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Supplemental Task/KSA Analysis Form
This form may be used by supervisors and/or incumbents to provide supplemental information to assist with the analysis of a CRR form or complete/change a Detailed Position Record (DPR).

	Purpose/Distinguishing Characteristics (if different from that described on the MPR):       


	Add task(s) to DPR that is not listed on MPR but is performed at the DPR level.
	Per Cent of Time=100%
	Essential or Marginal Task E/M)

	1

     

	     
	     

	2     
	     
	     

	3     
	     
	     

	4     
	     
	     

	5     
	     
	     

	Delete task(s) from DPR that is listed on MPR but is not performed at the DPR level.
	     
	     

	1     
	     
	     

	2     
	     
	     

	3     
	     
	     


	Add KSA(s) to DPR that is not listed on MPR but skill is required at the DPR level.
	Experience
	Supervision

	1     
	     
	     

	2     
	     
	     

	3     
	     
	     

	4     
	     
	     

	5     
	     
	     

	Delete KSA(s) from DPR that is listed on MPR but skill is NOT required at the DPR level.
	     
	     

	1     
	     
	     

	2     
	     
	     

	3     
	     
	     


 FORMCHECKBOX 
Add physical requirements if other than sedentary.

	Physical abilities (Be specific i.e., continually lifts over 50 pounds)      

	Tools Used      

	Vehicles Used      

	Other      


 FORMCHECKBOX 
Add working conditions if different than at MPR level.      


Comments:      
Requested by:

	Name      
	Date     

	Title      

	Agency/Division/Office     


Additional Information to Assist in Completing the Supplemental Task Form

Job: A group of positions that are similar in duties and responsibilities; degree of supervision exercised; minimum training requirements; experience and skill.

Job Description: A Broad, general description of a group of positions which require common KSAO’s.  

Position descriptions describe the knowledge, skills and abilities required to perform the assigned tasks for an individual position. (DPR) The duties, minimum requirements, training, and experience must be directly related to the job.
Two Types of Position Descriptions: 

· Master position record (MPR) The record that is used to describe the functions and requirements of one incumbent or a group of incumbents with similar functions.

· Detailed position record (DPR) The record that is used to give additional details specific to only one incumbent – details that are not already given in the Master Position Record.

Additional Information

· % - Each task must have a percentage of time assigned representing the amount of time spent on that task.  Percentages for all tasks must add up to 100% on the MPR.
· E/M - Determine if each task is Essential (E) to the position or Marginal (M).  If this task was taken away from this position or the employee was unable to perform this task, would it significantly change the purpose of this position?

· Knowledge/Skills/Abilities - List the Knowledge, Skills and Abilities (KSA’s) needed to perform each task.

· Level - Determine the level of knowledge or experience required for entry into the position.  If   supervisory experience is required for a particular KSA, write (S) next to the level number.

0
Requires little or no knowledge or work.

1
Requires a general knowledge without much practical work experience OR limited work experience performed under close supervision.

2
Requires specialized knowledge and/or demonstrated work experience sufficient to perform tasks independently.

3
Requires specialized knowledge and a high skill level, with demonstrated work experience in performing a variety of specialized and/or complex tasks.

S
Requires demonstrated work experience in supervising or managing others in the performance of this task.  (Use this 
in addition to one of the number levels above,  i.e. 2S)

Physical Requirements

· Sedentary - Typically, the employee may sit comfortably to perform the work.  However, there may be some walking; standing; bending; carrying of light items such as papers, books, small parts; driving an automobile, etc.  No special physical demands are required to perform the work.

· Moderate - The work requires some physical exertion such as long periods of standing; walking over rough terrain or rocky surfaces; recurring bending, crouching, stooping, stretching, reaching, or similar activities; recurring lifting of moderately heavy items such as typewriters and record boxes.  The work may require specific but common physical characteristics and abilities such as lifting up to 50 pounds, above-average agility, and dexterity.

· Strenuous - The work requires considerable and strenuous physical exertion such as frequent climbing of tall ladders, lifting heavy objects over 50 pounds, crouching or crawling in restricted areas, defending oneself and /or others against physical attack.

Working Conditions

· Everyday Risks - Risks found in the typical office setting, which is adequately lighted, heated and ventilated, e.g., safe use of office equipment, avoiding trips and falls, observing fire regulations, etc.,

· Special Risks - Risks which require the use of special safety precautions and/or equipment, e.g., working around operating machines, working with contagious diseases or hazardous chemicals, etc.

· High Risk - Risks found in potentially dangerous or unusual environmental stress situations, e.g. working at great heights, working in extreme outdoor weather conditions, being subject to possible physical attack, etc.
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