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Job aids are simple, clear instructions on how to do a task. They are work aids, 

worksheets, checklists, cheat sheets, or memory joggers. 

What is a job aid?  

“Aid” means assistance. A job aid makes information accessible for a specific task and is a 

reminder of the right way to complete a task. 

What are the benefits? 

Job aids can help employees: 

• Learn how to complete tasks. 

• Remember how to do something post-training. 

• Improve performance. 

How to create a job aid. 

Gather information.  

Identify the purpose and audience: The first step in creating an effective job aid is to 

determine the purpose of the aid and who will be using it. This will help you to decide what 

information to include.  

  

Pick a job format.  

Choose the format: The job aid format should be based on the 

purpose and audience. For example, a flowchart may be more 

appropriate for a task with multiple steps, while a checklist may 

be more suitable for a task requiring the user to complete a 

series of actions. 

 

Write a job aid.  

Keep it simple: The job aid should be easy to use and understand.  

Avoid using technical jargon, abbreviations and keep the language simple and concise. 

 

Use visuals.  

Use visuals such as diagrams, illustrations, and icons to make the job aid more engaging 

and easier to understand. Refer to the Surge Learning style guide for font type, size, and 

colour.  

Stick to 2 or 3 colours and one page. 
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Evaluate your job aid.  

Review the job aid to ensure that it is effective and user-

friendly.  

 

Surge Learning Style Guide 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Examples 

 



 Job Aid Guidelines 

3 
 

 
 


