


JOB ANALYSIS CHECKLIST FORMAT





The following format helps to describe the many important components of an actual position as it exists or as it must be (for a new position).  The initial information provided on the form is taken from data available from the United States Department of Labor, Employment and Training Administration from the Dictionary of Occupational Titles (DOT), Revised Fourth Edition, and Selected Characteristics of Occupations.


  


The occupational information presented is standard, composite information about the occupation. It does not represent any one, actual position as it exists at a given establishment.





The format in which the data is presented closely parallels the techniques used by Department of Labor job analysts to build the DOT.  Complete explanation of the meaning of each of the ratings and factors is detailed in the Revised Handbook for Analyzing Jobs (RHAJ), also published by the Department of Labor.  Complete reprints of the RHAJ may be available through SKILLTRAN at 1-800-827-2182 for a nominal fee.





HUMAN RESOURCES PERSONNEL SHOULD NOTE that this information is standard, generic data compiled from multiple position analyses.  To accurately depict the requirements of an actual job position, A COMPLETE STUDY OF THE ACTUAL POSITION MUST BE DONE.  This includes decisions about which functions of the actual position are essential, which are optional or could be performed by others, and which are non-essential, marginal components of the actual job.





THIS FORMAT IS INTENDED ONLY AS A STARTING POINT to enable a qualified human resources professionals to accurately and completely describe an actual position's requirements.  The format is designed to help job analysts and human resources personnel consider and collect information relevant to meeting the requirements of the employment provisions of the Americans with Disabilities Act (ADA). SKILLTRAN does not warrant that use of this form or format for data collection assures compliance with ADA.  An accurate position description is only one element of an ADA compliance program.





HUMAN RESOURCES PERSONNEL will find that data collected using this format will


be useful in many ways, including:


	     Initial hiring


	     Promotions


	     Transfers


	     Early return to work approvals by the treating physician of an injured employee





This information may be stored in electronic retrieval systems for purposes of job analysis and position description writing only by registered customers of SKILLTRAN.  The format is otherwise protected by copyright, 2002,by SKILLTRAN.  All rights reserved, worldwide.


�



JOB ANALYSIS CHECKLIST FORMAT








Position Control Number (PCN):				 Date of Study: 				


Company Job Title: 										


Primary Business Activity (SIC): 									


	Company: 										


	Address: 										


	City: 							 ST: 		 ZIP: 		


	Phone: (        )				  Ext: 		 FAX: (	      )			 


	E-Mail: 											


Division/Department: 										


	Supervisor: 										


	Shift: 					  Overtime Required: 				


		     Full-Time  Part-Time  Seasonal  Intermittent  Temporary





	Travel Required: 									





Analysis prepared by: 										


	Title: 											


	Company: 										


	Address: 										


	City: 							 ST: 		 ZIP: 		


	Phone: (____)				 Ext: 		 FAX: (	      )			 


	E-Mail: 											





____________________________________________________________________________


DOT Code:  621.281-014


Standard DOT Job Specialty Title:  AIRCRAFT MECHANIC (aircraft manufacture)


____________________________________________________________________________


 ADD, DELETE, or CHANGE this statement to match the actual purpose of this company position.





OVERALL PURPOSE:  





 Services, repairs, and overhauls aircraft and aircraft engines to ensure airworthiness.





__________________________________________________________________________________





__________________________________________________________________________________�



RATE THE NEED as follows:


		ESS = Essential to the position


		MOD = Modifiable


		OTH = Others could help


 		NON = Non-essential


NEED





_____	JOB/TASK FUNCTION A.





Repairs, replaces, and rebuilds aircraft structures, such as wings and fuselage, and functional components including rigging, surface controls, and plumbing and hydraulic units, using handtools, power tools, machines, and equipment such as shears, sheet metal brakes, welding equipment, rivet gun, and drills.





__________________________________________________________________________________





_____	JOB/TASK FUNCTION B.





Reads and interprets manufacturers' and airline's maintenance manuals, service bulletins, and other specifications to determine feasibility and method of repairing or replacing malfunctioning or damaged components.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION C.





Examines engines for cracked cylinders and oil leaks, and listens to operating engine to detect and diagnose malfunctions, such as sticking or burned valves.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION D.





Inspects turbine blades to detect cracks or breaks.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION E.





Tests engine operation, using testing equipment such as ignition analyzer, compression checker, distributor timer, and ammeter, to locate source of malfunction.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION F.





Replaces or repairs worn or damaged components, such as carburetors, alternators, and magnetos, using handtools, gauges, and testing equipment.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION G.





Removes engine from aircraft, using hoist or forklift truck.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION H.





Disassembles and inspects parts for wear, warping, or other defects.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION I.





Repairs or replaces defective engine parts and reassembles and installs engine in aircraft.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION J.





Adjusts, repairs, or replaces electrical wiring system and aircraft accessories.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION K.





Performs miscellaneous duties to service aircraft, including flushing crankcase, cleaning screens, greasing moving parts, and checking brakes.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION L.





May be required to be licensed by Federal Aviation Administration.





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION M.





May service engines and airframe components at line station making repairs, short of overhaul, required to keep aircraft in safe operating condition and be designated Airframe-And-Power-Plant Mechanic, Line Service (air trans.).





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION N.





May service and repair aircraft and engines prior to, during, or after flight to ensure airworthiness, working on flight line of aircraft manufacturing facility, and be designated Aircraft-And-Engine Mechanic, Field-And-Hangar (aircraft mfg.); Flight-Line Mechanic (aircraft mfg.); Mechanic, Field-Service (aircraft mfg.).





_________________________________________________________________________________





_____	JOB/TASK FUNCTION O.





May specialize in rework, repair, and modification of structural, precision, and functional spare parts and assemblies at manufacturing facility and be designated Spares Rework Mechanic (aircraft mfg.).





__________________________________________________________________________________ 





_____	JOB/TASK FUNCTION P.





May specialize in engine repair and be designated Aircraft-Engine Assembler (air trans.); Aircraft-Engine-Cylinder Mechanic (air trans.); Aircraft-Engine Dismantler (air trans.); Aircraft-Engine Installer (air trans.); Aircraft-Engine Mechanic (air trans.); Aircraft-Engine Mechanic, Overhaul (air trans.).





__________________________________________________________________________________�









WORKER FUNCTIONS (See 1991 RHAJ - Chapter 3)





	DATA 			 PEOPLE			THINGS


TASKS	Function	TASKS	Function	TASKS	Function


_____	0 - Synthesize	_____ 	0 - Mentor	_____	0 - Set Up


_____	1 - Coordinate	_____ 	1 - Negotiate	_____	1 - Precision Work


_____ 	2 - Analyze	_____ 	2 - Instruct	_____	2 - Operate/Control


_____ 	3 - Compile	_____ 	3 - Supervise	_____	3 - Drive/Operate


_____ 	4 - Compute	_____ 	4 - Divert	_____	4 - Manipulate


_____ 	5 - Copy	_____ 	5 - Persuade	_____	5 - Tend


_____ 	6 - Compare	_____ 	6 - Speak/Signal	_____	6 - Feed/Off Bear


		_____ 	7 - Serve	_____	7 - Handle


		_____ 	8 - Take Instructions/Help








Show which functions are involved in performing specific tasks.


  ADD NEW JOB/TASK STATEMENTS TO THE PREVIOUS PAGE(S) using these suggested


  functions and work methods.  Use as many task statements as needed to fully describe the                                


  essential functions of the job.





__________________________________________________________________________________





__________________________________________________________________________________





__________________________________________________________________________________





__________________________________________________________________________________





__________________________________________________________________________________�



SKILLS & COMPETENCIES








STRUCTURAL FABRICATING-INSTALLING-REPAIRING                                   





Fabricating, installing, and repairing structures and objects whose components are static and may require shaping to fit by any combination of 


the following:  Abrading, Bolting-Screwing, Boring, Brushing-Spraying, Caulking, Chipping, Fastening, Fitting-Folding, Flame Cutting-Arc Cutting, 


Beam Cutting, Gluing-Laminating, Immersing-Coating, Laying-Covering, Masoning, Milling-Turning-Planing, Molding, Nailing, Paving, 


Pressing-Forging, Riveting, Sawing, Sewing-Tailoring, Shearing-Shaving, Soldering-Brazing, and Welding.                                                       


                                                                               


Abrading, Aligning, Anchoring, Arc Cutting, Basting, Beam Cutting, Beating, Bending, Binding, Blocking Up, Blowing (loose materials), Bolting, 


Boring, Bracing, Braking, Brazing, Breaking Up, Bricking, Broaching, Brushing, Bucking, Buffing, Building, Burning, Caulking, Cementing, 


Chipping, Chiseling, Chopping, Clamping, Clinching, Clipping, Coating, Coiling, Compacting, Compressing, Countersinking, Coupling, Covering, 


Creasing, Crimping, Crosscutting, Dadoing, Daubing, Demolishing, Die Cutting, Dimpling, Dipping, Dishing, Dismantling, Draining, Drawing,  


Drilling, Driving (nails), Dumping, Erecting, Fastening, Filing,  Filling, Finishing, Fitting, Flame Cutting, Flaring, Floating, Folding, Forging, Forming, 


Frosting, Fusing, Gaining, Gazing, Gluing, Gouging, Grinding, Grooving, Hammering, Hanging, Heating, Hewing, Hitting, Honing, Imbedding, 


Inserting, Interweaving, Inverting, Jamming, Joining, Jolting, Kneading, Knocking Down, Laminating, Lapping, Laying, Leveling, Lining Up, 


Looping, Machining, Masking, Masoning, Matching, Measuring, Melting, Milling, Mitering, Mixing, Molding, Mortising, Nailing, Oiling, Packing, 


Pasting, Patching, Paving, Peening, Piercing, Planing, Plumbing, Pointing, Positioning, Pounding, Pressing, Profiling, Prying, Puddling, Pulling, 


Pushing, Puttying, Rabetting, Ramming, Reaming, Rigging, Ripping, Ripsawing, Riveting, Rolling, Routing, Rubbing, Salvaging, Sandblasting, 


Sanding, Sandpapering, Sawing, Scarfing, Scraping, Screwing, Setting, Sewing, Shaving, Shearing, Shoving, Sinking, Sliding, Slipping, 


Smearing, Smoothing, Snipping, Softening, Soldering, Spattering, Spinning, Splicing, Spraying, Spreading, Springing, Squeezing, Staining, 


Stamping, Stapling, Staying, Stirring, Stretching, Striking, Stuffing, Suspending, Swaging, Sweating, Tacking, Tamping, Taping, Tapping, 


Tearing Out, Tenoning, Texturizing, Threading, Tightening, Tonguing, Trimming, Truing, Turning, Twisting, Tying, Undercutting, Varnishing, 


Vulcanizing, Wedging, Welding, Wetting, Whitewashing





�






WORK FIELDS (Work Technologies, Methods, Work Skills) (RHAJ - Chapter 4)





Show which work methods are involved in performing specific tasks.  ADD MORE 


work methods as appropriate to best describe the actual job/task functions.





WORK Field:  


102	STRUCTURAL FABRICATION-INSTALL-REPAIR


111	ELECTRICAL-ELECTRONIC FABRICATION-INSTALL-REPAIR


121	MECHANICAL FABRICATION-INSTALL-REPAIR





Additional Data: 																																					





Machines, Tools, Equipment, & Work Aids Used: 																																	





MPSMS Field:


592	AIRCRAFT AND PARTS





Materials Processed, Products Produced, Subject Matter, Services Performed: 																														


  


PREVIOUS EXPERIENCE REQUIRED FOR JOB/TASK FUNCTIONS: 																															





CRITERIA FOR SUCCESSFUL PERFORMANCE of acceptable work: 																																												





CAREER PATH (Can be promoted to:) 																				





Promoted from: 												


�



PHYSICAL DEMAND AND ENVIRONMENTAL CONDITIONS REQUIREMENTS (RHAJ - Chapter 12)


STRENGTH CLASSIFICATION should be assigned on the basis of several factors:


 


	1 - Position - Time spent standing, walking, and sitting


	2 - Weights & force - Weights lifted/carried and forces exerted to push/pull


	3 - Use of controls


			(Derived from 1991 RHAJ - Chapter 12 - Page 15)


	STRENGTH     


CLASSIFICATION			FREQUENCY			       


	LIFT/CARRY	|  Occasionally	Frequently	Constant	  





	Negligible	|     Sedentary            Sedentary                 Light


	Under 10 lbs.	|     Sedentary               Light              	     Medium


	10-20/25 lbs.	|  Light (to 20 lbs)   Medium (to 25 lbs)  Heavy (to 20 lbs)


	20/25-50 lbs.	|      Medium                Heavy                 Very Heavy


	50 - 100 lbs.	|       Heavy              Very Heavy             Very Heavy


	Over 100 lbs	|    Very Heavy         Very Heavy             Very Heavy





Typical Physical Demand and Environment Conditions are shown below for:


	621.281-014 AIRCRAFT MECHANIC (aircraft manufacture)


 


STRENGTH: Medium


Exert force of 20-50 lbs. occasionally, 10-25 lbs. frequently, or up to 10 lbs. constantly.


 


OTHER PHYSICAL DEMANDS:


 


  CL - Climbing - Occasional 


  BA - Balancing - Occasional 


  ST - Stooping - Occasional 


  KN - Kneeling - Occasional 


  CR - Crouching - Occasional 


  CW - Crawling - Occasional 


  RE - Reaching - Frequent   


  HA - Handling - Frequent   


  FI - Fingering - Frequent   


  FE - Feeling - Occasional 


  TA - Talking - Not Present


  HE - Hearing - Occasional


  TS - Tasting/Smelling - Occasional


 


VISION:


 


  NE - Near Acuity - Occasional


  FA - Far Acuity - Not Present


  DE - Depth Perception - Frequent


  AC - Accommodation - Occasional 


  CV - Color Vision - Occasional


  FV - Field of Vision - Not Present


 


COMMON ENVIRONMENTAL WORKING CONDITIONS (to which the worker is exposed):


  WE - Exposure to weather - Occasional


  NO - Noise Intensity Level - Loud


  AT - Atmospheric Conditions - Occasional


  MV - Moving Mechanical Parts Hazard - Occasional


  EL - Electrical Shock Hazard - Occasional


  HI - High, Exposed Place Hazard - Occasional


  TX - Toxic/Caustic Chemical Hazard - Occasional


  OT - Other Environmental Conditions - Occasional


 


�






PHYSICAL DEMAND REQUIREMENTS (RHAJ - Chapter 12)


RATE THE PERFORMANCE FACTORS required to perform specific job/task functions.


		 RATE THE FREQUENCY per 8 hour day:


	     NP - NOT PRESENT = Does not occur


		       O - OCCASIONAL  = Up to 1/3 of the time


		       F - FREQUENT    = 1/3 to 2/3 of the time


		       C - CONSTANT    = 2/3 or more of time





 Job/Task      ACTUAL 


Function(s)  FREQUENCY  PERFORMANCE FACTOR       Comments:


	POSITION:


	 	 	 	  STANDING		Surface: 					


	 		 	  WALKING		Terrain: 					


	 		 	  SITTING		Adjustable Back: 				


	 		 	  DRIVING		Vehicle Type: 					


						Distance: 					





	WEIGHTS & FORCE:


	 		 	  LIFTING  ____ lbs.	Above/Below    Waist/Shoulder


	 		  	  CARRYING ____ lbs.	Distance: 				


	 		  	  PUSHING  ____ lbs.	Right/Left/Both    Hands/Legs


	 		 	  PULLING  ____ lbs.	Right/Left/Both    Hands/Legs





			         USE OF CONTROLS:


	 		 	 HAND CONTROLS:	Right Hand     Grip     Buttons


	 		 			Left Hand	    Grip     Knobs


	 		  			Both Hands    Levers


	 		 			Either Hand    Cranks


	 		 	 FOOT CONTROLS:  	Right Foot


	 		 			Left Foot        Pedals


	 		 			Both Feet       Levers


	 		 			Either Foot








PROTECTIVE CLOTHING AND PERSONAL DEVICES (Circle;  ADD OTHERS as required):





Earplugs   Mask   Goggles   Safety Shoes   Insulated Gloves   Hard Hat


       Aprons    Safety Vest     Harness   Hair Net   Gloves








Additional Notes: 


												


												


												


												


												


�
PHYSICAL DEMAND AND ENVIRONMENTAL CONDITIONS REQUIREMENTS (RHAJ - Chapter 12)


RATE THE PERFORMANCE FACTORS required to perform specific job/task functions.


		 RATE THE FREQUENCY per 8 hour day:


		      NP - NOT PRESENT = Does not occur


		       O - OCCASIONAL  = Up to 1/3 of the time


	     	       F - FREQUENT    = 1/3 to 2/3 of the time


	    	       C - CONSTANT    = 2/3 or more of time





Job/Task          ACTUAL 


Function(s)  FREQUENCY  PERFORMANCE FACTOR       Comments:


	 		 	CL - CLIMBING:


					Ladders    Stairs    Scaffolds


					Ramps      Poles


					Height: 					


					Steepness: 						


					Type of Structure: 			


	 		 	BA - BALANCING:


					Surface Type: 				


						         Slippery    Narrow    Moving


					Work Activity: 				


						            Twisting    Neck    Back


	 		 	ST - STOOPING


	 		 	KN - KNEELING


	 		 	CR - CROUCHING


	 		 	CW - CRAWLING - Distance: __________________


	 		 	RE - REACHING - Distance: ___________________


						Overhead    Chest Level 


	 		 	HA - HANDLING


	 		 	FI - FINGERING


	 		 	FE - FEELING


	 		 	TA - TALKING			(Coworkers   Phone   Public)


	 		 	HE - HEARING		(Coworkers   Phone   Public)


	 		 	TS - TASTING/SMELLING


	 		 	NE - NEAR ACUITY 	(Under 20 inches)


	 		 	FA - FAR ACUITY		(Over 20 feet)


	 		 	DE - DEPTH PERCEPTION


	 		 	AC - ACCOMMODATION	(Focal length change)


	 		 	CV - COLOR VISION


	 		 	FV - FIELD OF VISION	(Peripheral vision)


	 		 	LIGHTING LEVEL -	Dim    Bright


	 		 	WE - EXPOSURE TO WEATHER


	 		 	CO - EXPOSURE TO EXTREMES OF COLD


	 		 	HO - EXPOSURE TO HOT TEMPERATURES


	 		 	WT - WET and/or HUMID   Liquids: 		


	 		 	NOISE INTENSITY LEVEL:


				Very Quiet/Quiet/Moderate/Loud/Very Loud


	 		 	VI - VIBRATION


	 		 	AT - ATMOSPHERIC CONDITIONS:


					Odor Type: 			


					     		Dust   Mist   Gas   Fume


	 		 	MV - MOVING MECHANICAL PARTS HAZARD


	 		 	EL - ELECTRICAL SHOCK HAZARD


	 		 	HI - HIGH, EXPOSED PLACE HAZARD


	 		 	RA - EXPOSURE TO RADIATION


	 		 	EX - EXPLOSION HAZARD


	 		 	TX - TOXIC/CAUSTIC CHEMICAL HAZARD


	 		 	OTHER ENVIRONMENTAL CONDITIONS:


�



SPECIFIC VOCATIONAL PREPARATION - SVP (See RHAJ - Chapter 8):





  Skilled - From two to four years


  Minimum Formal Education: ___________ (Grade)


  Vocational/Shop/Commercial Education: 						


  Apprenticeship: 									


  In-plant Training/Continuing Education: 						


  On-the-Job Training/Continuing Education: 						


  Essential Other Job Experience: 							


  Certification/Licensure/Registration: 							





GENERAL EDUCATIONAL DEVELOPMENT - (Functional Examples - RHAJ - Chapter 7)


Show which skills are required to perform specific job/task function(s).  





Reasoning Skills (GED-R-4)


Apply principles of rational systems to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Interpret a variety of instructions furnished in written, oral, diagrammatic, or schedule form.





Mathematical Skills (GED-M-4)


Algebra: Deal with system of real numbers; linear, quadratic, rational, exponential; logarithmic, angle, and circular functions, and inverse functions; related algebraic solution of equations and inequalities; limits and continuity, and probability and statistical inference.  Geometry:  Deductive axiomatic geometry, plane and solid; and rectangular coordinates. Shop math:  Practical application of fractions, percentages ratio and proportion, mensuration, logarithms, slide rule, practical algebra, geometric constructions, and essentials of trigonometry.





Language Skills (GED-L-4)


Reading:  Read novels, poems, newspapers, periodicals, journals, manuals, dictionaries, thesauruses, and encyclopedias.  Writing:  Prepare business letters, expositions, summaries, and reports, using prescribed format, and conforming to all rules of punctuation, grammar, diction, and style.  Speaking:  Participate in panel discussions, dramatizations and debates.  Speak extemporaneously on a variety of subjects.





APTITUDES (See RHAJ - Chapter 9 - Pages 1-36)


	Rate how much aptitude is needed to perform specific job/task function(s).





	1 = Superior	2 = Above Average	3 = Average	4 = Below Average	5 = Negligible /Minimal





   Job/Task


  Function(s) 	Actual	APTITUDE	RATING


 ___________ ___________	General learning ability     		G -	3


 ___________ ___________	Verbal                     		V -	3


 ___________ ___________	Numerical               	 	N -	3


 ___________ ___________	Spatial perception           		S -	2


 ___________ ___________	Form perception             		P -	2


 ___________ ___________	Clerical perception          		Q -	4


 ___________ ___________	Motor coordination          		K -	3


 ___________ ___________	Finger dexterity        		F -	3


 ___________ ___________	Manual dexterity             		M -	2


 ___________ ___________	Eye/hand/foot coordination  	E -	4


 ___________ ___________	Color discrimination         		C -	4


 ___________ ___________	Other: ________________________________�



TEMPERAMENTS - Situations to which the worker must adapt (RHAJ - Chapter 10)


___________ D - DIRECTING, controlling, or planning others' activities


___________ R - Performing REPETITIVE or short-cycle work


___________ I - INFLUENCING people's opinions, attitudes, & judgments


___________ V - Performing a VARIETY of duties without losing composure


___________ E - Expressing personal feelings


___________ A - Working ALONE or apart physically isolated from others


___________ S - Performing effectively under STRESS in situations


		  dangerous to self or others


___________ T - Attaining precise set limits, TOLERANCES, & standards


___________ U - Working UNDER specific instructions by others


___________ P - Dealing with PEOPLE beyond just receive instructions


___________ J - Making JUDGMENTS and decisions (subjective & objective)


___________   - Working with others as a TEAM MEMBER


___________   - Working AROUND OTHERS, but INDEPENDENTLY


___________ Other: _______________________________________________________________


												








OTHER ESSENTIAL PERSONAL QUALITIES:





_____Cost Effectiveness	 _____Good Speaker	_____On-Time Performer


_____Responsible	 _____Creative	_____Good Writer


_____Optimistic	 _____Self-confident	_____Customer Oriented


_____Good Coordinator	 _____Organized	_____Self-starter


_____Diligent	 _____Good leader	_____Persuasive


_____Tactful	 _____Efficient	_____Hard Worker


_____Problem Solver	 _____Enthusiastic	_____Take Instructions Well


_____Honest	 _____Productive	_____Take Charge


_____Flexible	 _____Intuitive	_____Prudent


_____Team-Oriented	 _____Friendly	_____Logical


_____Punctual	 _____Versatile	_____Goal Oriented


_____Loyal	 _____Well Trained	_____Quality Conscious


_____Motivated	 _____Reliable		








