Job task analysis worksheet

	Job: 



	Question 1:

What does the trainee need to know and/or be able to do to perform this job?
	Question 2:

Can it be taught and someone learn that task in 30 minutes?

	Tasks
	Yes
	No *
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* For each “no” marked, continue the task breakdown; that is, ask questions 1 and 2 for each task. Continue to break down the task into segments so that all tasks are marked “yes.”





