TASK ANALYSIS – AN EXAMPLE

A particular office based job has a key responsibility to: ‘ Monitor that deliveries have arrived on schedule and chase up those which have not’

	TASK
	KNOWLEDGE
	SKILLS

	Raise order
	· Merchandising computer system

· Special prices – what are they, why do we use them


	· Use of Windows 97

· Use of merchandising computer system

	Put order on delivery schedule
	· Week of delivery

· Information on schedule – what each figure means

· Location of schedule

· Frequency of schedule issue

· Reports MC25, MC26 – where to obtain, how to read


	· Speed and accuracy on p.c.

· Attention to detail

· Reading spreadsheets

· Reading reports

· Interpreting reports



	Update delivery schedule
	· How internal systems work

· National Distribution Centre (N.D.C.) – what it does, how it works, for what type of merchandise

· Circle International (Importers) – what telephone numbers, contact names, information required when contacting them.


	· Telephone skills

· Influencing skills (getting things changed promptly)

	Check status of deliveries and action if required 
	· Information required from N.D.C.

· Range of courses of action

· Late delivery procedures and penalties

· Chasing up suppliers


	· Communication skills

· Assertiveness

· Analytical skills

· Decision making
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