COORDINATING A TABLE TOP JOB TRAINING ANALYSIS WORKSHOP

As a Coordinator, you are the person responsible for organizing the TTJTA workshop. There are several actions that must be initiated prior to the workshop. The following checklist has been put together to help you accomplish the activities in a timely manner. This will insure a successful workshop.

NOTE: It will not require a full‑time effort to complete these items but it will most likely require adequate leeway in scheduling participants and a, meeting room.

There are several items, briefly described below, that the coordinator should be concerned with. These items are:

1. Identify the potential participants (subject matter experts and administrators) who will be involved in the TTJTA.

2. Secure management approval from organizations that supply the subject matter experts.

3. Establish dates and a schedule for a workshop.

4. Contact team members (all who will be participating).

5. Prepare and send "read ahead" material to all participants.

6. Confirm arrangements and schedules with participants.

7. Gather/insure supplies are available for the workshop.

8. Coordinate the workshop.

9. Prepare the final results of the workshop.

10. Thank all participants and provide them feedback from workshop.

The workbook identifies suggested activities that should be undertaken by the coordinator prior to the Job Task Analysis workshop. These are identified in an order of days before the workshop.

PRIOR TO TTJTA WORKSHOP 

NOTE: The items listed in this section will typically be completed concurrently rather than sequentially.

Item 1: Identify Potential TTJA Participants

Item 2: Secure Management Approval

It is important for you to personally, if possible, explain the TTJA process to all affected management levels and obtain their commitment to the planned TTJA workshop. If you cannot do this in person, make the necessary contacts by phone.



                                      Management Approval



1.
Your management for approval of your participation as Coordinator



2. 
Approval from the operating organization(s) management that employs people in the jobs) being analyzed.



3. 
The managers who can release expert job incumbents and their supervisors for participation in the workshop. 



4. 
Training organization management responsible for developing an associated training program.

NOTE: Securing management approval has been shown to be critical.  Without management support for allowing the team members to participate the entire time, uninterrupted, then the workshop may not be completed within the allotted time and the results may not be completely valid.  Recognize, however, that management may be reluctant about this process at first.  They may have previously experienced traditional job analysis methods, where much SME time was required to participate in surveys, interviews, and other methods. You will need to be sensitive to this and help management understand that this process requires less time of full‑time commitment by selected SMEs and supervisors.  Take the time to insure management that the workshop will result in an immediate product a valid list of tasks selected for training that will serve as the foundation for training program content.

Your discussions with management should include topics such as:


1.

Why job analysis is beneficial and why the Table‑Top process produces fast results.  Explain that the training program content for the (name of the job position being analyzed) should be based on a valid task list.


2.

Purpose of Workshop. Explain that during the TTJA workshop, the task list will be developed and, at the same time, facility training staff will learn how to conduct future table‑top job analyses for other training programs.


3.

Agenda. Present and explain an agenda for the workshop. Explain what the participants will be doing throughout the workshop. A sample agenda is shown on the next page.

Who needs to be involved? Using the information from the previous section, explain that the workshop must involve a special mix of people who must be allowed to participate, uninterrupted, for the entire workshop:
In addition, a manager from the operating organization needing the task list should conduct a brief (1‑2 min.) welcome during the "'Introduction" lesson on the first‑ morning of the workshop. This person should welcome the team officially, thank the team members for their participation, and recognize the importance of the team's contributions in the workshop.  The operating organization 

Management should drop‑in periodically throughout the workshop to see how it is progressing. Especially toward the end of the workshop, management should observe long enough to understand the resulting product and express their support for the people who participated in the process.

Ask managers to suggest potential team members based on the, "qualifications" described in the previous section.  Ask management to inform potential team members of the upcoming workshop prior to the time when you invite the team members to participate. This will help alleviate resistance by job incumbents and eliminate rumors about why the job position is being examined.

