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Job Analysis
A job analysis identifies the job tasks, knowledge, skills and abilities (KSAs), as well as the competencies required for performance. It also identifies the working conditions and physical and mental requirements for the position.  Job analysis links the connection between job tasks and the KSAs/competencies/requirements necessary to perform those tasks.

Conducting a job analysis involves collecting information from job incumbents and experts. Subject matter experts (SMEs) are used who have direct up-to-date experience of a job and are familiar with all of its tasks. They may currently hold the job or supervise the job. SMEs rate the job tasks, KSAs and competencies for frequency and importance to successful job performance. Documentation of the job analysis process and the linkages between job tasks, KSAs/competencies, and testing content are essential to ensure that the assessments used meet legal and professional guidelines.   The CODESP Job Analysis Questionnaires and the online Job Description Builder provide a systematic format to meet these guidelines.
CODESP’s Job Analysis/Job Description Builder - Unique Features
CHECK LIST FORMAT

The CODESP Job Analysis Questionnaire provides districts with an easy-to-use and flexible format to collect job analysis data. The new CODESP format replaces many of the complicated and narrative areas typically found in other job analysis questionnaires with user-friendly checklists. The less complicated the format, the easier it will be to analyze the data collected. 
LINKS TASKS TO KSAs/COMPETENCIES AND JOB REQUIREMENTS

The CODESP Job Analysis Questionnaire is a valuable HR tool used to gather job information such as knowledge, skills and abilities (KSAs), competencies, working conditions and physical and mental ability requirements. Once this data is collected the questionnaire guides users in linking this information directly to the tasks identified in the Questionnaire as being essential. Linking this data to the actual job tasks performed is necessary to establish job-relatedness and to meet legal mandates. Glossaries are available for Competencies, Working Conditions, Physical Abilities and Mental Abilities to assist users.

USERS CAN CUSTOMIZE THE JOB ANALYSIS QUESTIONNAIRE

Not all of the categories and/or choices included in the CODESP Job Analysis Questionnaire are necessary for every job family or position.  As a result the questionnaire can be shortened by removing categories or choices from the form that are not relevant to particular job families.  CODESP provides some shortened versions for member use on the website and more can be requested.  For example, a contractor’s license choice is not relevant to the clerical job family and should not be listed on that questionnaire.  The more job-related and abbreviated the form, the more likely it will be completed.  Information can easily be entered online into the questionnaire or copied and pasted from existing materials.
WORKING CONDITIONS, PHYSICAL & MENTAL ABILITIES INCLUDED

The CODESP Job Analysis Questionnaire also provides checklists so that users can easily gather information to define the working conditions, physical abilities and mental abilities necessary to perform the job. This data is vital to doctors when decisions regarding ADA accommodation, Workers’ Compensation return-to-work, and fitness-for-duty examinations need to be made. 
PRE-POPULATED SCHOOL/COLLEGE DISTRICT RELATED CHOICES  

Once the data is collected members can transfer the information to the online CODESP Job Description Builder.  This software was created specifically for school/college district use and contains pre-populated choices by generic job title and job family. Users have the option of building a job description from scratch, using some of their own job description information, using the pre-populated choices, or using a combination of pre-populated, new and existing job description information. Pre-populated choices are provided in the Job Summary, Representative Duties, Licenses/Certificates, Knowledge and Abilities sections of the builder. Users can also edit the choices provided, or add their own district-specific information. 

USERS CAN CUSTOMIZE THE JOB DESCRIPTION 

Once the CODESP Job Analysis Questionnaire has been completed, the data can be entered into the CODESP Job Description Builder located on the CODESP website. The final Job Description produced by the Builder will be in an editable format, allowing users to modify the information once the process is complete. The job title can be changed to match the district’s title and the job description can be saved and printed from users’ workstations. Users can also insert existing job description information that is still current.
These services are available to CODESP members at www.codesp.com
