TASK LIST PD No.

(To be campleted by HRO)

Note: Magjor tasks arethose on which qudifi cations required to performthe job are based, traning neals are deermined, the position
is classified (i.e., jobtitle, job nunber and grade), and on which an incunbent’ sperformanceis evaluated.

I nstruction.

(a) Based on thework done over thelag severd nonths, lig the mgjor tasks performed, numbering themseridly intheleft hand
colum, and in theright hand column esti meting thepercentage eachwould takeif all were performed in thedetermned time
frame.

(b) Describetass by using activeverbs. Lig in as concisely amanner as posshle. Task list should not exceed one page.

(c) All tasks should be grouped, and only those enconpassing 10% or more should beliged. Total percentages ass gned mug total
100%.

(d) All task ligs should include astatement as follows “ Performs other rel ated duties as assgned.” It is not necessary to ad a

percentage.

Task No. Task (Cond e but descriptive information) %

Task list typed on aplain sheet of pgoer is aso acceptable.

Requested by (Signature and Title) Date

Certified by (Signature and Title) Date




