Factors of Job Performance
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Job Performance Factors – Definitions

	Standards
	Describing what needs to be accomplished and how to accomplish it.

	Measurement
	Tracking how well employees perform their work.

	Feedback
	Telling employees what parts of their work meet, or don't meet, expectations

	Knowledge and Skill
	Training employees on their job responsibilities.

	Conditions
	Providing what employees need, such as tools, materials, information, and time.

	Incentive/Motivation
	Rewarding or punishing employees for great or poor work.

	Capacity
	Ensuring employees have the physical or mental aptitude to do their work.


Performance Analysis Checklist

Task:
 

	Standards
	Yes
	No

	1. Is the standard process/procedure (i.e. exact steps) clearly defined?
	
	

	2. Are the expected results (i.e. quantity, quality, time, or cost) clearly defined?
	
	

	3. Does following the standard process/procedure produce the expected results?
	
	

	Measurement
	Yes
	No

	4. Is performance measured to standard(s)?
	
	

	5. Are measurements based on employees’ performance of the task?
	
	

	6. Are the measurements objective?
	
	

	Feedback
	Yes
	No

	7. Are employees given feedback regarding their performance of the task?
	
	

	8. Is feedback tied to performance, (not personality)?
	
	

	9. Is feedback given by someone who matters (e.g. a supervisor)?
	
	

	Knowledge and Skill
	Yes
	No

	10. Is the task being performed to standard(s)?
	
	

	11. Have employees received training on the task?
	
	

	12. Could they perform the task if their lives depended on it (without further training)?
	
	

	Conditions
	Yes
	No

	13. Do they have the necessary tools/equipment/materials to perform the task?
	
	

	14. Is enough time available to perform the task?
	
	

	15. Do they have the necessary information to perform the task?
	
	

	Incentives/Motivation
	Yes
	No

	16. Is there incentive for performing to standard(s)?
	
	

	17. Do the incentives really matter to them?
	
	

	18. Is “punishment for good performance” prevented?
	
	

	Capacity
	Yes
	No

	19. Do they have the mental capacity to perform the task?
	
	

	20. Do they have the physical capacity to perform the task?
	
	

	21. Do they have the prerequisites for training?
	
	


	Confirm the Causes

	Techniques to Confirm the Cause(s) With the Client

1. Ask the client if he/she agrees with your conclusions.

2. Have the client answer the questions on the Problem/Opportunity Definition Summary.

3. Have the client answer the questions on the Performance Analysis Checklist.

4. Ask the client to consider the performance problem/opportunity from the point of view of the people experiencing the issues.


Propose Solutions

	Cause
	Solutions

	1.
	Standards
	
	· Develop/improve standards.

· Publicize standards.

	2.
	Measurement
	
	· Develop measurements.

· Revise old measurements.

	3.
	Feedback
	
	· Provide feedback.

· Improve use of feedback.

	4.
	Knowledge and
	Skill
	· Provide coaching on the job.

· Provide practice/simulation.

· Provide performance support.

· Provide refresher training.

· Improve current training.

· Provide a job-aid or e-job aid.

· Provide self-paced learning.

· Provide on-the-job training.

· Provide instructor-led training.

· Provide a WBT tutorial.

· Provide self-directed e-learning.

· Provide virtual classroom training.

	5.
	Conditions
	
	· Re-organize workplace.

· Upgrade materials, information.

· Re-design job.

· Remove interference.

	6.
	Incentives
	
	· Provide/strengthen positive consequences.

· Remove/weaken negative consequences.

· Remove/weaken positive consequences for poor performance.

· Remove/weaken negative consequences for good performance.

	7.
	Capacity
	
	· Change

· Change
	personnel. job.
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