Job Group Availability/Utilization/Underutilization Analysis & Annual Goals

Worksheet for comparing incumbency to availability and setting goals to correct underutilization
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	Job Group
	Total Employees in Job Group
	Women
	Minorities

	
	
	Utilization
	Availability
	Number Under-utilized
	Annual % Goal
	Utilization
	Availability
	Number Under-utilized
	Annual % Goal

	
	
	Number
	%
	%
	Number
	
	
	Number
	%
	%
	Number
	
	

	Officials & Managers
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Professionals
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Technicians
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Sales
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Office/Clerical
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Skilled Craft
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Operatives
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Laborers
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Service Workers
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	
	
	
	0.0
	
	0
	0
	FALSE
	
	0.0
	
	0
	0
	FALSE

	Totals
	
	
	
	
	
	
	
	
	
	
	
	
	


Source of availability percentages:   ___________________________________ (attach additional sheets if necessary)
Follow the instructions below to complete both the analysis for women and the analysis for minorities:

	(
	Enter the total number of employees in each job group.

	(
	Enter the number of women (or minorities) in each job group.

	(
	Divide the value in column ( by the value in column (.  Multiply the result by 100 so that the value is expressed as a percentage.

	(
	Enter the availability percentage for women (or minorities) for each job group. See the instructions in the Department’s How to Develop an Affirmative Action Plan manual.

	(
	Multiply the value in column ( by the value in column (.  Divide this result by 100 so that the value is expressed as a decimal.  If your result is not an exact whole number, round off the fractional part, leaving the whole number.  (This is the number of women or minorities you would expect to have, based on the availability percentage.)

	(
	Subtract the value in column ( from the value in column (.  If the result is a negative number, enter 0. (This is the difference between the number of women or minorities expected and the number currently in the job group.)

	(
	If the number in column (  is greater than 0, write in the value from column (.  (If underutilization exists in a job group, you must set goals to eliminate that underutilization and set a timeline for completion.  One way to set these goals is to set annual percentage goals equal to the availability percentage.  By setting these goals, you are committing to make good faith efforts to achieve full utilization in the identified job group.)  If the number in column ( is equal to 0, you may leave this column blank.
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