhhhtihiit



RS
&

e .
JOB ANALYSIS FOR

: & CONTINUOUS IMPROVEMENT »
-3
I~
=
=
Job Anatysis for Continuous Improvement
Evalusijon LT ' Ph|:l|l
b Organization U'S DEPARTWENT OF EDUCATION
. LN AT I TP E T Lt il Llhel okl S
T IR ::' llrl:tlh. 1 jnnm\l(_;:["ﬁygﬂ((é?mn\nMATlfW
en 0 [l
Solutions .‘ . .jy.,‘ A amerl has bePr TRpoiu BT A%
v ey 1OM TR petsen neooegantEabeee
Magmalny b
P Needs Amemement i i
-_ l'...n!\|‘wl’n:;_o'-i‘-ll;'r“"_‘_!";":‘r';"'“""“ a
B T T 2T L LLURRA
OF A st 0 oty
PERMIESION TO REPRODUCE "5
MATERIAL HANY PEEN GHRANTED BY
.- j». PO | - -
! ! -
VR E AV
, 10 THE EDUCATIONAL RESOURCES
Needs Assessment I/ S INFORMATION ENTER L RICH
-
Job Task Identification |, // ’
N Strategic Planning _]
-
~ /
{n '
Y __ _
Q Willlmn E, Welse Barliara A Herriann
"3 Assiciate Yiee Chancelior Inxtruetlonal Dm_lrgn & Delivery Speclallst
Minnesota Technleal College Sysiem Mininesola Techideal College SJ'“F"
V] (612) 2960668 9 (612) 29G-3092

BEST COPY AVAILABLE




g

@@@

Job Analysls for Continurns |mprooetean

I Strategic Planning
e
O

Department/Team
b Mission/Vision
> Goaly

* Action Plon

Jab Anabyid for Continnssd Linprevimont
I Job Task Identification

Charting -

[Verification |
Consensus O
| Valldatlon |

Library |

| Levels of Job Description |

\ Job Title
N Working Definition

JOB TASK IDENTIFICATION

= —

] e LT T T

Mintesota Technical College Sysiem




S —_
JOB ANALYSIS FOR
~® CONTINUOUS IMPROVEMENT ™

R ——

Job Analysis for Continwous Improvement

P 1eh Taak
¥ taemtifcution

Job Analysis for Continuous Improvement is
a five-step process incorporating Strategic
Planning, Job Task Identification, Needs
Assessment, Solutions, and Evaluation.

The Job Analysis for Continuous
Improvement process is the result of a two
and one-half year collaboration between the
Minnesota Technical College System and
3M's Corporate Plant Engineering Services
Division. The projeci started as an effort to
identity plant maintenance training needs.
The result of the collaboration is a five-step
process for continuous improvement f ¢ both
private and public sector organizations.

l Strategic Planning

The five slep process begins with srraregic
planning. The strategic plan sets the tone and
lramewark for job analysls. Included are the
mission, vislon, values, goals, and action
plan for the organization. It is important that
tralning be included as one of the
organizational goals,

IJob Task Identification

Job task identification is the second step of
the process and key to the collection of data
on the jobs to be analyzed. During job task
identification a committee of expert workers
develops a working definition along with the
duties and tasks for the job. The team of
experts also identifizs the knowledge, sKills,
behaviors, attitudes, terminology, special
equipment, and safety requirements as they
relate to the key tasks within each duty area.
The output is a job task identification chart.
Other employees performing the same or
sitnilar jobs verify the chart. The leadership
of the organization reviews the chart in view
of regulatory mandates and the long-range
plans for the job and the organization. The
leaders and the expert workers agree upon a
job task identification consensus.

l Needs Assessment

The needs assessment uses data from the job
task analysis consensus chart to identify the
needs of individual workers and the
organization, The purpose of the needs
assessment Is to identify the preferred level
of competence needed to perform the job,
evalunie Uye level of competence of individual
employeas or applicants for this job,
determine the gap between preferred and
(ndividual compelence, and analyze the
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resulting data. Once these data have been
gathered and analyzed, an individual training
plan is developed for the employee. In
addition, the compilation of the individual
gaps can be used o determine the training
needs of the organization.

' Solutions

The fourth step of the process involves
identifying solurions 1o address the needs
identified in the needs assessment. First,
training and non-training problems must be
addressed. For those problems appropriately
addressed by training, a search for resources
within the organization. training offered by
vendors, and training offered by higher
education institutions is made. If no existing
training resource can be identified to address
a need, a training task analysis is completed
to identify the steps for each task on the job
task identification chart for this job. The
curriculum can then be designed with valid
input.

I Evaluation

Evaluation is an ongoing and continuous part
of the job analysis process. Evaluation is
tied back to the strategic plan through the
organizational goals. It is aiso tied back to
the needs assessment to see if the needed
skills and competencies are being attained by
individual employees.

For more information on Job Analysis for
Continuous Improvemeni contact:

Bill Weiser, Associate Vice Chancellor
Minnesota Technicael College System
361 Capitol Square Building

550 Cedar Street

St. Paul, MN 55101

Phone: 612-296-0668

FAX: 612-296-4217
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Job Task Identification Chart for

Secretary
Expert Committee: Facilitator:
Barbara Miller Barbara Herrmann
Linda Neudahl
Barbara Peterson
Site: Dates:
State Board of Created:  August 26, 1993
Technical Colleges Verified: Not completed

Consensus: Not completed
Validated: Not completed
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JOB TASK IDENTIFICATION CHART

Jals: Secretery

Ste-  State Boand of Techmesl Collegea, Capilul Sy Bhlg.
430 Cedar Sigeet, 51 Paul. MN 55101

Facilitatar(u: Batar llermuann

Dote: Auguss 26, 199)

WORKING DEAMITION:

A Secretary provices suppoet 1o uslt
ing wrilten communi
Insks, and gecving sa B mether off & eam L xccomplit

i

nf the arganization.

Minnesota E Techaical College System

Dutics < Task:
I
Provide internal/ Demonatrate Exhihit Answer requests | Screen czlle Retnn nxxsapes Greet customeen
external customer human relstons profesaaualise
service rkills A~} A-2 3 A4 AS A
Aanage ullice Onler supplies Answer phone Sel priwritiey Maintain Maiatatn oftive Prucess forms Oversee hudget Inmervice new Support Setup specialized
requasts filing equirment employecr mestingr Sumniyncabuns
B-1 82 *B-3 | wystem B4 B5 84 B-7 B3 | (minutex)  B-9 10
Produce wniten Furmat reparts Compose mewos Design Keyboard Prepare vontracts | Duplicate wnfisn
(LTI e R specialized letters communicatinns
-1 *C-2 | formats c3 C4 C.5 Ca
Perform sehedubing Set up interaal Set up vyiemal Mapintain Make travel Update E-niail
whvibies meelings meelingy k ar
-l b-2 D3 D4 D-5
Process snail Sort incoming Route masl Muinlud sl Process outgning Preparr Send FAX
maid log mail spevialized cuail
SE-t BE-2 E-3 E-4 E-5 E+b
Assess own stafl Awveys own Complete (raimng Apply for raimng | Attend training Fraluate traming
develipment training weeds plan
*F-t F-2 F-3 F4 F.5

“Key tasks are in bald
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I Secretari I

[[SKILLS AND KNOWLEDGE

Computer skills QS applicatons
Windows applications Keyboarding
Word processing Transcription
Composing lettensimenmosfreports Communication skills
| Lastening skills (oral and written)
Decision making skills Public relatons xkills
R Orgimuzanon skills Interpersunal skills
Telephone technigues Basic math skills
L Proolreading skills Adding Subtraction
Time management skills Multiplication ~ Division

Percentage

BEHAVIORS/TRAITS/ATTITUDES

Team player Work independemly
Common seise Adaptable

Posmtive atiuiude Sell-directed

Cooperative Assentive

Fleaable Canscientions

Sell-sarter Dependable

Sense ol lnmor Conlidenuality

Dedhcated Anticipate long-term needs

TOOLS AND EQUIPMENT

[BM or compatible computer Printer
Copy maclme Caloudator
Electnic lypewnier Yoice mail
Fax

[ TERMINOLOGY AND ACRONYMS
PC - Personal Compuler FAX - lacsimile

E-Mail - Electronic Mail DOS - Disk Opcraling System
¥ IBM - lntemationad Business Machines FYI - For Your Inflormation
ASAP - As Soon As Possible CC - Courtesy Copy
UPS - United Parcel Service FedEx - Federal Express

REQUIRED SAFETY CONSIDERATIONS
Ergonomics Carpal Tunnel Syndrome
Eye Strin Lifiing
| Employee Right w Know
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