Job Duty Assessment Template
	Purpose
This assessment should be used for any process where an “Impact to Job Duties” has been identified on the Gap Analysis Worksheet.  This worksheet should be used for a specific group of individuals within an organization.  For example, if payroll staff job duties are impacted, a worksheet would be used for time entry clerks, error clerks, payroll supervisors, etc.  Review current job classification descriptions to understand what activities the workers must officially do.  Meet with workers individually or as a group to find out what they do on a day-to-day basis.  You can also provide the job classification to workers and have them review and add what they do (as required).  As a workgroup, compare the differences between the job classification and what workers noted/wrote.  The data and analysis should be entered into this worksheet.

Instructions

1. Organizational Unit: Enter the name of the unit or group.

2. Current Classification: Enter the current classification of this group of staff.

3. Involved processes: List the processes this group of staff is involved in.  (It may be helpful to have the process model and gap analysis walkthrough worksheet as an attachment to this worksheet.)

4. Role/Staff Title: Enter the title of what the group of staff is known as.

5. No.  Staff in this Position: Enter the number of staff in this role.

6. Current Duties: List the activities the person currently does.  This can come from the classification description and the results of any dialog with these staff.

7. Time Spent: Enter the percentage on time (10, 15, etc.) allocated to each activity.  Be sure the total equals 100 percent.

8. Proposed Duties: If the activities are the same as current, write in “same” in the same line on the proposed duties column.  If they are eliminated, enter “eliminated” in the same line in the proposed duties column.  If the activity is slightly different, write “different” and explain how.  If there are new activities, enter those.

9. Is there a change in classification? Enter yes or no.  This doesn’t have to be the final response.  This can be used by management to determine if further assessment is needed.

10. Suggested classification: Enter the suggested or recommended classification, if known.  
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