[image: image1.png]


  
                                

Chapter 2 – Pre-recruitment Consultation

Conducting and Documenting Job Analysis Activities

The Uniform Guidelines on Employee Selection Procedures requires that a thorough job analysis be conducted for supporting a selection procedure.  

A job analysis used as a basis for setting rating and/or ranking criteria should describe all major functions and duties, their relative importance, and their difficulty level.  The job analysis should identify and analyze those aspects of the behaviors that can be observed and resulting work products. 

A job analysis and pre-recruitment worksheet are MANDATORY for all NIH recruitments. 
Procedures for conducting and documenting a job analysis:

· Identification of major job duties and functions based upon a review of the position description and/or interview with the manager and subject matter experts.  Use the NIH Pre-Recruitment Consultation Worksheet, http://ehr.od.nih.gov/hhscareers/NIHPre-Recruitment.dot as a guide. Additional materials available to you may include:

· Position descriptions,

· Classification standards,

· Subject matter expert (SME) input,

· Performance standards, and
· Occupational studies. The Delegated Examining Handbook (www.opm.gov/deu), 

· Identification of competencies or KSAs (Knowledge, Skills, and Abilities) needed to perform each duty and function;  

· Selection of QuickHire questions (a total of 15-25 questions is recommended) to evaluate each competency or KSA; and, 

· Completion of a Job Analysis Matrix (see Appendix A) detailing the decisions and outcomes of the job analysis.
 Actions you take for adjusting weights or creating selective factors must be supported by the job analysis and documented.  Documentation for selective factors must reflect the competency or KSA that is essential for successful job performance and cannot be reasonably acquired on the job during a period of orientation or training (generally, 90 days) after selection.  Selective Factors must be described in the vacancy (Additional Information field).
Your documentation should be brief but thorough. Use simple, explicit statements that reflect the facts of the job analysis.  Qualifiers such as Thorough Knowledge, Considerable Skill, or Basic Understanding, are unnecessary.  
The job analysis will become a record of the case file and must include sufficient information to support the actions you take.
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