EXCEL SPREADSHEET INSTRUCTIONS FOR JOB ANALYSIS SHORT VERSION

Upon opening the file, your first step should be to save the Excel spreadsheet to an appropriate drive on your computer; this will become the master copy.  Once you have saved the master copy workbook on a suitable drive, you should title & save future workbooks according to the position(s) and job analysis with which you are working.  The master copy workbook will be used to start each new short version job analysis.

Enter information form PD prior to meeting with SMEs.
· Select worksheet tab titled “Documentation”

· Enter job title into cell A2
· Enter job code into cell B2

· Enter the date the job analysis will be conducted into cell C2

· Enter the SMEs’ names into cells A7-A9 (one cell for each Name)

· Enter the SMEs’ classification or job title into cells B7-B9

· The SME’s information (name & title) should correspond across the row

· Select worksheet tab titled “ImpD”

· Enter the statement for Duty 1 into cell C4

· Enter the statement for Duty 2 into cell C6

· Enter the statement for Duty 3 into cell C8

· Enter the statement for Duty 4 into cell C10 (if applicable)

· Enter the statement for Duty 5 into cell C12 (if applicable)

· Enter the statement for Duty 6 into cell C14 (if applicable)
· Enter the percentage from the PD linked to Duty 1 into cell D4

· Enter the percentage from the PD linked to Duty 2 into cell D6

· Enter the percentage from the PD linked to Duty 3 into cell D8

· Enter the percentage from the PD linked to Duty 4 into cell D10 (if applicable)

· Enter the percentage from the PD linked to Duty 5 into cell D12 (if applicable)

· Enter the percentage from the PD linked to Duty 6 into cell D14 (if applicable)

· Select worksheet tab titled “D1”

· Each duty that has been identified in the previous step must have corresponding KSAs.  By performing the next few steps, you will be able to enter all the KSAs onto the D1 tab & have the KSA # & KSA Description carry over to the remaining D2-D6 tabs.
· Hold down the Shift key

· While continuing to hold the Shift key, Left click on worksheet tabs titled D2, D3, D4, D5 and D6

· Enter ALL of the KSA # in column A
· Enter ALL of the KSA Descriptions in column B

· Right click on the white highlighted tab titled “D1” and select “Ungroup Sheets”

Enter information below from SMEs during job analysis meeting.  You will need to review & revise PD with the SMEs.  Be sure to update the spreadsheet accordingly.
· Select worksheet tab titled “ImpD”

· Determine value for each duty

· SMEs will determine a value for each duty as a consensus

· Enter the value for Duty 1 into cell E4

· Enter the value for Duty 2 into cell E6

· Enter the value for Duty 3 into cell E8

· Enter the value for Duty 4 into cell E10 (if applicable)

· Enter the value for Duty 5 into cell E12 (if applicable)

· Enter the value for Duty 6 into cell E14 (if applicable)

· Select appropriate worksheet tab titled D1-D6 depending on the duty being analyzed
· The number of points to be distributed to the KSAs for each duty is identified in cell C2 on tabs D1-D6.
· Beginning on tab D1 (you will complete the following indented steps on tabs D2 – D6)

· Enter the number of points the SMEs, as a consensus, wish to distribute to each of the KSAs in column C

· KSA points cannot exceed the Importance of Duty number identified in cell C2.

· It is acceptable for some KSAs to be assigned zero points
· Do not rate KSAs that do not link to duty on the PD

· Cell D2 will identify the number of points yet to be distributed
· Proceed to the next worksheet tab assigning points to the KSAs for the remaining duties
· After all the points have been distributed to all of the duties, click on the tab titled “KSA Totals”
· Notice the KSA #s are listed in column A.  Each of the duty points are listed in each of the KSA rows
· Column H titled “Total ImpK Score” is the total amount of points that were assigned to that particular KSA from all of the duties
· Select worksheet tab titled “KSA Hierarchy”
· Select the data to be sorted by highlighting (left click & drag mouse) the appropriate cells from columns A – D

· From the Data menu, select Sort

· Sort by Column D

· Radio button for Descending should be selected

· Click OK

· The data will now be sorted into a KSA Hierarchy with the most important KSA on top
