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Examples of using the Task Analysis form m
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In example “A”, the Task Analysis form is Employee: JaneDoe Job Site: _Super Health Spa
being used to identify the tasks that need to be Trainer: Mary Swmith Thel FHOBTASER Rl Woustieep i
completed, the time it takes to complete the Task Steps: Time | Tools Adapt?
task and the tools needed to complete the task. Clock-in 1m | timecqrdand elpek
During the task analysis, you may identify a Answer phone £ o

Check-tn memlers 2-3m card repder, towdl, key race  *

task that may need additional breakdown.

Notice the titles “Time”, “Tools” and “Adapt”
were manually written in so we could list the

data under them.
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In example “C”, the Task Analysis
form is being used to track the
progress of the consumer. List the

In example “B”, the Task Analysis form is
showing the break down steps for the Check-in
Members task.

Task Analysis

Employee: JaneDoe

Job Site: Super Health Spa

Trainer: Mary Swith

Task: Check-in menmbers

dates across the top columns and use T

some tracking code in the column

below to show how the consumer is

doing for each task. The example used

in the training were

ask Steps: 1/10 1/11 1/12 /1= 1/14
Greet members - + + + M
Swipemenbership card = s - + +
Offertowel = - - o
Trade keys for towel = 4 + L
Hang keys by memberslast name - 5 + + +

+ means the worker completed the step correctly without any assistance.
- means the worker needed assistance to complete the step or completed it incorrectly.
M means the worker has “mastered” the task.

Task Analysis form
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