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Figure 16-9 	Sample job analysis form.
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Element Required

Purpose

Date

Author/responsible manager

Organization level/unit
(department, division, office,
etc)

Job grade or classification
Supervisory relationships
Job status

Job summary

Essential functions, duties, and
activities

Job specifications

Working conditions

Date it was created and most recently revised

Establishes accountability and source to refer any
questions

Places the job within the organizational structure

Ranks the job's level and importance for
compensation purposes

Identifies immediate supervisor and employees
supervised (if any)

Exempt or nonexempt from overtime and other
FLSA requirements

Concise description of the basic purpose and
functions of the job

Major tasks and responsibilities of this position;
estimated time and effort distribution; “essential
functions” must be identified for ADA compliance

Qualifications in terms of education, experience,
skills, knowledge, certification, etc., needed to
perform the essential job responsibilities

Physical and psychological demands of the work
environment. Any unusually challenging aspects
should be addressed, such as handling hazardous
materials, need to maintain strict confidentiality
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Health Information Services

Manager, Health Information Services
Current Supervisor's Name: - Kathy Castierock

General Job Objectives:

= Acts as department receptionist and frsttelephone contact.

= Processes daily work schedules.

= Demonstrates effective relationships with co-workers, patients, public, physicians,
‘administration, and outside agencies.

Essential Job Duties:
(List all tasks required to perform the routine functions required for the position.)
Example:

= Greets visitors to the department,

= Routes incoming phone calls and takes messages when intended party is unavailable

Meets Standards of Performance By: (Example)
(For Greeting Visitors) Receiving no complaints in the performance period concerning
discourteous service.

Exceeds Standards of Performance By: (Example)
(For Greeting Visitors) Receiving compliments by visitors, coworkers, or physicians on
A yranny Jbya Spigin g




