Task Analysis

A Task Analysis is a process for exploring the steps required to complete a task successfully.  The Task Analysis should highlight all of the resources (including human resources) required to complete the task as well as the time taken to complete the task.

A Task Analysis allows you to break down a task into components so that a logical process can be determined.  From a learning perspective, a Task Analysis enables the development of an effective learning sequence which will make any related learning activity more successful.

To perform a Task Analysis you can:

· Observe a team member completing the task to gain an understanding of what is required

· Hold focus groups with a selection of staff who complete the activity to assist you with mapping the process

· Develop a checklist from your observation and have a selection of staff complete the checklist to indicate the steps they actually carry out

When completing a Task Analysis you need to:

1. Map the steps required to successfully undertake the task

2. Indicate the resources required to complete each step.  Include human resources, stationery, equipment and costs

3. Indicate the time taken to accomplish each step

4. Highlight any areas where you believe errors could occur or any areas where you receive contradicting information regarding how a step is completed.
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