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From Job
Analysis to

Job
Description

¢ Job Analysis

Systematic study of a
job to identity the work
performed and the
qualities needed to
perform the work
successfully =
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¢ Job Analysis
From Job We typically identity
Analysis to tasks and knowledge,
Y
skills, and abillities
Job (KSAs)

Description
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Q Typical Job Description Elements

¢ How would you describe the job in
30 words or less?

¢ The overall responsibilities

Responsibilities are not functions,

duties, or tasks
e Physical Demands |

¢ Definition or Purpose

e Distinguishing Characteristics

e Supervision Received/Exercised

e Working Conditions

. Responsibilities (highest level;
e Essential Functions/Dufties describes the job in broadest terms)

e Marginal Duties 2. Functions or duties (describes main

e Minimum Qualifications areas of the job)
S Blreiciied) o Bedlielsle 3. Job tasks (individual components of

Qualifications a duty)




CITY OF ANYTOWN
Class Title: POLICE SERGEANT

Salary: $7,570.33 - $11,184.82 Monthly (281)

Class specifications are only intended to present a descriptive summary of the range of duties and responsibilities associared with
specified positions. Therefore, specifications may nef include all duties performed by individuals within a classification. In
addition, specifications are intended to outline the mintmum qualifications necessary for entry tnto the class and do not necessarily
convey the qualifications of incumbents within the position.

DEFINITION:

Under direction. coordinates and supervises the activities and operations of a team of police employees,
program. or function of the Police Department, to include patrol, traffic control. investigations, community
improvement, and administrative or support services: implements departmental policies and procedures;
coordinates activities with other divisions, units, City departments, outside agencies, and organizations;
performs the more difficult and responsible law enforcement and erime prevention supervision and planning;
performs other related duties as required.

DISTINGUISHING CHARACTERISTICS:

The Police Sergeant is the supervisory level class responsible for administrative, supervisory. and technical
duties in leading program level functions within the department. Employees in this class supervise line-level
employees or program unit, and provide leadership for ongoing law enforcement. erime prevention and
investigative and administrative activities. This classification is distinguished from the next higher
classification of Police Lieutenant in that the latter is a mid-level manager responsible for the performance of
multiple teams and complex department management duties.

SUPERVISION RECEIVED/EXERCISED:

Receives direction from a Police Lieutenant. Exercises direct and indirect supervision over sworn and non-
swomn personnel.

ESSENTIAL FUNCTIONS: (include but are not limited to the following)

» Accepts supervisory responsibility for activities, operations, and services of an assigned program area,
including patrol. traffic control. investigations, code enforcement. and administrative or support services;
supervises and participates in investigative and field patrol work, including responding to the scene of
incidents to render assistance to Officers and oversee their activities, and coordinating activities with other
agencies.

» Establishes or revises priorities, work methods and activities. and the allocation of assigned personnel and
equipment in response to calls for service and changes in resources or department needs: evaluates
situations and determines if specialized personnel or other resources are needed and how they should be
utilized: analyzes crime and accident statistics and reports to identify crime and accident patterns and
develop strategies to maintain a state of readiness.




Q Typical Job Description Elements

DEFINITION:

Under direction. coordinates and supervises the activities and operations of a team of police employees,
program, or function of the Police Department. to include patrol, traffic control, investigations, community
improvement, and administrative or support services: implements departmental policies and procedures;
coordinates activities with other divisions, units, City departments, outside agencies, and organizations;
performs the more difficult and responsible law enforcement and crime prevention supervision and planning;
performs other related duties as required.




Q Typical Job Description Elements

e Definition or Purpose

e Distinguishing Characteristics ¢ What .dISﬁr?QUISh.es fhis jobo from
" : : other jobs in a hierarchy
e Supervision Received/Exercised
Entry level

e Working Conditions

: Journey level
e Physical Demands

: , : First level supervisor
e Essential Functions/Duties

e Marginal Duties

e Minimum Qualifications

e Preferred or Desirable
Qualifications




Q Typical Job Description Elements

e Definition or Purpose
e Distinguishing Characteristics

e Supervision Received/Exercised ¢ Works under:
Close supervision

e Working Conditions

e Physical Demands General supervision

e Essential Functions/Duties Direction

e Marginal Duties General Direction

e Minimum Qualifications ¢ Supervises others

e Preferred or Desirable
Qualifications




Q Typical Job Description Elements

¢ Physical environment
Typical office environment

e Definition or Purpose

e Distinguishing Characteristics
Outdoors in all weather

conditions

¢ Other condifions that
may affect an

e Essential Functions/Duties individual's ability to

e Marginal Duties perform the job

e Minimum Qualifications Exposure to noise,
e Preferred or Desirable chemicals, dust, risk of

Qualifications electric shock, etc.

e Supervision Received/Exercised

e Working Conditions

e Physical Demands




Q Typical Job Description Elements

o Beiiinfien e MuRess ¢ This information is

e Distinguishing Characteristics gathered through job
e Supervision Received/Exercised observation

e Working Conditions

e Physical Demands ¢ Be sure that

o Essential Functions/Duties employees must .
perform the essential S8
functions under these e
conditions

e Marginal Duties

e Minimum Qualifications

e Preferred or Desirable
Qualifications




e Definition or Purpose

e Distinguishing Characteristics

e Supervision Received/Exercised
e Working Conditions

e Physical Demands

e Essential Functions/Duties

e Marginal Duties

e Minimum Qualifications

e Preferred or Desirable
Qualifications

Q Typical Job Description Elements

& Describes physical and sensory
abilities needed

Standing

Sitting

Lifting

Climbing

Reaching with the arms

Seeing at close range
Differentiating colors




Q Typical Job Description Elements

e Definition or Purpose
« Distinguishing Characteristics ¢ This information is best gathered

e Supervision Received/Exercised through job observation as well

e Working Conditions o
& Be sure that these abllities are

absolutely nheeded for performing
the essential functions

e Physical Demands

e Essential Functions/Duties

e Marginal Duties
e Minimum Qualifications

e Preferred or Desirable

Qualifications




@ Functions/Duties

e Definition or Purpose
e Distinguishing Characteristics

e Supervision Received/Exercised

e Working Conditions

e Physical Demands

e Essential Functions/Duties
e Marginal Duties

e Minimum Qualifications

e Preferred or Desirable
Qualifications

® A segment of work consisting of
multiple tasks. Known as a function,
duty, or work behavior.

“Supervise employees performing daily
accounts payable and receivable
duties.”

¢ Usually4to é

# Derived from the most important
tasks identified in our job analysis




@ Job Tasks

¢ A taskis a component in the
performance of a duty or function

¢ Duties/functions usually consist of
multiple tasks




Q Functions/Duties vs Tasks
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@ Functions/Duties vs Tasks

ESSENTIAL FUNCTIONS: (include but are not limited to the following)

e Accepts supervisory responsibility for activities, operations, and services of an assigned program area,

Composed of including patrol, traffic control. investigations, code enforcement. and administrative or support services;

supervisory-related - supervises and participates in investigative and field patrol work, including responding to the scene of

tasks. incidents to render assistance to Officers and oversee their activities. and coordinating activities with other
agencies,

e Establishes or revises priorities, work methods and activities, and the allocation of assigned personnel and

Composed of equipment in response to calls for service and changes in resources or department needs: evaluates

management-related - situations and determines if specialized personnel or other resources are needed and how they should be
utilized: analyzes crime and accident statistics and reports to identify crime and accident patterns and

develop strategies to maintain a state of readiness.

tasks.




e Definition or Purpose
e Distinguishing Characteristics

e Supervision Received/Exercised

e Working Conditions

e Physical Demands

e Essential Functions/Duties
e Marginal Duties

e Minimum Qualifications

e Preferred or Desirable
Qualifications

@ Essential Functions -What makes them essential?

& Fundamental duties

¢ The work performed is why the job
exists

¢ Consequences of error to other
aspects of the job, or to other jobs

¢ Performed with some regularity
(Daily, Weekly, Monthly)

¢ Significant time spent on these
duties




@ Which tasks will make up our essential functions?

Task

Frequency

Importance

Research policies, state laws, and local ordinances using various written
and electronic sources to gather information needed to plan work, solve
problems, or provide guidance to others.

Daily to
Weekly

Critical

Review forms, applications, correspondence, and various printed or
electronic documents to obtain the specific information needed to
conduct analyses or make decisions.

L~

Daily

¥-

.

Ve
Important

Review forms, applications, and filings to determine if all required
information and supporting documentation has been provided.

Weekly to
monthly

Critical

\

Monthly to

Review maps to locate and gather information regarding the locations of Somewhat
. . . : every few Important

properties, comparable properties, or business operations. Months P

e ——

Review property statements to obtain the information necessary to perform (’ Daily Critical

of verify an assessment. SN—

Conduct physical inspection of assessee facilities, equipment, and other rEn"oerg}[’kfse}r’é important

property, when records are not available or are incomplete. yearly

Research transactions related to a property such as sales, leases, and Weekly to | Somewhat

assessments using department and public records. Monthly Important




@ Marginal Duties

e Definition or Purpose

e Distinguishing Characteristics

e Supervision Received/Exercised
e Working Conditions

e Physical Demands

e Essential Functions/Duties

e Marginal Duties

e Minimum Qualifications

e Preferred or Desirable
Qualifications

Not fundamental to the job
May be performed rarely

May be performed regularly but
with low consequences of error

Could be assignhed to employees in
another job

Also derived from the tasks
identified in our job analysis




@ Marginal Duties

e Definition or Purpose

e Distinguishing Characteristics

e Supervision Received/Exercised

e Working Conditions ¢ Tasks that are lower in importance

v Fhysicel Dignnelnck @& Tasks that are important but not

e Essential Functions/Duties frequently performed
e Marginal Duties

e Minimum Qualifications

e Preferred or Desirable
Qualifications




@ Which tasks will make up our marginal duties?

Task Frequency | Importance
Research policies, state laws, and local ordinances using various written .

) . - Daily to Critical
and electronic sources to gather information needed to plan work, solve Weekly
problems, or provide guidance to others.
Review forms, applications, correspondence, and various printed or

. . e . Dail Very

electronic documents to obtain the specific information needed to aily Important
conduct analyses or make decisions.
Review forms, applications, and filings to determine if all required Weekly to Critical
i i i i i monthly
information and supporting documentation has been provided.
Review maps to locate and gather information regarding the locations of esg:;‘%w Somewhat
properties, comparable properties, or business operations. @s Important
Review property statements to obtain the information necessary to perform Daily Critical
of verify an assessment. [ ————
Conduct physical inspection of assessee facilities, equipment, and other /rEr;”gg}[’kfse}r’é important
property, when records are not available or are incomplete. : éeorly
Research transactions related to a property such as sales, leases, and Weekly to | Somewhat

assessments using department and public records.

N\

A"

Monthl
\Y

mecricn




@ Minimum Qualifications

e Definition or Purpose ¢ Sometimesreferred to as “job
e Distinguishing Characteristics specifications”
e Supervision Received/Exercised KSAs (may be listed separately)
e Working Conditions Education
e Physical Demands ,
Experience

e Essential Functions/Duties

e Marginal Duties Licenses & certifications

e Minimum Qualifications ¢ “"Minimum” because they represent
5 Eicitznie) e Prdiels: the qualities of a minimally-
Qualifications acceptable applicant/candidate




@ Which KSAs will be minimum qualifications?

KSA Importance Needgd
_—————upon Hire

Knowledge of general accounting principles and procedures. < Critical Yes

Knowledge of basic statistics (e.g., mean, median, standard deviation, percen’riles)< Critical Yes

to analyze and interpret business financial, market, or other numerical data. —~

Knowledge of methods of estimating depreciation. Important No

Skill to identify the specific information needed to plan work, conduct an analysis, Very No

solve a problem, or make a decision or recommendation. Important

Skill to compile numerical data and other information from multiple sources as </Criﬂw| Yes

needed for analysis and to identify issues, draw conclusions, or solve problems. L

Skill to review data onq mfprmo’non go’r-her.e(.j jro assess quality, accuracy, . kw—-ﬂ

completeness, and reliability to determine if it is sufficient for conducting an onoly5|s< Important Yes

or making a particular decision or recommendation. SN— -~

Ability to interpret the intent, meaning, and scope of specific laws, rules, Important N

regulations, codes, or policies to determine their applicability to specific issues.

Ability to apply policies, laws, rules, regulations, or standards to a specific situation Very No

or set of facts to solve problems and make decisions and recommendations. Important




@ Minimum Qualifications

e Definition or Purpose

e Distinguishing Characterisfics # Using the KSAs identified in a job
e Supervision Received/Exercised analysis helps us to avoid using
e Working Conditions ambiguous terms or buzzwords as

e Physical Demands qualifications:

e Essential Functions/Duties “Must be a team-player”
 Marginal Duties “Must be a self-starter”
e Minimum Qualifications

e Preferred or Desirable
Qualifications




@ Minimum Qualifications

e Definifi P
eTiniton or Furpose ¢ Don't define the Type of person you

are looking for, but rather, the
e Supervision Received/Exercised attributes someone should have:

e Distinguishing Characteristics

e Working Conditions

“Ability to work cooperatively with
e Physical Demands others in a team environment”

Tl )
» Essential Functions/Duties Must be able to take initiative in

e Marginal Duties making decisions and solving
e Minimum Qualifications problems”

e Preferred or Desirable
Qualifications




@ Education and Experience

e Definition or Purpose

e Distinguishing Characteristics

e Supervision Received/Exercised

e Working Conditions ¢ |dentify the types and amount of
e Physical Demands education and experience that
would have enabled someone to
gain the minimum KSAs

e Essential Functions/Duties

e Marginal Duties
e Minimum Qualifications

e Preferred or Desirable
Qualifications




@ Education and Experience

KSA Importance Needgd
_—————upon Hire

Knowledge of general accounting principles and procedures. < Critical Yes

Knowledge of basic statistics (e.g., mean, median, standard deviation, percentiles) < Critical Yes

to analyze and interpret business financial, market, or other numerical data. —~

Knowledge of methods of estimating depreciation. Important No

Skill to identify the specific information needed to plan work, conduct an analysis, Very No

solve a problem, or make a decision or recommendation. Important

Skill to compile numerical data and other information from multiple sources as </Criﬂ cal Yes

needed for analysis and to identify issues, draw conclusions, or solve problems. L

Skill to review data and information gathered to assess quality, accuracy, ?—-<

completeness, and reliability to determine if it is sufficient for conducting an analysis( |mp§r%m Yes

or making a particular decision or recommendation. SN— -~

Ability to interpret the intent, meaning, and scope of specific laws, rules, Important N

regulations, codes, or policies to determine their applicability to specific issues.

Ability to apply policies, laws, rules, regulations, or standards to a specific situation Very No

or set of facts to solve problems and make decisions and recommendations. Important




@ Education and Experience

e Definition or Purpose

e Distinguishing Characteristics

e Supervision Received/Exercised

e Working Conditions ¢ The task results can also help you

e Physical Demands identify appropriate types and

e Essential Functions/Duties C'mo.um of eXpe.”ence an
applicant/candidate should possess

e Marginal Duties
e Minimum Qualifications

e Preferred or Desirable
Qualifications




Which tasks could we use for education and

experience requirements?

Task

Frequency

Importance

Research policies, state laws, and local ordinances using various written
and electronic sources to gather information needed to plan work, solve
problems, or provide guidance to others.

Daily to
Weekly

Critical

Review forms, applications, correspondence, and various printed or
electronic documents to obtain the specific information needed to conduci(
analyses or make decisions.

L~

Daily

¥-

.

Ve )
Important

Review forms, applications, and filings to determine if all required

N

3. . t g i Weekm’ro Crifical
information and supporting documentation has been provided. monthly A

4 | Review maps to locate and gather information regarding the locations of Aé\\?g:;]%\t\? Somewhat
properties, comparable properties, or business operations. Months Important

e ——

5 Review property statements to obtain the information necessary to perform (’ Daily Critical

of verify an assessment. SN—
; ; : i ; Every few

6 Conduct physical inspection of assessee fOC|I|T|e§, equipment, and other months 1o important
property, when records are not available or are incomplete. yearly

7 Research transactions related to a property such as sales, leases, and Weekly to | Somewhat
assessments using department and public records. Monthly Important




@ Preferred or Desirable Qualifications

¢ Noft “nice to have” but must be
directly job related —-needed for job
performance

e Definition or Purpose
e Distinguishing Characteristics

e Supervision Received/Exercised o

¢ Qualifications that are not

. necessary upon hire buf would lead
e Physical Demands to better job performance

e Essential Functions/Duties

e Working Conditions

KSAs
e Marginal Dufies - .
ucation
e Minimum Qualifications
e Preferred or Desirable Experience

Qualifications Licenses & certifications




@ Preferred or Desirable Qualifications

e Definition or Purpose

e Distinguishing Characteristics

¢ KSAs that are lower in importance
e Supervision Received/Exercised

¢ KSAs that are important but not

e Working Conditions )
needed upon hire

e Physical Demands

e Essential Functions/Duties ¢ |f Usir]g for any employment
decisions, must be able to
demonstrate that possession leads
to better job performance

e Marginal Duties
e Minimum Qualifications

e Preferred or Desirable
Qualifications




[ °
@ Which KSAs could be preferred or desirable?
Needed
KSA Importance upon Hire
Knowledge of general accounting principles and procedures. Critical Yes
Knowledge of basic statistics (e.g., mean, median, standard deviation, percentiles) Critical Yes
to analyze and interpret business financial, market, or other numerical data.
L

Knowledge of methods of estimating depreciation. < Important No
Skill to identify the specific information needed to plan work, conduct an analysis, <,Very No
solve a problem, or make a decision or recommendation. ~mportant A
Skill to compile numerical data and other information from multiple sources as Critical Yes
needed for analysis and to identify issues, draw conclusions, or solve problems.
Skill fo review data and information gathered to assess quality, accuracy, v
completeness, and reliability to determine if it is sufficient for conducting an analysis |mp§r%m Yes
or making a particular decision or recommendation. P R
Ability to interpret the intent, meaning, and scope of specific laws, rules, <fpomm No\
regulations, codes, or policies to determine their applicability to specific issues.
Ability to apply policies, laws, rules, regulations, or standards to a specific situation Very No
or set of facts to solve problems and make decisions and recommendations. L_mportant P

v




@ Preferred or Desirable Education and Experience

e Definition or Purpose

e Distinguishing Characteristics

e Supervision Received/Exercised .
¢ |dentify the types and amount of

. education and experience that
* Physical Demands would have enabled someone to
e Essential Functions/Duties gain the preferred KSAs

e Marginal Duties

e Working Conditions

e Minimum Qualifications

e Preferred or Desirable
Qualifications




Which KSAs could be used for preferred or

desirable education or experience?

Needed
KSA Importance upon Hire
Knowledge of general accounting principles and procedures. Critical Yes
Knowledge of basic statistics (e.g., mean, median, standard deviation, percentiles) Critical Yes
to analyze and interpret business financial, market, or other numerical data.

L

Knowledge of methods of estimating depreciation. < Important No
Skill to identify the specific information needed to plan work, conduct an analysis, <,Very No
solve a problem, or make a decision or recommendation. ~mportant A
Skill to compile numerical data and other information from multiple sources as Critical Yes
needed for analysis and to identify issues, draw conclusions, or solve problems.
Skill fo review data and information gathered to assess quality, accuracy, v
completeness, and reliability to determine if it is sufficient for conducting an analysis |mp§r%m Yes
or making a particular decision or recommendation. P R
Ability to interpret the intent, meaning, and scope of specific laws, rules, regulcxtions<fp ortant NO\
codes, or policies to determine their applicability to specific issues.
Ability to apply policies, laws, rules, regulations, or standards to a specific situation Very No
or set of facts to solve problems and make decisions and recommendations. <\'mp°”0m P

v
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@ Final Thoughts

¢ Using job analytic data helps ensure that
employment decisions based on any
component of a job description are valid.

Minimum qualifications
* KSAs

* Education

* Experience

Working conditions
Physical requirements
Preferred qualifications




Feel free to contact me by email:

I I:'b. [ 1-. 2
X L eS IONS¢ ¢ Geoff Burcaw
1R gburcaw@cpshr.us

o)

CPS HR A== CONSULTING
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