Chapter VI-1

Job Analysis



VI-1-1.  Chapter Overview

��Introduction	a.	This chapter describes the job analysis process and provides guidance on 

	conducting this analysis.

��Chapter	b.	This chapter covers the following:

Index

Content�Paragraph ��Administrative Information�VI-1-2��Job Analysis Description and Requirements�VI-1-3��Individual Task Title�VI-1-4��Occupational Data, Analysis, Requirements, and Structure (ODARS) Program�VI-1-5����VI-1-2.  Administrative Information

��Purpose	a.	The job analysis is the process used to identify individual tasks that are critical to job performance and survival on the battlefield.  Training/TD (Task) Proponents are to develop training for critical tasks only, i.e., not for non-critical tasks.  This ensures individual training that supports accomplishment of unit wartime missions, METL, and the full range of military operations.

��References	b.	Required references and Internet addresses are as follows:

	Regulatory:	

		(1)	AR 611-3, Army Occupational Survey Program

		(2)	AR 611�5, Army Personnel Selection and Classification Testing

		(3)	AR 611-101, Commissioned Officer Classification System 

		(4)	AR 611-112, Manual of Warrant Officer Military Occupational Specialties

		(5)	AR 611-201, Enlisted Career Management Fields and Military Occupational 	Specialties

	Procedural:	Comprehensive Occupational Data Analysis Program (CODAP) Handbook, Revision 1.0, 23 Feb 94

		Note: TRADOC procedural analysis guidance TBD. 

	Internet:  

		(1)	Automated Systems Approach to Training: www.atimp.army.mil/asat

		(2)	USAPA List of Army Administrative Publications:  http://www.usapa.army.mil/gils/pdfpubs.html

��Definitions	c.	See Glossary for TD-related terms.  An understanding of the following terms is necessary for this chapter:

(1)	Job (or duty position)

(2)	Individual task

(3)	Shared task�(4)	Common skill level task

(5)	Common soldier task

(6)	Critical individual task�(7)	Generic task

(8)	Total task inventory��		��Responsi-	d.	See Appendix B, Responsibilities, for top-level responsibilities. Specific

bilities	responsibilities related to the conduct of a job analysis are as follows:

		��Continued on next page



�VI-1-2.  Administrative Information, Continued

��Responsi-	(continued)

bilities�Activity�Responsibilities��(1)	HQ TRADOC, Deputy Chief of Staff for Training (DCST)�Conduct an Armywide job analysis to identify critical ---

(a)	Common soldier tasks.

(b)	Common skill level tasks (including leader tasks).��(2)	Commander, Army Training Support Center (ATSC)�Publish the Shared Task Catalog.��(3)	Commanders/ Commandants Training/TD (Task) Proponent�(a)	Conduct a job analysis on all proponent jobs and duties to objectively identify all critical individual tasks performed by job incumbents for each of those jobs.

(b)	Coordinate with National Guard Bureau (NGB), Training Division, and Headquarters, U.S. Army Reserve Command (USARC), Individual Training, through the Deputy Assistant Commandant (ARNG or USAR) or Total Force Integration Officer requirements for RC subject matter expert (SME) support for Task Selection Boards (TSBs).  Include TASS Training Battalion coordination for SME support.

(c)	Participate in common soldier/common skill level job analyses.

(d)	Identify shared tasks when conducting job analysis for proponent jobs.

(e)	Approve proponent individual critical tasks.

(f)	Upload approved critical task lists into Digitized Training Access Center upon standup.

(g)	Maintain a current individual critical task list for all proponent jobs by adding, deleting, or modifying critical tasks.����VI-1-3.  Job Analysis Description and Requirements

��Description	a.	Job analysis is the process used to identify individual critical tasks (including 

	leader tasks) a job incumbent must perform to successfully accomplish his/her mission and duties as well as survive in the full range of military operations.  They are the critical tasks for that job. They may be one of four types ---

�SYMBOL 183 \f "Symbol" \s 10 \h�	Common soldier tasks.

�SYMBOL 183 \f "Symbol" \s 10 \h�	Branch specific tasks.��SYMBOL 183 \f "Symbol" \s 10 \h�	Common skill level tasks.

�SYMBOL 183 \f "Symbol" \s 10 \h�	Shared tasks.����Output	b.	Job analysis is a minimum essential requirement before development of individual training products.  Required job analysis outputs:   

		(1) 	Command-approved critical task list for a specific job (or duty position).  

		(2) 	The total task inventory by job.

		(3) 	Individual task performance data.

		(4) 	Statistical Analysis Report.

		(5) 	Nominated critical task list.

		(6) 	The collective-to-individual task matrix.

��Continued on next page

�VI-1-3.  Job Analysis Description and Requirements, Continued

��Start Point	c.	A job analysis will be initiated only as a result of a needs analysis.  Start points for new and revised job analysis are as follows:

	New :	A new job analysis begins when needs analysis identifies a training development requirement to create a new job, restructure a job, merge or consolidate jobs, or divide a job into two or more jobs.

	Revision:	A job analysis revision begins when needs analysis resulting from unit feedback, new doctrine, new/improved systems/equipment, lessons learned data from the Center for Army Lessons Learned (CALL), etc., identifies a change in the tasks performed in a job.

��Procedures	d.	The activities that occur during each step are as follows:

Steps�Activities��(1)	Identify job to analyze.�Receive an approved TD requirement for a job analysis.��(2)	Develop the target audience description.�Determine –

(a)	Skill and knowledge level.

(b)	Reading grade level.

(c)	Previous training received.

(d)	Math skill level.

(e)	Armed Services Vocational Aptitude Battery (ASVAB) scores required for the job.

Note:	See the AR 611-series for target audience information.��(3)	Compile total task inventory

	(titles only).�(a)	Conduct job familiarization.

(b)	Identify tasks from SME interviews.

(c)	Extract tasks from ---

	1	References.

	Note:	Verify currency of references.  List of Electronic DA-level Publications:

				www.usapa.army.mil/gils/pdfpubs.html

	2	Mission analysis data.

	3	Collective task analysis data.

(d)	Assign a temporary task number to each task title.

Note:	Update this list as new tasks are identified, e.g., tasks needed to support new equipment/doctrine changes.��(4)	Collect task performance data.�(a)	Establish criteria for critical task selection.

(b)	Select critical task selection model.

	Note:	This is a model used to apply statistically valid task selection data to identify critical individual tasks.  There are a variety of models available for use.  Those commonly used are ---

		1	Difficulty-Importance-Frequency Model

		2	Probability Of Task Criticality Model

		3	Training Emphasis (TE) Model

(c)	Determine task performance data collection method:

	1	Occupational Data, Analysis, Requirements, and Structure (ODARS) Program. 

		Note:	See Paragraph VI-1-5, ODARS Program.

	2	Field survey.

	3	Local survey.

(d)	Construct/Coordinate/Conduct the survey.

Note:	Collect information from soldiers performing or who have recently performed the tasks.�����Continued on next page

VI-1-3.  Job Analysis Description and Requirements, Continued

��Procedures	(continued)

Steps�Activities��(4)	Collect task performance data. 

	(continued)�(e)	Compile the task survey data.

(f)	Conduct statistical analysis (analyze task performance data).��(5)	Nominate critical individual tasks.�(a)	Conduct a Task Selection Board.

(b)	Apply selection criteria and critical task selection model.

Note 1:	For minor changes to the critical task list, e.g., adding or deleting a critical task, it is not necessary to reconvene a Task Selection Board.

Note 2:	Coordinate (with ARNG and USARC) requirements for RC subject matter expert (SME) support for Task Selection Boards.��(6)	Identify critical individual shared tasks.�Coordinate with task proponent for task analysis data and the Training Support Package (TSP).��(7)	Obtain critical individual task list approval.�Provide complete recommended task list to the Training/TD (Task) Proponent commander/commandant for approval.

Note 	For updates, provide new or deleted task recommendations to the approving authority with justification for change.��(8)	Distribute the approved critical task list.�(a)	Provide a copy of the approved critical task list to the office(s) that will conduct the individual task analysis.

(b)	Provide copy to proponency office for update of AR 611-series.��(9)	Update task list based on individual task analysis findings.�When the follow-on task analysis determines that (a) a task is really two tasks, (b) the approved critical task is not a task, or (c) a task was omitted, then --- 

1	Obtain approval of revised task list from to the approving authority.

2	Distribute revision.��	Note 1:	The procedures listed above are for an initial job analysis effort.  All of these steps may not be required for a revision effort.

	Note 2:	Use the HQ TRADOC TD automation system (currently Automated Systems Approach to Training [ASAT]) as the automation tools meet the job analysis functional requirements in this regulation.

	Note 3:	Time and resource constraints may impact activity accomplishment.

	Note 4:	Most of the work associated with job analysis should be maintenance of the currently approved critical task list.

��Critical	e.	The Task Selection Board is responsible for recommending individual tasks 

Task	for approval as critical tasks.  

Selection�Regular Members�Responsibilities��Board

�(1)	Chairman (Tie-breaker, i.e., casts tie breaking vote only)�(a)	Convenes the individual Task Selection Board.

	1	Ensures adequate Active Component (AC) and Reserve Component (RC) representation.

	2	Selects board members (approximately 5-7 SMEs).

(b)	Leads the discussions on critical task selection.

(c)	Advises board on procedural matters.

(d)	Is a subject matter expert.������Continued on next page



VI-1-3.  Job Analysis Description and Requirements, Continued

��Critical		(continued)

Task	�Regular Members�Responsibilities��Selection

Board�(2)	Training Developers

	(Non-voting members)�Advise board on educational, analysis, and procedural matters, to include explaining the ---

(a)	Training development process, especially the job analysis.

(b)	Task and critical task definitions.

(c)	Task performance data.

(d)	Task selection model.���(3)	Subject Matter Experts

	(Voting members)�(a)	Recommend changes, i.e., rewording, combining, additions, or deletions of tasks to the total task inventory.

(b)	Provide technical information and advice to the board.

(c)	Determine criticality of each task based on the task selection model.

(d)	Recommend (rate) each task as critical or non-critical.

Note:	To serve on this board, SMEs should be one skill level higher than the job for which the tasks are being recommended.��(4)	Evaluator

	(Non-voting member)�(a)	Ensures recommendation of tasks as critical/non-critical based on an appropriate task selection model.

(b)	Ensures task title meets the requirements in this chapter.��(5)	RC Represen-tative(s) (Voting member)�(a)	Ensures RC requirements are included in the decision.

(b)	Functions as a subject matter expert.����Process	f.	The job analysis process is completed when the individual critical tasks are 

Completion	identified and approved by the Training/TD (Task) Proponent commandant/agency commander or the designated representative.

��Flow	g.	The relationship between job analysis and the subsequent training development 

Diagram	processes is as follows:



�



��Continued on next page

�VI-1-3.  Job Analysis Description and Requirements, Continued

��Process	h.	The job analysis information flow is portrayed below:

Flow

�

��Quality	i.	For quality results from the job analysis, the personnel involved must ensure ---

Control		(1) 	All critical individual tasks have been identified.

		(2) 	Total task inventory and individual critical task lists are comprehensive and accurate.

		(3) 	Critical individual tasks meet the definition of critical tasks.

		(4) 	Tasks meet the criteria of well written tasks.

		(5) 	Action verb fits the intended use.

		(6) 	Statistical analysis is used to help determine task criticality.

		(7) 	Task Selection Board includes adequate civilian and Active/Reserve Component representation.

		(8) 	Critical tasks were approved by the Training/TD (Task) Proponent commandant/ agency commander or the designated representative.

��VI-1-4.  Individual Task Title

��Description	a.	The task title describes the performance required of the soldier on the job.  It is frequently referred to as the task.

��Task	b.	An individual task title is written in a standard format using title case.  It has one 

Title	action verb, an object, and may have a qualifier that describes the required action.

Example�Action verb�Object�Qualifier��1�Plan�Collection of Combat Intelligence�To Support Company Level Tactical Operations.��2�Triage�Casualties�����Continued on next page



�VI-1-4.  Individual Task Title, Continued

��Standard	c.	The use of standard, well-defined verbs aids in providing quality training by ---

Verbs		(1) 	Providing/Promoting clarity.

		(2) 	Allowing analysts, Task Selection Boards, trainers, and soldiers to understand what the task title means.

		(3) 	Helping to prevent duplication.  Use of standard verbs make it simpler to group tasks by verb to avoid duplication.

		(4) 	Promoting application of sound training principles.

	Note 1:	There are many words which may appear to be action verbs but which actually don't refer to an observable action (such as 'know', 'understand', 'appreciate', and so on.)  By using standard verbs, you will avoid these words and produce sound, observable tasks.

	Note 2:	Use standard verbs from the appropriate section of the Standard Verb List included as Appendix D.  Individual schools may have branch-unique terminology in addition to these lists.  Submit additions to Commander, TRADOC, ATTN:  ATTG-CD, Fort Monroe, VA  23651-5000.

��Examples	d.	The following are examples of acceptable and unacceptable task titles:

	Acceptable task titles:

		(1) 	Engage Enemy Targets with an M16 Rifle.

		(2) 	Counsel a Suicidal Patient.

		(3) 	Plan a Visual Flight Rules (VFR) Flight.

	Unacceptable task titles:

Title�Rationale��(1)	Load, Reduce a Stoppage, and Clear an M60 Machine Gun.�(a)	Contains more than one verb.

(b)	Actions not performed for their own sake.

(c)	Actions are really performance steps in a task that might be "Engage Enemy targets with an M60 Machine Gun."��(2)	Measure Distance on a Map.�(a)	Not done for its own sake.

(b)	Is a performance step, not a task.��(3)	Qualify With an M16 Rifle.�(a)	Not written to field performance.

(b)	Task should be "Engage Enemy Targets With an M16 Rifle."��(4)	Monitor Property Book.�(a)	Not done for its own sake.

(b)	Has no definite beginning and ending.

(c)	Is probably a procedural step in performance of a true task.��(5)	Repair an Engine.�(a)	Is not the lowest behavior level in a job that describes performance of a meaningful function in the job.

(b)	Is not specific enough.

(c)	Cannot be used to produce essential information needed to make valid training decisions.��(6)	Computer Literacy.�(a)	Lacks a verb.

(b)	Is not specific enough.

(c)	Cannot be measured.

(d)	Cannot be used to produce essential information needed to make valid training decisions.����Quality	e.	To ensure quality task titles, the individuals involved in writing and reviewing  

Control	them must ensure the task title ---

		(1) 	Describes the exact performance an individual must perform in the field under actual operational conditions.

		(2) 	Contains only one verb.

		(3) 	Meets the definition of a task.

��VI-1-5.  Occupational Data, Analysis, Requirements, and Structure (ODARS) Program  

��System	a.	ODARS, formerly the Army Occupational Survey Program (AOSP), is a 

Description 	comprehensive system designed for the automated collection, processing, storing, and analyzing of occupation/job information (training, personnel classification).  

		(1) 	ODARS –

			(a)	Principal users are the TRADOC training centers and schools, the Academy of Health Sciences, DA staff agencies, and other uniformed services and government agencies.

			(b) 	Reports provide systematically collected quantitative data based on survey questionnaire input from job incumbents and their supervisors.  Data collected include by task such information as frequency of performance, training emphasis, and learning difficulty. 

			(c) 	Objective is to automate the job analysis survey process and provide data to customers in  less than six months. User’s can obtain ODARS information from Army Research Institute (ARI) to assist in job analysis activities when developing critical task lists and training products.

		(2) 	The Occupational Analysis Office can provide task lists for many branch codes (BCs)/functional areas (FAs)/areas of concentration (AOCs), and military occupational specialties (MOSs), along with past survey results.  Data will include information collected on lessons learned from Operation Desert Storm.

��References	b.	Required regulatory and procedural guidance is as follows:

	Required:	AR 611-3, Army Occupational Survey Program

	Procedural:	Comprehensive Occupational Data Analysis Programs (CODAP) Handbook

��Definitions	c.	See Glossary for TD-related terms.

��Responsi-	d.	TRADOC Training/TD (Task) Proponents will --- 

bilities 		(1)	Use ODARS data and analysis products to support their requirements for determining critical individual tasks trained in US Army and joint-service courses/products.

		(2)	Provide survey requirements in response to ODARS annual solicitation memorandum.

��Procedure	e.	General procedures for using ODARS are contained in AR 611-3.  Basic guidance for ODARS support in the identification of individual tasks follows:

Activity�Procedures��(1)	HQ TRADOC,

Deputy Chief of

Staff for

Training (DCST)�(a)	Provides HQ TRADOC-level ODARS point of contact (POC).

(b)	Endorses the annual ARI ODARS survey solicitation and prioritizes requirements.

(c)	Sponsors ARI efforts to conduct computer-assisted surveys.

(d)	Provides operational guidelines to TRADOC elements in the use of ODARS. 

(e)	Sponsors ARI testing of research-based occupational analysis methods.

(f)	Identifies ODARS system interface requirements within TRADOC automated systems.�����Continued on next page

VI-1-5.  Occupational Data, Analysis, Requirements, and Structure (ODARS) Program, Continued

��Procedure	(continued)

Activity�Procedures��(2)	ARI�(a)	Determines, in conjunction with HQ TRADOC, the priorities for survey projects each year.

(b)	Conducts computer-assisted surveys to support officer, warrant officer, and enlisted job analyses.

(c)	Provides ODARS process and how-to information.

(d)	Coordinates testing of research-based occupational analysis methods with DCST.

(e)	Assists TRADOC schools in the acquisition, installation, operation, and maintenance of ODARS computer-assisted surveys.

(f)	Approves all surveys cutting across two or more major commands (MACOMs).

(g)	Provides proponents computer reports and prepares a summary analysis of ODARS data.

(h)	Provides technical advice and guidance in the analysis of ODARS data. 

(i)	Coordinates directly with the proponent ODARS POC in the interpretation of the data and/or functions as advisor to the Task Selection Board.

(j)	Posts survey results in the TRADOC TD automation system (currently the Automated Systems Approach to Training).��(3)	Commanders/

	Commandants, Training/TD (Task) Proponents�(a)	Provide input to ARI in the development of survey analysis objectives, special items (questions) of interest, and a total task inventory for the job selected for survey.

(b)	Administer computer-assisted surveys to students and assist ARI worldwide distribution and data collection.

(c)	Assist in verification of unit commander and soldier mailing addresses for survey administration purposes.

(d)	Use the ODARS survey data to assist in the selection of critical tasks.  

Note 1:	Proponents desiring ARI support in the interpretation of the data and/or as advisors to the Task Selection Board must coordinate directly with their ODARS point of contact.

Note 2:	Proponents conducting their own surveys must follow guidance in AR 611-3. ����Obtaining	f.	The Occupational Analysis Office, US Army Research Institute (ARI), manages and

Assistance	executes ODARS.  For additional information, address questions and comments to –

			Director, US Army Research Institute

	Occupational Analysis Office

			ATTN:  TAPC-ARI-OA (Suite 6N44)

			5001 Eisenhower Avenue

			Alexandria, VA  22333-5600

			Telephone:	COMM:	(703)	617-8857/0322 

					Fax:			617-9765

			DSN:							767-8857/0322

			Internet:	WWW.ARI.ARMY.MIL
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