JA 350-70-6.4

Job Analysis Checklist
	


	Description:  Use the job analysis process to identify the individual critical tasks (including leader tasks) jobholders perform to accomplish their missions and duties, and survive.  Valid individual critical tasks is the primary method for ensuring Army education and training is relevant, valid, and meets the needs of the operating forces.  This checklist will ensure that you have built a comprehensive critical task list. 


	Verify that each task meets the following requirements:
	YES
	NO

	1.  Is there a comprehensive list of proponent jobs?
	
	

	     a.  Are all proponent jobs included in the list?
	
	

	     b.  Are all proponent jobs identified by number and title? 
	
	

	     c.  Does the proponent maintain a current target audience description of each job?
	
	

	2.  Is a proponent total task inventory maintained for each job?
	
	

	     a.  Is the total task inventory comprehensive?
	
	

	     b.  Does the total task inventory include AC, RC, and NG jobs?
	
	

	3.  Was a job analysis survey conducted on each proponent job?  Did the survey—
	
	

	     a.  Measure the approved total task inventory?
	
	

	     b.  Collect data from a valid target audience sampling (AC, RC, NG, and/or DAC) as appropriate?
	
	

	     c.  Collect valid data?
	
	

	4.  Does each critical task meet the individual task title writing standards?  
	
	

	     a.  Does each task—
	
	

	         (1)  Start with a verb from the approved verb list?
	
	

	         (2)  Include an object?
	
	

	         (3)  Include a qualifier?
	
	

	     b.  Was the task written in title case?   
	
	

	5.  Was a valid critical task selection board conducted?  
Specifically—
	
	

	     a.  Were the board members valid SMEs (master task performer from field units)?
	
	

	     b.  Was the entire target audience adequately represented?
	
	

	     c.  Was the board allowed to do their job without undue command influence?
	
	

	6.  Did the proponent commander/commandant approve each identified critical task for a specified job?
	
	

	7.  Does the proponent provide update information for the AR 611-series?
	
	


