
Job Analysis Template Word 
General Information 

●​ Employee Name: __________________________________________ 
●​ Job Title: __________________________________________ 
●​ Date of Job Analysis: __________________________________________ 
●​ Department: __________________________________________ 
●​ Supervisor Name: __________________________________________ 

Job Summary 

Describe the primary duties and responsibilities of the role: 

 

Physical & Mental Demands 

Requirement Frequency 
(Daily/Weekly/Monthly) 

Physical Exertion 
(Low/Moderate/High) 

Special 
Equipment 

Used 

    

    

    

    

Work Environment 

●​ Indoors / Outdoors (Specify): ___________________________ 



●​ Noise Level: ( ) Low ( ) Moderate ( ) High 
●​ Exposure to Hazards: ( ) Yes ( ) No (If Yes, specify): _______________ 

Decision Making & Problem Solving 

●​ Describe the complexity of decision-making responsibilities:

 

Final Review & Acknowledgment 

●​ Employee Acknowledgment: ( ) Yes ( ) No 
●​ Employee Signature: _________________________ Date: _______________ 
●​ Supervisor Signature: ________________________ Date: _______________ 
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