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Session12
JOB ANALYSIS & SAFE JOB 

PROCEDURE

CASE NO. 3

http s:/ /www.shpon l ine .co.uk/in -court /50k-fin e-after-multiple-fail ings-led-to-severe-hand -
injury/?e lq _mid=2594&elq_cid=161748
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q Job analysis ensures that the procedures established for doing the job is in
effect, the proper one. All elements of a worker's job are inseparable, such as:

Quality
Productivity 
Safety 
Health

q

q

q

q

SIX (6) steps that show the basic framework
doing a proper job analysis

for

Determine the critical job to be analyzed

Break the job down  into orderly sequence of  steps

Determine potential for downgrading incidentsJ3
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SIX (6) steps that show the basic framework for
doing a proper job analysis

Make an efficiency check of each job step

Develop recommended controls

Write down the standard job procedures

Main considerations in selecting the critical few jobs for
analysis:

The new or unknown

Probability for recurrence

Potential for big loss

Past loss experience
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q Every aspect of the job, including safety, quality and
production should be considered. Define the "job steps" as
one segment of the total job where something happens to
advance the doing of the work involved.

q With the job steps established, make sure you are aware of
all problems associated with each job step that can
downgrade safety, health, quality or production.

q Following the job breakdown, each step should be analyzed
to determine whether these are or can be any aspects of the 
job related to the workers, the equipment, material, or
environment that can result in downgrading incidents.
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Efficiency check questions:

q Where should it be done?
q When should it be done?

q Who is the best qualified 
to do it?

q Does it meet all 
standards?

q What else can make it 
more efficient?

q What is its purpose?
q Why is it necessary?

q Is this the most efficient 
way?

q How can it be done?

q What is needed to do it 
better?

Solutions that can be applied as
deficiencies in existing aspects of the job:

1.  The job procedure solution - outline a specific procedure
that, when followed, will eliminate the deficiencies or 
potentials for a downgrading incident that exists.

2.  The job environment solution - change the relevant part
or aspect of the total environment and materials.J3
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Solutions that can be applied as deficiencies in existing
aspects of the job:

3.  The method changed solution - make a major change in the
actual way of doing these step of the job.

4.  The reduced frequency solution - reduce the number of times
any repetitive action must be taken.

Steps for Proper Job Analysis by Observation:

1.  Select the right workers to observe (one who has outstanding
quality performance, and another who has unexcelled 

productivity).

2.  Explain the purpose of proper job analysis.

3.  Observe the job and record on initial breakdown.

4.  Check breakdown with worker

5.  Record basic steps of job breakdownJ3
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Steps for Proper Job Analysis
Observation:

by

6.  Determine all potential breakdown incidents

7.  Make the efficiency check

8.  Develop recommended controls

9.  Contact special interest groups

10. Write the standard job procedure

Standard Job Procedure:

1.    List all critical jobs
2.    Make standard job procedure work assignments
3 Once the program begins, measure performance versus 

standards for SJP works
4.    Get prepared for re-enforcement
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