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Instructions to SMEs:  Please use the Scale below to rate the Tasks.
Instructions to S M Es:  Please use the Scale below to rate the Tasks.
FREQUENCY
FREQUENCY
IMPORTANCE SCALE
IMPORTANCE SCALE
How often is the task performed?
How often is the task performed?
How important is this task to the job?
How important is this task to the job?
0 = Not Performed
FREQUENCY  0 = Not Performed
0 = Not Performed
IMPORTANCE SCALE  0 = Not Performed
1 = Every few months to yearly
FREQUENCY  1 = Every few months to yearly
1 = Not Important
IMPORTANCE SCALE  1 = Not Important
2 = Every few weeks to monthly
FREQUENCY  2 = Every few weeks to monthly
2 = Somewhat Important
IMPORTANCE SCALE  2 = Somewhat Important
3 = Every few days to weekly
FREQUENCY  3 = Every few days to weekly
3 = Important
IMPORTANCE SCALE  3 = Important
4 = Every few hours to daily
FREQUENCY  4 = Every few hours to daily
4 = Very Important
IMPORTANCE SCALE  4 = Very Important
5 = Hourly to many times each hour
FREQUENCY  5 = Hourly to many times each hour
5 = Extremely Important
IMPORTANCE SCALE  5 = Extremely Important
TASK#
DESCRIPTION
TASK
ITEM OR LOT NO.
SOURCE
DESCRIPTION
IMPORTANCE
DESCRIPTION
FREQUENCY
Instructions to HR Staff: 
 Tasks that receive a rating of 3 or higher on both Importance and Frequency should be included as core tasks.  However, consult with the subject matter expert(s) (SMEs) in cases where a task has a high Importance, but a low Frequency (e.g., Importance = 5, Frequency = 1).  Ask the SMEs whether the tasks should still be included, based on its importance.  This will ensure that critical tasks are not inadvertently left out.
 
As a reminder, when at all possible, tasks should be rated by multiple SMEs.  When multiple SMEs are used, Importance and Frequency ratings should be averaged separately across raters, such that an average score for Importance, and an average score for Frequency, is the result.  When using multiple raters, both the average Importance and average Frequency should be 3.0 or higher for a task to be included as a core task.  SMEs should be consulted when tasks have high average Importance ratings and low average Frequency ratings.
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