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Grant Writing: Using Knowledge, Skills, Abilities, and Other 

(KSAOs) to Address Staffing Questions 
  

Examining general human behaviors and attributes needed for 
successful task performance is a vital step in developing job 
descriptions. This is called the “human requirements” component 
of a job description. Once job duties and tasks for a given position 
are developed, identifying the necessary knowledge, skills, 
abilities, and other attributes (KSAOs) required to successfully 
complete those tasks is the second fundamental step.  
 
To facilitate this process, we provide a tool that can be helpful in 
assessing the organization’s intellectual and human capital and/or 
needed human qualifications for future staffing that can be 
included in a grant proposal. In addition, paired with tasks to be 
performed under each job title, this tool helps with developing job 
descriptions, staff selection plans, recruitment processes, staff 

evaluation (appraisal) and development. Managers, supervisors and development staff can use 
this tool to describe the organizations’ capacity and propose program staffing approaches. Here 
are the steps for engaging in this process: 
 
STEP 1:  Create a chart similar to the one below. Cell one could be used to list current staff 
initials and or position title. 

  
STEP 2: The K stands for KNOWLEDGE. In this section, add all desired knowledge prospect 
staff must possess to complete the different tasks under the position you are developing for the 
proposed program. Let’s say you are creating a PrEP Counselor position: What knowledge does 
the PrEP counselor need to have? The key is to start with the minimum amount of knowledge 
necessary, such as “familiarity with HIV services provided in the city” and build from there.  In 
addition, think of qualifications absolutely required on day one of the job. An example of 
absolutely required knowledge may be English grammar competence.  Absolutely required 
knowledge differs from knowledge that can be acquired and or learned on the job through 
training (i.e. via professional development opportunities, such as a course on the Fundamentals 
of HIV). 
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STEP 3: The S stands for SKILLS. Here is where all the desired skills that are needed to 
complete the different tasks of the job are added. Think of this as the “how to” (e.g. having 
received training on CLEAR not only increased staff’s knowledge, but their skills to implement 
the intervention as well.) Other skills may include: communication skills, motivational 
interviewing skills, facilitation skills, writing skills, etc.  Once again, think of skills that are 
absolutely required on the first day of the new job versus skills that can be learned over time.  

  
STEP 4: Next is A for desired ABILITIES required to successfully complete tasks. Abilities are 
not the same as skills. While skills are learned, abilities are a product of both learning and 
personal intrinsic attributes. Active Listening is a skill while easiness engaging individuals 
during outreach events is ability, as the latter can be a combination of communications skills and 
an extrovert personality. Abilities can also be described as the minimum required qualifications 
to effectively perform on day one at the new job.  
  

 
STEP 5: Last is the O for OTHER. This is optional.  In this column, list particular information 
that does not necessarily fall into the other categories mentioned above. These may include 
personality variables, interests, experiences, etc. However, sometimes in RFAs this may be 
important when describing your team/agency staff overall, not as individuals, e.g. we can say 
“program staff is representative of the priority population” without giving names. In addition, 
college degrees fall into this category, for these encompass a combination of skills, knowledge, 
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abilities and often show additional qualities/attributes such as commitment, goal orientation, 
persistence, achievements, etc.  
 

 
Tip: When using the tool to develop job descriptions, think in terms of minimum required 
qualifications, that is, think about the KSAs that a person absolutely will be required to “bring” 
to effectively perform on day one at the new job. This approach will help increase the employee 
recruitment pool (applicants) and will help avoid adverse impact that may unintentionally occur. 
This last might have legal consequences to the organization. Also, for a bank of information on 
knowledge, skills, abilities for specific job positions, go to www.onetonline.org.   
 
The internal staff assessment (job specification) process not only provides visual information 
about your prospective program team, it also helps with developing job descriptions for 
recruitment of new staff when paired with tasks to be performed under proposed program 
components and/or deliverables. 
 
For CBA assistance to engage in job analysis that helps with staff selection, recruitment, and 
staff evaluation-development, email us at cbadivision@latinoaids.org. 
 

                                        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

                              Spector, P.E. (2012) Job Analysis. Industrial and Organizational Psychology:  
Research and Practice (6th ed.) Hoboken, NJ: John Wiley & Sons, Inc.  
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Note: For a bank of information on knowledge, skills, abilities for specific job positions, go to www.onetonline.org   

KSAO Assessment 

(1) Initials and or 
Title 

(2) Knowledge (3) Skills (4) Ability Other 

XX or 
Outreach Specialist 

May be as simple as  
 Microsoft Office 
 Fundamentals of HIV 
 Customer and 

Personal Service, 
etc.   

These may include:  
 Writing  
 Communication  
 Time Management, 

etc. 

 Works well under  
pressure  

 Able to reach 
various audiences 

 Networking, etc. 

 High School 
Diploma 

 Represents 
program’s priority       
population  

 Enthusiastic, etc. 

YY or Health Educator 

 Principles and 
methods for 
curriculum and 
training design.  

 Administrative and 
clerical procedures. 

 Facilitation Skills 
 Motivational 

Interviewing  
 Problem Solving 
 Critical Thinking, etc. 

 Able to 
communicate 
information and 
ideas so others will 
understand.  

 Able to reach 
various audiences 

 Problem 
Sensitivity, etc.  

 Bachelors’ Degree 
 Represents 

program’s priority       
population 

 Outgoing  
 

ZZ or Program 
Coordinator 

    

WW or HIV Heath 
Navigator 

    


