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Job Analysis Tool

Instructions
TAB to move past the instructions to the form. The form begins on Page 2.

Purpose


To be used by HR for preparing job vacancy announcements and to make qualification determinations on non-competitive actions

What to do
· Determine type of action

· Determine title, series, and level

· Complete Decision Tool

Information you’ll need

 FORMCHECKBOX 

· Three to five major duties and responsibilities of the position

· (Optional) One to five related Knowledge, Skills, and Abilities (KSAs)

· (Optional) Selective Factor(s)

· (Optional) Quality Ranking Factor(s)

What to document
These documents should be forwarded to the HRMD to be filed in the employee’s personnel folder (OPF) and the Merit Promotion case file.

· Completed Decision Tool

Other tools & resources
· FAA Compensation Plan: Manager’s Guide

· Job Documentation Package

Printing the form   FORMCHECKBOX 

To print the form without the instructions:

· Select Print from the File menu

· Start printing on Page 2

Job Analysis Tool

Type of Action: (Check one below)
IPPS No:       

 FORMCHECKBOX 
 New hire
 FORMCHECKBOX 
 Promotion
 FORMCHECKBOX 
 Temporary Promotion                     Reassignment 
 FORMCHECKBOX 
 Demotion
 FORMCHECKBOX 
 Detail

Job title:      

Series:         
Category:      
Level:      
Pay Band:      

Duties and Responsibilities:       

KSAs: (List each item)

·      
·      
·      
·      
·      

Optional: Selective Factor/Quality Ranking Factor(s): (List each item)

·      
·      
·      
·      
·      

Who signs off




Authorizing Official
HR Review
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