Increasing the [position] Trained Workforce in Central Ohio 
[Date]
[Time]
[Location]
OVERALL PURPOSE

To conduct a job skills analysis for [position] resulting in a competency map for the development of education and training programs at CSCC.
BACKGROUND [general- may vary]
1. There is a high demand for [position] in the region with multiple employers.
2. There are currently few training/education programs available.
3. The CSCC [matching program name] Program is a good fit for this education.
4. Columbus State is one of the Preferred Education Providers for [company].
5. Industry is willing to provide current employees to assist in the program development.
6. Columbus State must ensure educational programs are designed to align with employer needs.

7. Columbus State personnel will only seek to clarify employer input for the purpose of creating accurate descriptions. The deliverable of this session will be a learning outcomes document used by Columbus State faculty members to create high impact education and training programs.
8. There are two major components of our work today:

a. Conduct a job analysis by describing the roles and skill sets for [position].
b. Determine appropriate competencies for short-term and long-term education programs.

9. We seek the essential roles and skill sets of [position], not fringe activities such as serving on continuous improvement committees.

10. Useful definitions:
	Term
	Definition
	Example 1
	Example 2

	Job
	A specific position requiring the performance of specific roles and tasks
	Car Owner
	Home Owner

	Roles
	A cluster of related tasks, usually 5-7 per job. Interchangeable words for roles include duties and accountabilities
	Maintain the vehicle
	Maintain the yard

	Skill Sets
	A particular combination of skills that a person has developed, especially ones that can be used in a job.
	Change the motor oil
	Mow the lawn

	Step (not our focus today)
	One of a series of procedures or activities to complete a task. The completion of steps alone does not result in a meaningful unit of work
(Steps will not be our focus today)
	Remove drain plug, Drain old oil, etc.
	Check oil, Fill gas tank, Start the mower, etc.


PURPOSES OF THIS SESSION
1. To conduct a job skills analysis for [position]
a. To identify the 3—5 roles for [company, position] employees
b. To determine 3—5 desired specific skills for each role.
2. To identify 5-7 core competencies required for employment.

3. To determine the competencies to be addresses in short-term and long-term education vehicles.

4. To identify 3-5 ways to promote program by partnering with [company] (tuition, interns, hiring)

5. To debrief the session.
NONPURPOSES OF THIS SESSION
1. To complete the final version of the academic program today
2. To be concerned about rank and seniority when making comments

3. To get off track
4. To make long comments

5. To tell war stories

6. To have side bar conversations
7. To check electronic devices while we are in session
	Agenda
	

	Time
	Activity
	Who

	[beginning time - ]

 (20 min)
	Introductions, Provide context for planning (15 minutes)

Set the stage for Compression Planning® (5 minutes)
	[name]

	[ — ]
(60 min)
	Conduct the job skills analysis

· Identify 3—5 roles of [position] (20 minutes)

· Review/refine roles, sequence, and/or prioritize (10 minutes)

· Identify 3—5 skill sets performed under each role 
(20 minutes)

· Refine tasks by sequencing and eliminating duplicate tasks 
(10 minutes)
	CP

	[ — ]
(50 min)
	Competency Analysis

· To identify 5-7 core competencies required for employment (20 minutes)
· To determine the competencies to be addresses in: 

· Short-term: Course (15 minutes)
· (Starting as Non-credit moving to Credit)

· Long-term: Certificate Program (15 minutes)
	CP

	[ — ]
(20 min)
	To identify 3-5 ways to promote program by partnering with [company] (tuition, interns, hiring)


	CP

	[ — ]
(15 min)
	Debriefing and next steps
	[name]



Writers/Pinner: John Paul Vandermark, Lyna Kelley, Scott Wegeng
Roles/Responsibilities Statement Criteria
1. Describe large areas of work in performance terms (example of a role: Evaluate Equipment Currently in Use)
2. Consists of one verb, an object, and usually a qualifier.  Each card has 8-10 word descriptor.
3. Are general statements of the work that is performed, not specific to one company or division (usually 3-5 per job)
4. Roles/responsibilities standalone (are meaningful without reference to the job)
5. Avoid references to workers’ knowledge, skills, behaviors, tools, and equipment needed
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