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Conducting Job Analyses for King County: 
The Process for Vocational Rehabilitation Counselors
     ALTERNATE FORMAT AVAILABLE


REFERRAL SOURCES

A referral for a Job Analysis will be made by a King County Claims Officer if there is a Worker’s Compensation claim associated with the job.  If there is no associated claim, the referral source will be a King County Disability Services Specialist or Human Resources Analyst.  Your referral source will provide you the employer-contact for the Job Analysis. 

TIMING

VRC’s who are not available to conduct a Job Analysis on site within seven business days of the referral are asked to advise their referral source of anticipated delays.  

If a delay occurs because the employer-contact for the Job Analysis cannot be reached, notify the referral source so they may pursue the issue.

REVIEW PROCESS

While on-site, coordinate a follow-up time with the Job-Analysis-contact to review the draft Job Analysis and obtain signatures.  

When the Job Analysis is submitted for employer-contact review, submit it simultaneously to britany.hagen@kingcounty.gov for review with a copy to the referral source. King County is striving to have a bank of Job Analyses that are consistent in format, style, and quality although they will be created by different sources.  This step in the process is an internal VRC review.  The copy to the referral source keeps them informed where the Job Analysis is in the development process.

King County Job Analyses have an employee signature line.  If a Job Analysis is being conducted for a specific employee, make arrangements with that employee to review, verify, and sign the document. If necessary, the Job Analysis may be mailed to the employee with a letter. A sample of the letter text is provided at the end of this document. If a Job Analysis is being conducted for general use or it is for an employee who is not available to review it, identify an appropriate supervisor or employee-reviewer with the person you are conducting the Job Analysis with.  

Any King County Job Analysis over twelve months old is considered outdated.  Outdated Job Analyses are to be verified with the employer and revised as needed.  On the first page a “Date Revised” should be entered.  The Job Analysis may then be submitted as a completed document.

REFERENCES

Your referral source will provide you with contact information for the Job Analysis.

A King County Job Analysis Worksheet is available for note-taking.  This can be obtained at http://www.metrokc.gov/ohrm/kcjabank/
Job Analyses for King County must be completed on a blank King County Job Analysis form.  This form is available at http://www.metrokc.gov/ohrm/kcjabank/
Job Analyses completed prior to 2002 were completed on a form no longer in use by King County.  If you would like to use a pre-2002 completed King County Job Analysis as a reference for developing a new Job Analysis, please consult your referral source to determine if a copy is available.

King County job announcements list the duties and qualifications required for jobs.  To determine if a copy is available, you may check with the person you are interviewing for the Job Analysis.  If they do not have that information, ask if they can direct you to their Human Resources Representative.  

King County job specifications are documents that provide general information about classifications of jobs including job classifications and titles.  In most cases, your referral source can forward a copy to you (some jobs are currently being reclassified and the specifications sheet may be temporarily unavailable).

If for any reason an employer-contact asks for additional services or services other than those requested by your referral source, contact your referral source for clarification.

SUBMITTING COMPLETED JOB ANALYSES

King County maintains a bank of completed Job Analyses on the World Wide Web.  King County also keeps hardcopies of signed Job Analyses.  

Completed electronic Job Analyses are to be e-mailed to your referral source and

Brittany Hagen, Disability Services Job Placement Specialist at brittany.hagen@kingcounty.gov .

Completed, signed hardcopies are to be provided to:

Laura Merritt, Claims Officer Team Lead

King County Safety & Claims

PO Box 80283

Seattle WA  98108

SAMPLE LETTER TEXT FOR

REQUESTING A JOB ANALYSIS REVIEW FROM THE EMPLOYE

(For use when it is not possible to discuss it directly with the employee) 

Dear   :

Enclosed please find a draft of a Job Analysis for your position as a  

    . This document is being developed to explain the requirements of the work that you do for King County. I am sending this document to you for your review.  If you have any questions about this Job Analysis, please let me know. I am also available to review the document with you if you would find that helpful.  

Once you have reviewed this Job Analysis, please sign the signature page and return it to me.  By signing this document you are indicating that the information it contains is accurate.  In the event that you believe changes to this document are necessary, please notify me immediately so we may discuss your recommendations.  Please provide the signed copy or your comments to me no later than two weeks from the date of this letter.

Thank you.

(Thank you for helping King County create a quality Job Analysis Bank(
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