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POSITION TITLE
POSITION DESCRIPTION NUMBER
GRADE/SERIES
HR SPECIALIST/RECRUITER
How important is this competency for effective job performance?
How important is this competency for effective job performance?
Instructions to SMEs:  Please use the Scale below to rate the extent to which each competency is important for effectively performing each task.
Instructions to S M Es:  Please use the Scale below to rate the extent to which each competency is important for effectively performing each task.  You will need to refer to V A Forms 0 9 3 8 a and 0 9 3 8 b in order to see the tasks and competencies to which the numbers refer.
1 = Not Important
1 = Not Important
2 = Somewhat Important
2 = Somewhat Important
3 = Important
3 = Important
4 = Very Important
4 = Very Important
5 = Extremely Important
5 = Extremely Important
COMPETENCIES
COMPETENCIES
TASK
NUMBER
TASKS
SIGNATURE (Subject matter expert)
TITLE
DATE
Instructions to HR Staff: Fill in the tasks from the Job Analysis Worksheet for Tasks (VA Form 0938a), and the Competencies from the Job Analysis Worksheet for Competencies (VA Form 0938b). Use only the tasks and competencies that were identified as "core" (i.e., meeting the thresholds for inclusion) according to the instructions on VA Forms 0938a and 0938b. 
 
Identify competencies linked to each task based on average SME ratings. A competency is considered to be "linked" to a task if the average SME rating is 3 or higher. If any tasks are not linked to at least one competency, or if any competencies are not linked to at least one task, you should consider whether all critical tasks and/or competencies were identified by the job analysis (e.g., you might have missed a critical task or competency that would explain the missing linkage). If, after this process, any tasks or competencies are still not linked, you and the SMEs should eliminate them. Once the SME ratings have been averaged, and any unlinked tasks/competencies eliminated, this form can be used to guide the assignment of tasks to Factors/Job Elements (i.e., the competency that was rated as being the most important for successful performance of a particular task should have that task grouped under it; consult the SMEs for placement in the event of a tie.)
Instructions to H R Staff: Fill in the tasks from the Job Analysis Worksheet for Tasks (V A Form 0 9 3 8 a), and the Competencies from the Job Analysis Worksheet for Competencies (V A Form 0 9 3 8 b). Use only the tasks and competencies that were identified as "core" (i.e., meeting the thresholds for inclusion) according to the instructions on V A Forms 0 9 3 8 a and 0 9 3 8 b.  Identify competencies linked to each task based on average S M E ratings. A competency is considered to be "linked" to a task if the average S M E rating is 3 or higher. If any tasks are not linked to at least one competency, or if any competencies are not linked to at least one task, you should consider whether all critical tasks and/or competencies were identified by the job analysis (e.g., you might have missed a critical task or competency that would explain the missing linkage). If, after this process, any tasks or competencies are still not linked, you and the S M Es should eliminate them. Once the S M E ratings have been averaged, and any unlinked tasks/competencies eliminated, this form can be used to guide the assignment of tasks to Factors/Job Elements (i.e., the competency that was rated as being the most important for successful performance of a particular task should have that task grouped under it; consult the S M Es for placement in the event of a tie.)
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