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Do I understand the 
work being 
performed?

Take measures to gain an understanding. 
This can include 1:1 meetings, job 

shadowing, and desk manual development.

No

Is the work aligned 
with  the job 
description?

Yes

Is the misaligned 
work necessary for 
meeting business 

objectives?

Do I have approval 
for a revised staffing 

model and job 
design?

Direct the work of the incumbent(s) to remain 
aligned with job description.

No No

Yes

NoDo I have a process
 in place to monitor and 

manage change 
pressures?

Develop them. One suggestion: 
Review essential functions in job 

description with incumbent(s) every 
four months.

Continue the 
great work!

Yes

Yes

No

Follow established steps to develop job description that aligns with the approved, 
revised staffing model and job design.

Yes

Managing the job 

content of direct 

reports is an 

essential 

responsibility of 

any manager.


