Job Needs Analysis Worksheet 
1. What are you hoping to accomplish?

___Fill a vacancy

___Update current positions description (reclass or base adjustment)

___New Position

2. What has changed in the department, office, or section that you believe makes this personnel change necessary?

· Have new tasks and/or processes been added, deleted, expanded?

· What is not getting done?

· What can we stop doing?

______________________________________________________________________________________________________________________________________________________________________________________________________

3. What are the key responsibilities of the position? (Answer this question as if you were preparing the main categories for the new positions description.)

· What skills are required?

· What background is ideal?

______________________________________________________________________________________________________________________________________________________________________________________________________

4. How do the responsibilities for this position relate to the priorities and objectives of the department, office, or section?

______________________________________________________________________________________________________________________________________________________________________________________________________

5. How is this position different from other positions in the department, office or section?

· Are there similar positions in your area or other local organizations?

· How will this change, affect work operations, workload of others, and overall work environment?

· When a peak workload period is over, will there be sufficient work for this position?

· How will this change affect other sections in your organization?

______________________________________________________________________________________________________________________________________________________________________________________________________

6. If this function were not being performed today, would the department, office, section start it? How would such a function be justified?

______________________________________________________________________________________________________________________________________________________________________________________________________

7. How does the position description differ from how we do things now?

· What opportunities does the opening/proposed change present for restructuring?

· What opportunities would this change present for other staff?

______________________________________________________________________________________________________________________________________________________________________________________________________

8. What would happen if this position is not filled/changed?

· How is the work getting done now?

______________________________________________________________________________________________________________________________________________________________________________________________________

9. How could the workload of this position be shifted to other positions that do similar or parallel work?

· What are the pros and cons of each alternative?

______________________________________________________________________________________________________________________________________________________________________________________________________

10. Are there statutory requirements and/or administrative policies that require that the function continue to be staffed? 

______________________________________________________________________________________________________________________________________________________________________________________________________

11. How will the position be funded, both for this financial year and on a long-term basis?

· How will this change affect your budget?

______________________________________________________________________________________________________________________________________________________________________________________________________

12. Where does this position belong on the organizational chart?

(Attach org. chart and draw in position.)

13. Who would need to know about this change, if made?

______________________________________________________________________________________________________________________________________________________________________________________________________

14. How and when will we evaluate that this change was a good decision?

______________________________________________________________________________________________________________________________________________________________________________________________________

15. Based on this analysis, what do you believe to be the title and/or classification?

Paid Staff:

Proposed Title  ___________________________________________________

Working Title ________________________________________________________

Volunteer Staff:
Proposed Title________________________________________________

Working Title ________________________________________________________

Any other comments/ notes
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