Task/Content Analysis Tool

Instructions:

1. Determine which tool to use. If your project is intended for training, conduct a "task analysis." If it is aimed at education/instruction on specific content or subject area, conduct a "content analysis." If there are informational areas (general knowledge) in a training project for which a content analysis is also needed, conduct both at the same time.

2. Perform Content Analysis: This can be more difficult than task analysis because there are generally no standards reagarding essential information, how knowledge will be applied, or how information is best sequenced.  Rely on you experience and training if you are a content expert. If not, work with authoritative texts and SMEs. Validate your findings with other content experts.

Example: If you are developing educational instruction on a historical event, you will likely encounter much more potential content than it is possible to include. Start by limiting potential scope and by analyzing the content of authoritative texts/media about the event. Review archival documents, images, and primary sources. Interview SME(s) to find out what topics are considered most important and how to measure success of instruction on each topic (using a “need to know” vs. “nice to know” approach is a convenient way to prioritize content for inclusion). After you have prepared a draft outline of the topics and possible assignments, ask several historians to review your outline for gaps or inaccuracies. 

3. Perform Task Analysis: Information can be collected in several ways (e.g., observations, interviews, or analysis of existing documents), and it is usually appropriate to collect information in a variety of ways. It is crucial that trainee assessment be performed before or during task analysis in order to identify training tasks and content analysis needs.

Example: If designing job-safety training, begin by reviewing documentation provided by international bodies, government agencies, industry standards organizations, and/or your client. Then, interview the people in your client’s organization who are responsible for safety to determine problems that have occurred in the past and take a tour of the workplace to observe any applicable work practices and compare them against safety standards. Finally, you might interview some workers to determine their present awareness of the safety procedures. After you have prepared and sequenced a draft outline of the tasks and competencies/skills to be covered, ask the client’s experts to review your outline for gaps or inaccuracies. 

 TASK ANALYSIS

Job Title:

Description of training goal(s):

Tasks/Skills/Steps
Tools Used
Standards for Performance
Conditions of Performance






































































































































































CONTENT ANALYSIS
Subject Area:

Content Description and Relevant Definitions:

Topic & Scope
Source(s)


“Need to Know” 
or
“Nice to Know”?
Measure of Knowledge
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