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Job Description Analysis Worksheet

This worksheet is a tool to gather basic information about job duties. This includes primary duties, the percent of time performing them, their relative importance. This is an outline of the job and may not include every detail of every duty performed – it should focus on the key responsibilities and measures of success.

Section 1:

Instructions: 
In this section, please include the job title and role summary. Don’t include any specifics. 


Job Title: ______________________________________________

Job Summary:
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Section 2:

Instructions: 
In this section, list the specific tasks and responsibilities for the role, along with their priority level, estimated percentage of time, and measurable KPIs for success. Include any desired characteristics and aptitudes, as well as key collaboration needs with other stakeholders. Finally, outline the reporting relationships for the role.

Major Responsibilities/Tasks	Priority	% of Time	Measures of Success
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Section 3:

Instructions: 
In this section, list any desired characteristics and aptitudes, as well as key collaboration needs with other stakeholders. Finally, outline the reporting relationships for the role.

Desired characteristics & aptitudes








Desired collaboration with other stakeholders







Reporting Relationships
Reports to: 
Supervises: 
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