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Your Job Aids Job Aid 

 

Job Aid- A job aid is any kind of reference tool or document – often 
simply a one-page guide to a process or task – that somebody can reference 
for help when they need it! A job aid is used to support your performance of 

something you need to do. 
 

Benefits: save money and time, help people do their jobs better, help people feel 
more confident about new and challenging tasks, ensure more consistency, 
make creator more clear about the requirements of a task, support decision 
making, increase the relevance of training. 

 

Use job aids when: Use training when: 
There is enough time to access information Time is critical. 

Job requires large amounts of information. Person is expected to perform without help. 

Task is rare or done at irregular times. Task must be mastered to do other jobs. 

There are multiple steps or procedures. Steps to be performed quickly or smoothly. 

Safety is critical, no room for mistakes. Situations are unpredictable. 

Task is simple and many users involved. User lacks the skills to use a job aid. 

Users are unavailable or lack time for 
training. 

Task is subjective, so you are unable to 
develop a useful job aid. 

There are insufficient resources for training Credibility would be damaged by job aid 
(Sources: Gordon, 1994; Rossett and Gautier-Downes, 1991) 

 
3 Categories of Job Aids 

For Informing For Procedures For Decision Making 
• Answer the questions 

“who,” “what,” “where,” 
“when,” or “which” 

• Make data useful 
• Make answers accessible 
• Most useful when 

organized from user’s 
perspective 

• Should emphasize 
relationships and 
connections 

• Answer the questions 
“how” and “when” 
• Tell and show actions, 

order and results 
• Emphasize action steps in 

order 
• Often show actions 

paired with their results 
• Help the user evaluate 

their own work and 
others 

• Answer the questions 
“why” and “how do I think 
about it” 

• Make suggestions about 
approaches 

• Emphasize thoughts and 
feelings about what is 
being decided upon 

• Address ambiguities 
• Articulate standards for 

quality 
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Checklists 
 _____________________________________ 
 _____________________________________ 
 _____________________________________ 
 _____________________________________ 
 _____________________________________ 
• List in the order that person should use it 
• Provide enough information to guide someone 
• Does not necessarily imply a process 
• “To do” lists, “Dos & Don’ts,” Manuals 

Flowcharts 
 
 
 
 
 
• Task involves several decisions 
• Develop yes/no questions to solutions 
• Chart represents path to the solution or decision 
• Work flow chart, Process charts, Input/Output 

Arrays 
Glossary 

Debit- Withdrawal that negatively affects balance 
Delete- Function that removes incorrect entries 
EDC- Electronic Delivery Central 
Item- A single transaction in the database 
• Task requires the user to recall information, not follow a 

series of steps in order 
• Organize the information logical order to make it easy for 

user to find pieces of information 
• No one starting point or correct path through it 
• Glossaries, Phone books 

Worksheets 
Client Meeting Costs: 
$_____/hr X ____hrs = $_____ 
 
Instructional Design Costs: 
$___/hr X ___hrs X ___courses = $______ 
• Task should follow a sequence 
• Number or letter each step 
• Ask questions before providing space 
• Make work sheets separate from instructions. No flipping 

back and forth 
• Time sheets, Math homework, Tax forms 

Decision Tables 
Department Hourly Benefits Type ID 

Yes 123 Maintenance No 50 
Yes 136 Sales No 52 

• Work backward when developing 
• List all possible solutions 
• Determine the conditions that lead to solutions 
• Troubleshooting, Scripts 

Diagram 
 
 
 
 
 
• Jobs with no logical starting point 
• Provided visual illustration 
• Label parts for clarity 
• Maps, Organizational charts, Anatomy textbook 

Steps 
STEP 1:___________________________ 
STEP 2:___________________________ 
STEP 3:___________________________ 
STEP 4:___________________________ 
STEP 5:___________________________ 
• Jobs that requires a sequence 
• Make sure to number or letter steps 
• Make sure each step represents only one process or 

procedure 
• Driving directions, Recipes, Instructions 

Examples 
Good learning objectives are focused on the knowledge and 
skills students will develop. 
Sample Objective: 
“Students will be able to design a course using the course 
development job aid.” 
• Jobs that require concepts to be applied 
• Offers examples to help the user get started on making 

their own 
• Can provide good or bad examples to make a point 
• This job aid page! 

Reference Sheet 
Types of Wrenches 

Chain Wrench Torque Wrench 
Basin Wrench Allen Wrench 
Pipe Wrench Adjustable Wrench 

• Gives information to be referenced later 
• No process or procedure to follow 
• Categories, Lists, Post-Its 

Combinations 
STEP 1: Determine hourly pay 
$__/hr X __hrs = $______ 
STEP 2: Determine insurance costs 
$__/family member X __members = $___ 
• Combines two or more types of job aids 
• Jobs may be more complex 
• Uses what works best for each task 

 


