
GTB JTA: CONDUCTING THE JOB / TASK ANALYSIS 
(10/26/11) 

 
Step 1   Identify and evaluate tasks 

- Develop a comprehensive list of tasks that define the job. 
o A great starting point is the list of Duties and Responsibilities from 

the FAQS. 
o Give careful thought to additional tasks that could be considered. 
o Don’t worry about deleting tasks at this point – that is a part of the 

process further down. 
- List the tasks (and their sources, e.g., Duties and Responsibilities #1) in 

the chart below. 
- Discuss each task as a group and come to a consensus pertaining to 

Importance and Frequency of the task (i.e., each team member can 
consent to the assigned value, even if they don’t exactly agree with it). 

- When all values have been assigned, consider as a group deleting tasks 
that receive low scores for Importance. 

 
Job Analysis Worksheet for Tasks 

 
Task  Source  Importance  Frequency 

#1Understand the 
relationship of law (Federal 
and State), regulations and 
Departmental Directives 

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

4 4 

#2 Understand basic 
nuclear fundamentals 

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 3 

#3 Understand basic 
Environmental hazards, 
environmental laws, 
regulations and 
Departmental Directives 

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 3 

#4 Understand 
Safety/Health/Quality 
Requirements, Laws, 
Management Systems and 
Worker Safety 
Departmental Directives  

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 4 



#5 Understand CONOPS 
and Emergency 
Management System laws, 
regulations and 
Departmental Directives,  

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 4 

#6 Understand facility 
safety and safety, design 
and authorization bases 
regulations and 
Departmental Directives 

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 4 

#7 Understand contractor 
assurance and line 
oversight policy and 
Departmental Directives, 
including 
relationship/authorities of 
the DNFSB 

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 4 

#8 Understand Operating 
Experience, Central 
Technical Authority and 
Accident Investigation 
Departmental Directives  

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 3 

#9 Understand Safety 
Culture and Human Factors 
Engineering basic concepts 

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 3 

#10 Understand Security 
Directives 

DOE FTCP 
FAQS 

Foundations 
as Directed by 

DOE 426.1 

3 3 

 
Importance Scale  Frequency  

How important is this task to the job? How often is the task performed?  

0 = Not Performed  0 = Not Performed  

1 = Not Important  1 = Every few months to yearly  

2 = Somewhat Important  2 = Every few weeks to monthly  

3 = Important  3 = Every few days to weekly  

4 = Very Important  4 = Every few hours to daily  

5 = Extremely Important  5 = Hourly to many times each hour 

 
   



Step 2   Identify and evaluate competencies 

A competency is a measurable pattern of knowledge, skills, abilities, behaviors and 
other characteristics that an individual needs in order to perform work roles or 
occupational functions successfully. 

- Identify the competencies directly related to performance on the job. 
- Discuss each competency as a group and come to a consensus pertaining 

to Importance and Need at Entry of the competency. 
- When all values have been assigned, consider as a group deleting tasks 

that receive low scores for Importance. 

Job Analysis Worksheet for Competencies  

Competency  Source Importance  Need at 
Entry 

A.  Demonstrate a Familiarity Level of 
Knowledge (FLOK) of basic nuclear theory and 
principles. 

GTB FAQS SMEs  3  3 

B.  Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the basic fission process 
and results obtained from fission. 

GTB FAQS SMEs  3  3 

C. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of radiological controls and 
theory. 

GTB FAQS SMEs  4  3 

D. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of contamination control and 
theory. 

GTB FAQS SMEs  4  3 

E. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of basic radiation detection 
methods and principles. 

GTB FAQS SMEs  4  3 

F. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the requirements 
documents for radiological control practices, 
procedures, and limits. 

GTB FAQS SMEs  4  3 

G. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the sources and types of 
radiological and hazardous waste associated 
with DOE facilities. 

GTB FAQS SMEs  3  4 

H. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE orders and standards, 
regulations, and laws related to environmental 
protection, pollution prevention, environmental 
restoration, and waste management issues. 

GTB FAQS SMEs  3  4 



I.  Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the purpose and content 
of 29 CFR 1910.120, Hazardous Waste 
Operations and Emergency response. 

GTB FAQS SMEs  3  4 

J. Demonstrate a Familiarity Level of Knowledge 
(FLOK) of potential personal and organizational 
liability associated with environmental laws. 

GTB FAQS SMEs  3  4 

K. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the Department’s 
philosophy and approach to implementing 
Integrated Safety Management. 

GTB FAQS SMEs  5  5 

L. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of 10 CFR 851, Worker safety 
and Health Program and DOE O 440.1B, Worker 
Protection Program for DOE (including the 
NNSA) Federal Employees. 

GTB FAQS SMEs  3  3 

M. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the Occupational Safety 
and Health Act (OSHA). 

GTB FAQS SMEs  3  4 

N. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of Fire Safety for 
Department facilities necessary to identify 
safe/unsafe work practices. 

GTB FAQS SMEs  3  4 

O. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of Electrical Safety for 
Department facilities necessary to identify 
safe/unsafe work practices. 

GTB FAQS SMEs  5  4 

P. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of Industrial Hygiene 
principles. 

GTB FAQS SMEs  3  4 

Q. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Order 422.1, Conduct 
of Operations, and the principles of CONOPS 
and relate these principles to an operational 
environment. 

GTB FAQS SMEs  4  5 

R. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Order 231.1B, 
Environment, Safety, and Health reporting, and 
DOE Manual 231.1‐2, Occurrence Reporting and 
Processing of Operations Information. 

GTB FAQS SMEs  3  5 

S. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of 10 CFR 830 Subpart A, 
Quality Assurance and DOE 414.1D, Quality 
Assurance. 

GTB FAQS SMEs  4  4 

T. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Order 151.1C, 
Comprehensive Emergency Management 

GTB FAQS SMEs  4  4 



System, and its implementing guides. 

U. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the Unreviewed Safety 
Question process in 10 CFR 830, Subpart B, 
Nuclear Safety Management. 

GTB FAQS SMEs  4  5 

V. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of the Documented Safety 
Analysis and Technical Safety Requirements of 
10 CFR 830, Subpart B, Safety Basis 
Requirements, and the DOE standards and 
guides supporting implementation. 

GTB FAQS SMEs  4  5 

W. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Order 420.1C, Facility 
Safety. 

GTB FAQS SMEs  4  5 

X. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Policy 226.1B, DOE 
Oversight Policy, and DOE Order 226.1B, 
Implementation of DOE Oversight Policy. 

GTB FAQS SMEs  5  4 

Y. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Order 210.2A, DOE 
Corporate Operating Experience Program. 

GTB FAQS SMEs  3  5 

Z. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Order 225.1B, 
Accident Investigations. 

GTB FAQS SMEs  3  5 

AA. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE O 410.1, Central 
Technical Authority Management of Nuclear 
Safety Requirements. 

GTB FAQS SMEs  3  5 

BB. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of Safety Culture and Human 
Factors Engineering. 

GTB FAQS SMEs  4  5 

CC. Demonstrate a Familiarity Level of 
Knowledge (FLOK) of DOE Security Programs, 
including DOE Order 470.4B, Safeguards and 
Security Program. 

GTB FAQS SMEs  4  5 

 

Importance Scale  Need At Entry Scale  

How important is this 
competency for effective job 
performance?  

When is this competency needed 
for effective job performance?  

1 = Not Important  1 = Needed the first day  



2 = Somewhat Important  2 = Must be acquired within the 
first 3 months  

3 = Important  3 = Must be acquired within the 
first 4-6 months  

4 = Very Important  4 = Must be acquired after the 
first 6 months  

5 = Extremely Important  5 = Must be acquired prior to 
qualification  



Step 3  Evaluate linkage between tasks and competencies 

This step demonstrates that there is a clear relationship between the tasks 
performed on the job and the competencies required to perform the tasks.  

- Evaluate  each competency for its importance in effective performance of 
each task. 

- When finished, verify that each competency is important to the 
performance of at least one task.  

  

Job Analysis Worksheet For Task And Competency Linkage  
 
 
Competency Task Number LS 

1 2 3 4 5 6 7 8 9 10  
A/1  X         3 
B/2  X         3 
C/3  X         4 
D/4  X         4 
E/5  X         4 
F/6  X         4 
G/7  X X        3 
H/8 X  X        3 
I/9   X X X      3 

J/10 X  X        3 
K/11    X       5 
L/12    X       3 
M/13    X       3 
N/14      X     3 
O/15      X     5 
P/16    X       3 
Q/17     X      4 
R/18   X        3 
S/19 X   X       4 
T/20     X      4 
U/21      X     4 
V/22 X     X     4 
W/23      X     4 
X/24       X    5 
Y/25        X   3 
Z/26        X   3 

AA/27        X   3 



BB/28         X  4 
CC/29          X 4 

 
Linkage Scale (LS) 
 
How important is this competency for effective task performance?  
 
1 = Not Important  
2 = Somewhat Important  
3 = Important  
4 = Very Important  
5 = Extremely Important  
N/A = Not Applicable 

 


