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Job needs analysis 
Job role

· What tasks are required to produce the product or service?

· What tasks are required to sell the product or service?

· What tasks are required to support the production and sales staff?

· Which of these tasks need to be done in-house?
Purpose of job

· How does it contribute to the successful production of the product?
· How does it contribute to the successful sale of the product?
· How does it contribute to achieving the aims of the firm?

Essential functions

· What key tasks actually form the job?
· Are they all essential?
· How are the key tasks related to each other?
· Is there a sequence in which the tasks have to be done?
· What physical activities need to be performed?
· Can the activities be shared among a number of people?
· How much time is spent on each task?
· Are the tasks equally important to the successful completion of the job?
· What happens if a task is not completed?

Job qualifications

· Are formal qualifications required?
· Is specialist knowledge required?
· What are the skills required?
· What training is required?
· What previous experience is required?

Job context

· Where are the essential tasks done?
· How is the work organised?
· What are the physical conditions?
· What are the social conditions? 
· How is the job supervised?

