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Identify activities & tasks
Identify competencies
Invest vs. Divest
Blended curriculum
Phased blends

Survey needs

Analyze needs
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Step 1: Identify Activities & Tasks

e “Describe a typical week at work”
- “What activities do you perform?”
“What tasks are associated with each activity?”
- “How much time do you spend on each task?”
“Rank the tasks in order of importance”
“Rank the tasks in order of difficulty”
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Worksheet - Activities & Task

Populate the worksheet with the
activities and tasks that your SMEs
have brainstormed, along with the time
per week associated for each task.
The time can be translated into a pie
chart to make the data come alive.
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Worksheet - Importance & Complexity

Enter the rankings, or better yet, use a
1-5 Likert scale to identify the level of
importance and the level of difficulty
(complexity) for each task.

The IRC Rating averages the
importance and complexity factors.
You can use this number to sort your
list of tasks, so the most important and
complex tasks rise to the top.
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Choosing a Strategy
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The Blended Curriculum
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Phased Blends:
Learning as a Process
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Step 2: Identify Competencies

e Ignore low importance activities
e Focus remaining analysis on high importance
activities
¢ What competencies (KSAs) are needed to
perform the tasks and activities?
- Knowledge — about policies, products, standards
- Skills — interpersonal, procedural, conceptual
- Attitudes — values, norms, beliefs
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Hiring Criteria
¢ What competencies will be assumed as hiring or
promotion requirements?
¢ Remainder = New Hire Training Needs

It’s a good time
to re-write job
descriptions!
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Worksheet - Competencies

Focusing on the most important and
most complex tasks, identify the
knowledge, skills, and attitudes
needed to perform the tasks. Then,
determine which KSAs will be assumed
to be hiring criteria. The remaining
KSAs will make up your New Hire
curriculum.
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Step 3: Survey Needs

e For current workers, need to identify perceived
competency gaps

¢ Consider these questions:
- What do the workers feel they need?
- What do supervisors feel their workers need?

- What do clients feel the workers need?
e Quick survey can help you prioritize those needs
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Survey Tool
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Step 4: Analyze Needs
Low Hanging Fruit — the Quick Fixes
- Communicate expectations
- Allocate adequate resources
- Provide feedback on performance
Are incentives aligned?

- Incentivize the mission-critical activities
- Remove dis-incentives

Can the task be made easier?
Develop learning & performance solutions
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Summary

Identify activities & tasks
® Prioritize

Make Invest vs. Divest Decisions
Identify competencies

Identify Hiring Criteria

e Develop New Hire Curriculum
Survey needs

Analyze needs

e Develop Solutions fo

Current Workers
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effectPerformance

Instructional design solutions for your
learning and performance needs
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