List of Functional Areas
and Example Tasks
	Information Input — Where and how are the information and data gained that are needed to perform this job?

	 
	Looking for and Receiving Job-Related Information — How is information obtained to perform this job?

	 
	
	Getting Information

	 
	
	
	Observing, receiving, and otherwise obtaining information from all relevant sources.

	 
	
	
	     Examples: Collecting tickets & forms from contractors to help ensure the correct quantities of materials are delivered; Making regular contacts with the general public, persons in other departments or divisions, or outside organizations and representatives for the purpose of furnishing or obtaining information.

	 
	
	Monitoring Processes, Materials, or Surroundings

	 
	
	
	Monitoring and reviewing information from materials, events, or the environment, to detect or assess problems.

	 
	
	
	     Examples: Watching a set of gauges and monitors to ensure that a piece of equipment doesn’t overheat; Monitoring the costs and expenditures related to contracts and travel claims to ensure compliance with budgetary constraints

	 
	Identifying and Evaluating Job-Relevant Information — How is information interpreted to perform this job?

	 
	
	Identifying Objects, Actions, and Events

	 
	
	
	Identifying information by categorizing, estimating, recognizing differences or similarities, and detecting changes in circumstances or events.

	 
	
	
	     Examples:  A park ranger walking through the woods with a checklist of different types of trees, and categorizing them according to their species (that’s an oak and that’s a maple, etc); Identifying work priorities to ensure the most important work is completed first based on work experience, supervisor guidance, and departmental, state, and federal laws, rules, regulations, and guidelines

	 
	
	Inspecting Equipment, Structures, or Material

	 
	
	
	Inspecting equipment, structures, or materials to identify the cause of errors or other problems or defects.

	 
	
	
	     Examples: Checking a section of bridge support to ensure that it is stable and undamaged after a car accident; Inspecting a pool vehicle to ensure that the fluids are topped off and there is no visible damage or leakage

	 
	
	Estimating the Quantifiable Characteristics of Products, Events, or Information

	 
	
	
	Estimating sizes, distances, and quantities; or determining time, costs, resources, or materials needed to perform a work activity.

	 
	
	
	     Examples:  A construction contractor to build a house gives and estimate on how much labor & material would cost.
     NOTE: This person may or may not be making the decision.

	 
	 
	
	 

	Mental Processes — What processing, planning, problem-solving, decision-making, and innovating activities are performed with job-relevant information?

	 
	Information and Data Processing — How is information processed to perform this job?

	 
	
	Judging the Qualities of Things, Services, or People

	 
	
	
	Assessing the value, importance, or quality of things or people.

	 
	
	
	     Examples: Judging how well a subordinate performs on a given SMART goal; Looking at a mix to see if it’s too thick or too thin.
     NOTE: Is making a judgment at this level above their pay level or are they leaving judgment to someone else? This does NOT include making a decision that will be acted on, only forming an opinion based on evidence.

	 
	
	Processing Information

	 
	
	
	Compiling, coding, categorizing, calculating, tabulating, or verifying information or data.

	 
	
	
	     Examples:  Performing calculations to determine the amount of material to use to fill a given space; Processing transactions in a database to record changes to personal records. 
     NOTE: Auditing is part of “Evaluating Information to Determined Compliance with Standards”, actually doing the math is part of “Processing Information”.

	 
	
	Evaluating Information to Determine Compliance with Standards

	 
	
	
	Using relevant information and individual judgment to determine whether events or processes comply with laws, regulations, or standards.

	 
	
	
	     Examples: I look at this mix and it looks ok according to policy specifications; I’ve evaluated the damage to this bridge support and our guidelines would indicate it is unsafe.

	 
	
	Analyzing Data or Information

	 
	
	
	Identifying the underlying principles, reasons, or facts of information by breaking down information or data into separate parts.

	 
	
	
	     Examples:  Conducting a job analysis to break down a job into a variety different tasks and identify the competencies needed to succeed at accomplishing those tasks; Conducting a chemical test to determine levels of different contaminants in a given sample.
     NOTE: What are some of the tests? What equipment are you using to conduct this test? Are we doing this task to gain real insight into something, or simply to compare results with a standard? Analyzing data and evaluating to determine compliance are often confused, but they are NOT THE SAME THING. Analyzing involves breaking a thing down to gain insight onto the nature of something by identifying the underlying themes, trends, relationships, and other factors that make it up. Evaluating the results of an analysis against a standard is a separate comparison task, and is part of “Evaluating Information to Determined Compliance with Standards”.

	 
	Reasoning and Decision Making — What decisions are made and problems solved in performing this job?

	 
	
	Making Decisions and Solving Problems

	 
	
	
	Analyzing information and evaluating results to choose the best solution and solve problems.

	 
	
	
	     Examples: Selecting job candidates who best fit available positions based on the results of selection assessment and testing; Approving travel, time and attendance, training, and other related requests submitted by assigned subordinates to ensure compliance with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures.
     NOTE: Is making a decision that will be acted upon appropriate for the pay grade of this class or are they leaving decision making to someone else? These are tasks where the person is the decider. The buck stops with them. They need no approval to make a decision; they have the authority to say “yes” or “no”, and to act on behalf of the State. These tasks are most often done by supervisors, managers, and other leadership personnel, unless you work alone.

	 
	
	Thinking Creatively

	 
	
	
	Developing, designing, or creating new applications, ideas, relationships, systems, or products, including artistic contributions.

	 
	
	
	     Examples: A machine shop creates unique tools and jigs; An engineer designing a network of roads and trails; An office worker designing a spreadsheet for tracking transactions.

	 
	
	Updating and Using Relevant Knowledge

	 
	
	
	Keeping up-to-date technically and applying new knowledge to your job.

	 
	
	
	     Example: Maintaining up to date licensure or certification to operate equipment; Attending leadership training on a new performance management system.

	 
	
	Developing Objectives and Strategies

	 
	
	
	Establishing long-range objectives and specifying the strategies and actions to achieve them.

	 
	
	
	     Examples: Generating SMART goals for assigned subordinates; Developing motivational strategies to enhance investment and participation in special events and projects.
     NOTE: These tasks are most often done by supervisors, managers, and other leadership personnel, unless you work alone.

	 
	
	Scheduling Work and Activities

	 
	
	
	Scheduling events, programs, and activities, as well as the work of others.

	 
	
	
	     Examples: Determining the work schedule for a given construction project.
     NOTE: These tasks are most often done by supervisors, managers, and other leadership personnel.

	 
	
	Organizing, Planning, and Prioritizing Work

	 
	
	
	Developing specific goals and plans to prioritize, organize, and accomplish your work.

	 
	
	
	     Examples: Organizing and prioritizing personal workload and the workloads of assigned subordinates using calendars, lists, and other facilitators to ensure timely and accurate completion of work; Incorporating last minute and unscheduled tasks into current workload to ensure timely and accurate completion of work; Delegating tasks to assigned subordinates based on the competencies they possess to ensure sufficient space to engage in supervisory work and ensure work is completed efficiently, accurately, and timely.

	 
	 
	
	 

	Work Output — What physical activities are performed, what equipment and vehicles are operated/controlled, and what complex/technical activities are accomplished as job outputs?

	 
	Performing Physical and Manual Work Activities — What activities using the body and hands are done to perform this job?

	 
	
	Performing General Physical Activities

	 
	
	
	Performing physical activities that require considerable use of your arms and legs and moving your whole body, such as climbing, lifting, balancing, walking, and stooping.

	 
	
	
	     Examples: Navigating through underground worksites by crawling, squatting, and stooping in order to access areas for surveying purposes. 

	 
	
	Handling and Moving Objects

	 
	
	
	Using hands and arms in handling, installing, positioning, and moving materials, and manipulating things.

	 
	
	
	     Examples: Collecting and preserving evidence in order to facilitate the development of cases to conclusion; Carrying construction materials to and from different areas of the worksite to position them for use.

	 
	
	Controlling Machines and Processes

	 
	
	
	Using either control mechanisms or direct physical activity to operate machines or processes (not including computers or vehicles).

	 
	
	
	     Examples: Operating stationary equipment that doesn’t require it be driven while under operation; Operating a variety of office equipment including but not limited to copiers, scanners, microfiche readers, digital cameras, calculators, adding machines, and fax machines.

	 
	
	Operating Vehicles, Mechanized Devices, or Equipment

	 
	
	
	Running, maneuvering, navigating, or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, aircraft, or water craft.

	 
	
	
	     Examples: Operating vehicles that move (it’s mobile, not staying in one place). There are generally lots of different things to keep up with on the vehicle during operation, and they include its movement and navigation. 

	 
	Performing Complex and Technical Activities — What skilled activities using coordinated movements are done to perform this job?

	 
	
	Interacting With Computers

	 
	
	
	Using computers and computer systems (including hardware and software) to program, write software, set up functions, enter data, or process information.

	 
	
	
	     Examples: Using office productivity software including but not limited to word processing programs, spreadsheet programs, presentation software, web-based email programs, instant-messaging programs, and search engines.

	 
	
	Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment

	 
	
	
	Providing documentation, detailed instructions, drawings, or specifications to tell others about how devices, parts, equipment, or structures are to be fabricated, constructed, assembled, modified, maintained, or used.

	 
	
	
	     Examples: Writing instructions for the assembly of an electronic or mechanical device; Drawing a technical schematic of a machine; Creating an architectural diagram for the construction of a structure.

	 
	
	Repairing and Maintaining Mechanical Equipment

	 
	
	
	Servicing, repairing, adjusting, and testing machines, devices, moving parts, and equipment that operate primarily on the basis of mechanical (not electronic) principles.

	 
	
	
	     Examples: Repairing issues identified with automotive fuel systems as identified through analysis of symptoms reported by customers and tested using standard troubleshooting procedures to restore function to customer vehicles.

	 
	
	Repairing and Maintaining Electronic Equipment

	 
	
	
	Servicing, repairing, calibrating, regulating, fine-tuning, or testing machines, devices, and equipment that operate primarily on the basis of electrical or electronic (not mechanical) principles.

	 
	
	
	     Examples: Repairing issues identified with desktop computers as identified through analysis of symptoms reported by customers and tested using standard troubleshooting procedures to restore function to customer electronics.

	 
	
	Documenting/Recording Information

	 
	
	
	Entering, transcribing, recording, storing, or maintaining information in written or electronic/magnetic form.

	 
	
	
	     Examples: Documenting investigations performed for employee relations purposes to ensure accurate information is used in decision making; Documenting job analysis results based on departmental, state, and federal laws and guidelines to accurately create and/or update classification specifications and ensure the legal defensibility of employment decisions; Continually documenting the performance of assigned subordinates to ensure accurate and unbiased performance evaluations.

	 
	 
	
	 

	Interacting With Others — What interactions with other persons or supervisory activities occur while performing this job?

	 
	Communicating and Interacting — What interactions with other people occur while performing this job?

	 
	
	Interpreting the Meaning of Information for Others

	 
	
	
	Translating or explaining what information means and how it can be used.

	 
	
	
	     Examples: Interpreting a variety of current human resources rules, regulations, policies, procedures, and documentation for internal and external business partners to facilitate understanding, enhance communications, and ensure compliance; Generates examples of tasks which could be found under different functional areas to facilitate SME understanding during the task generation part of the job analysis process.

	 
	
	Communicating with Supervisors, Peers, or Subordinates

	 
	
	
	Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.

	 
	
	
	     Examples: Maintaining an open dialogue with internal business partners to ensure effective and efficient communication; Providing regular updates to upper management and other internal business partners on the status of projects and other assigned work.

	 
	
	Communicating with Persons Outside Organization

	 
	
	
	Communicating with people outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

	 
	
	
	     Examples: Communicating with outside callers and senders to ensure questions are directed to the appropriate individuals; Contacting vendors and other outside agencies who administer department functions to obtain/provide required information, correct errors, and/or for clarification purposes.

	 
	
	Establishing and Maintaining Interpersonal Relationships

	 
	
	
	Developing constructive and cooperative working relationships with others, and maintaining them over time.

	 
	
	
	     Examples: Networking with internal and external business partners to ensure open dialogues exist and to facilitate coordination and unified effort; Maintaining professional working relationships with peers, with assigned subordinates, and with upper management to ensure smooth and effective team operations.

	 
	
	Assisting and Caring for Others

	 
	
	
	Providing personal assistance, medical attention, emotional support, or other personal care to others such as coworkers, customers, or patients.

	 
	
	
	     Examples: Providing cognitive/behavioral therapy for clients as a means to eliminate or mitigate maladaptive behaviors; Providing basic medical care to elderly residents as required to address daily personal issues and improve quality of life.
     NOTE: Tasks in this functional area usually involve some form of medical or psychological treatment, or serving in a formal capacity as a counselor.

	 
	
	Selling or Influencing Others

	 
	
	
	Convincing others to buy merchandise/goods or to otherwise change their minds or actions.

	 
	
	
	     Examples: Influencing assigned subordinates using identified individual motivational factors to increase job performance and productivity; Selling requests for resources and the services of the team to internal and external business partners.

	 
	
	Resolving Conflicts and Negotiating with Others

	 
	
	
	Handling complaints, settling disputes, and resolving grievances and conflicts, or otherwise negotiating with others.

	 
	
	
	     Examples: Maintaining a respectful and productive work environment within the assigned work unit to minimize disputes and facilitate performance; Resolving simple conflicts without supervisory input to ensure timely and efficient performance and maintain positive working relationships.

	 
	
	Performing for or Working Directly with the Public

	 
	
	
	Performing for people or dealing directly with the public. This includes serving customers in restaurants and stores, and receiving clients or guests.

	 
	
	
	     Examples: Addressing customers attempting to obtain refunds or exchanges for goods by utilizing standard operating procedures for customer service associates to maintain positive customer relationships and ensure return business; Playing requested music on the piano for bar customers to enhance the customer's experience and increase sales.
     NOTE: Tasks in this category normally involve the acting out of some kind of script, and require a certain degree of acting.

	 
	Coordinating, Developing, Managing, and Advising — What coordinating, managerial, or advisory activities are done while performing this job?

	 
	
	Coordinating the Work and Activities of Others

	 
	
	
	Getting members of a group to work together to accomplish tasks.

	 
	
	
	     Examples: Coordinating workload with internal and external business partners as required to facilitate timely and accurate task completion; Coordinating with upper management, peers, and assigned subordinates to facilitate equitable workload dissemination.
     NOTE: These tasks are most often done by supervisors, managers, and other leadership personnel.

	 
	
	Developing and Building Teams

	 
	
	
	Encouraging and building mutual trust, respect, and cooperation among team members.

	 
	
	
	     Examples: Modeling effective performance for co-workers and assigned subordinates to provide a role model, encourage success in others, and enhance trust; Identifying developmental opportunities appropriate for assigned subordinates to improve team development.
     NOTE: These tasks are most often done by supervisors, managers, and other leadership personnel.

	 
	
	Training and Teaching Others

	 
	
	
	Identifying the educational needs of others, developing formal educational or training programs or classes, and teaching or instructing others.

	 
	
	
	     Examples: Conducting new employee orientations/onboarding meetings as required to educate new hires on departmental, state, and federal laws, rules, regulations, guidelines, benefits, processes, and procedures; Conducting agency specific and specialized training for agency employees to comply with departmental, state, and federal laws, rules, regulations, guidelines, processes, and procedures, facilitating change, and improvement initiatives.
     NOTE: Tasks in this category involve formal training in formal training environments, and do not include informal mentoring. Mentoring and coaching are included under "Coaching and Developing Others".

	 
	
	Guiding, Directing, and Motivating Subordinates

	 
	
	
	Providing guidance and direction to subordinates, including setting performance standards and monitoring performance.

	 
	
	
	     Examples: Leveraging developmental opportunities and motivational factors to improve team development and the performance of assigned subordinates; Leading assigned subordinates in using relevant information and individual judgment to determine whether events and processes comply with laws, regulations, and standards.
     NOTE: Tasks in this category involve leading assigned subordinates in their primary duties. These tasks are most often done by supervisors, managers, and other leadership personnel.

	 
	
	Coaching and Developing Others

	 
	
	
	Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills.

	 
	
	
	     Examples: Mentoring less experienced co-workers in their work; Mentoring assigned subordinates by providing feedback and information on organizational culture, policies and procedures, workflow and chain of command, task prioritization, proper documentation, use of systems and available functionality, and how to most effectively and efficiently perform their assigned tasks.

	 
	
	Provide Consultation and Advice to Others

	 
	
	
	Providing guidance and expert advice to management or other groups on technical, systems-, or process-related topics.

	 
	
	
	     Examples: Making recommendations for changes in operations which affect the economy, efficiency and quality of agency operations and services; Advising upper management on team standard operating procedures, best practices, and other workflow factors to inform strategy development and decision making.

	 
	Administering — What administrative, staffing, monitoring, or controlling activities are done while performing this job?

	 
	
	Performing Administrative Activities

	 
	
	
	Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.

	 
	
	
	     Examples: Entering personal time and leave/overtime requests into the appropriate databases as required; Responding to emails, phone calls, and other correspondence as required.
     NOTE: Tasks in this category are routine, day-to-day tasks that require no real special knowledge/skills/abilities and could be performed by an assistant if the individual had one.

	 
	
	Staffing Organizational Units

	 
	
	
	Recruiting, interviewing, selecting, hiring, and promoting employees in an organization.

	 
	
	
	     Examples: Conducting interviews for job candidates; Identifying promotional opportunities within assigned subordinates to develop bench strength and enhance the talent pool.
     NOTE: These tasks are most often done by supervisors, managers, and other leadership personnel.

	 
	
	Monitoring and Controlling Resources

	 
	
	
	Monitoring and controlling resources and overseeing the spending of money.

	 
	
	
	     Examples: Controlling the production and distribution of employee name badges; Allocating budgetary resources to projects conducted for the department as required to ensure sufficient funding for key initiatives.
     NOTE: Tasks in this category involve unilateral authority over the allocation of some resource, be it money, material, or personnel. These tasks are most often done by supervisors, managers, and other leadership personnel.
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