	
State of Wisconsin
Department of Administration 
Division of Personnel Management
DOA-15535 (C07/2016)
s. 230.43, Wis. Stats 
	[image: ]
	


	Job Analysis


The job analysis is used to establish job criteria for use in all phases of candidate assessments.  This form establishes the documentation of these criteria and thus serves as the validity foundation. By addition of their name to the form the HR Specialist is signifying understanding and agreement of the confidentiality of the job analysis process including relay of these expectations to the job expert.

	Classification/Series:
	     
	Working Title:
	     

	HR Specialist:
	     
	Job Expert Resource:
	     



Step 1.  Work with the position’s supervisor (or other established job expert) to ensure the PD is accurate and then identify the duties, knowledge, skills and abilities (KSAs) necessary for a new employee to succeed in the position. Identify minimum qualifications required at hire and preferred qualifications for use in additional assessment of the candidates.  Document both sets of criteria on the position description (PD) and attach.  

Step 2. Convert statements from the PD into criteria to assess training, experience, knowledge, skill or ability for minimum qualification or preferred qualification.  Avoid State specific knowledge to ensure a more open selection process. Include a reference to the source statement (task, KSA, etc.) below or within the PD.

	Required Criteria: a candidate is required to have the following training, experience, knowledge, skill or ability in order to meet the minimum qualifications of the position.
	1.  Criteria: 
	     

	2.  Criteria:  
	     

	3.  Criteria:
	     

	4.  Criteria:
	     

	Notes:
	     

	
	




	Preferred Criteria: the following additional training, experience, knowledge, skill or ability are preferred in order to determine most or best qualified from among the candidates who met minimum qualifications.
	1.  Criteria: 
	     

	2.  Criteria:  
	     

	3.  Criteria:
	     

	4.  Criteria:
	     

	Notes:
	     

	
	





Step 3. Identify differentiating criteria (training, experience, knowledge, skill or ability) for use in determining level placement of candidate when recruiting for multiple levels of the same classification series.  
	Level Criteria



	Classification Level:
	☐  Standard/Entry       ☐  Objective           ☐  Senior              ☐  Advanced/Cons/Admin

	1.  Criteria:
	     



	Classification Level:
	☐  Standard/Entry       ☐  Objective           ☐  Senior              ☐  Advanced/Cons/Admin

	2.  Criteria:
	     



	Classification Level:
	☐  Standard/Entry       ☐  Objective           ☐  Senior              ☐  Advanced/Cons/Admin

	3.  Criteria:
	     



The Job Analysis form is developed for each position being filled.  It may be used to fill subsequent vacancies in the same position provided the job expert (supervisor) reviews and agrees the criteria are appropriate.  It may also be used to filled additional positions in the same classification. The HR Specialist is responsible for maintaining this verification.
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