
JOB ANALYSIS TEMPLATE

	Title of Job:
	

	Reporting to:
	
	Job Status
	

	Description 


	

	Nature of work
	

	Work Hours per week
	Work Timings

	Roles and Responsibilities
	Level of Responsibility
	Deliverables

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	Skills, Competencies and Knowledge Required for the Position

	
	Critical
	Desirable
	Optional
	Must Not Have

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	Experience


	

	Education

	
	Degree Required
	Subjects
	Minimum Marks/Grade

	Basic Education
	
	
	

	College Degree
	
	
	

	Graduate Degree
	
	
	

	PhD
	
	
	

	Occupational Certificates
	

	Vocational Training
	

	Physical Requirements
	

	Special Problems/Hazards
	

	Other Comments


	


