<Insert Company Name>
Task Identification Form

Manager / Supervisor:   Enter Manager’s Name			Department:    Enter Dept. Name

Manager or Supervisor: Describe the tasks you would have an extra employee perform for you within your department or area of responsibility.  List all the tasks that you can think may need to be completed.  (1) For each task (2) identify how many hours a week you feel this task may take an extra employee, (3) list the essential skills and abilities (Skill – computer, telephone, Abilities – Climbing, lifting) for the tasks and (4) rate the exertion level as Sedentary, Light, Medium or Heavy.


	Task Description
(1)
	Hours per Week
(2)
	Essential Skills &
Required Body Parts
(3)
	Exertion Level
(4)

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	





