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W O R K P L A C E  I N C L U S I O N  &  S U S T A I N A B L E  E M P L O Y M E N T  

Job Skills Trainer/ Job Coach 

Examples of using the Task Analysis form 

 

In example “A”, the Task Analysis form is 

being used to identify the tasks that need to be 

completed, the time it takes to complete the 

task and the tools needed to complete the task. 

During the task analysis, you may identify a 

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. 

 

 

 

 

 

 

 

In example “B”, the Task Analysis form is 

showing the break down steps for the Check-in 

Members task. 

 

 

 

 

 

 

 

 

 

 

In example “C”, the Task Analysis 

form is being used to track the 

progress of the consumer. List the 

dates across the top columns and use 

some tracking code in the column 

below to show how the consumer is 

doing for each task. The example used 

in the training were  

 

 
 

 

+ 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. 
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