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Job Category:

Initial Statistics (%) Weighted Statistics Initial Statistics (%) Weighted Statistics Initial Statistics (%) Weighted Statistics

Internal Availability B 65.63% 32.82% D 0.00% 0.00% F 3.13% 1.57%

External Availability C 44.40% 22.20% E 19.50% 9.75% G 7.00% 3.50%

Minnesota State Academies

TWO-FACTOR AVAILABILITY ANALYSIS

Worksheet for calculating job group availability percentages, considering internal and external availability.

A ASSIGNED WEIGHT (%)

Internal Availability 50.00%

External Availability 50.00%

Total Assigned Weight (must 

equal 100%)
100.00%

WOMEN MINORITIES INDIVIDUALS WITH DISABILITIES

JOB GROUP AVAILABILITY (%)

Women Minorities Individuals with Disabilities

55.02% 9.75% 5.07%

J SOURCE OF INITIAL STATISTICS
Use the percentages above to complete the Job Category 

Availability/Utilization/Underutilization Analysis and Goals 

worksheet. Include this worksheet with your AAP.

Internal Availability Internal promotion, demontion, trnsfer movement

External Availability 2010 Statewide Labor Force Availability 



A

B

D

F

C

E

G

J

Example:  The availability percentage of women Officials/Administrators statewide is 37.8%. Type 37.8 in this cell.

List the recruitment area used to determine the initial statistics for internal and external availability. 

Follow the instructions below to complete this worksheet.

Determine what proportions of employees in this job category come from internal and external sources (internal sources 

may be promotions or transfers, and external sources may be the qualified external labor force or colleges which provide  

students with training suited for jobs in this job group).  Depending on how employees are usually placed into this job 

category, assign an approximate percentage value (anything from 0 to 100%) to internal and external placements.  The 

sum of the assigned weights must equal 100%.   Type in the values you've assigned into the cells in this table.

Initial Statistics - Internal Availability (Women, Minorities, and Individuals with Disabilities):  If you have assigned any 

weight to internal availability, insert the availability percentage from internal sources into these cells.  These percentages 

are usually  the utilization percentages in each of the job categories from which promotions or transfers into this job 

category are likely.  The percentages can be found in your Availability/Utilization/ Underutilization Analysis and Goals 

worksheet.

Example:  Promotions into the Officials/Administrators job category may come from an agency's Professionals job group.  

Out of 50 Engineering Professionals, 24 are women (48%).  Type 48 for internal initial statistics for women.

Initial Statistics - External Availability (Women, Minorities, and Individuals Disabilities):  If you have assigned any weight to 

external availability, insert the availability percentage into these cells.  Most organizations consider the qualified labor pool 

within their reasonable recruitment area to be the primary source of external candidates.

Other sources:  If this job category consists of primarily entry-level positions, another possible source of availability may be 

the population of protected group members in the area where your agency is located.  This information is also available 

from census data.  If this job category has specific training requirements provided by a college or university in your area, 

that institution should be able to provide you with graduation or enrollment statistics. Contact MMB's Office of Diversity 

and Equal Opportunity if you need assistance in determining which statistics are appropriate.





Job Categories

Total 

Employees in 

Job Group

Total Number 

of Women in 

Group

% of Women in 

the Group
Availability %     

Availability 

Number

AAP 2014-2016 

Number 

Underutilized

AAP 2012-2014 

Underutilized 

Improved,          Not 

Improved, Same

Numerical 

Difference in 

the Two Plans

Officials/Administrators 3 1 33.33% 40.20% 1 No Underutilzation

Professionals 67 51 76.12% 61.23% 41 No Underutilzation

Office/Clerical 9 8 88.89% 80.39% 7 No Underutilzation

Technicians/Paraprofessionals 89 74 83.15% 69.38% 62 No Underutilzation

Skilled Craft 5 0 0.00% 0.00% 0 No Underutilzation

Service Maintenance 20 10 50.00% 55.02% 11 No Underutilzation

Totals 193 144 74.61%

Job Categories

Total 

Employees in 

Job Group

Total Number 

of Minorities in 

Group

% of Minorities 

in the Group
Availability %      

Availability 

Number

AAP 2014-2016 

Number 

Underutilized

AAP 2012-2014 

Underutilized 

Improved,          Not 

Improved, Same

Numerical 

Difference in 

the Two Plans

Officials/Administrators 3 0 0.00% 7.60% 0 No Underutilzation

Professionals 67 1 1.49% 7.07% 5 4

Office/Clerical 9 0 0.00% 3.50% 0 No Underutilzation

Technicians/Paraprofessionals 89 0 0.00% 5.72% 5 5

Skilled Craft 5 0 0.00% 0.00% 0 No Underutilzation

Service Maintenance 20 0 0.00% 9.75% 2 2

Totals 193 1 0.52%

Job Categories

Total 

Employees in 

Job Group

Total Number 

of Indiv./ with 

Disabilities in 

Group

% of Indiv. w/ 

Disabilities in 

the Group

Availability %     
Availability 

Number

AAP 2014-2016 

Number 

Underutilized

AAP 2012-2014 

Underutilized 

Improved,          Not 

Improved, Same

Numerical 

Difference in 

the Two Plans

Officials/Administrators 3 1 33.33% 7.00% 0 No Underutilzation

Professionals 67 25 37.31% 13.25% 9 No Underutilzation

Office/Clerical 9 0 0.00% 2.33% 0 No Underutilzation

Technicians/Paraprofessionals 89 28 31.46% 14.42% 13 No Underutilzation

Skilled Craft 5 0 0.00% 0.00% 0 No Underutilzation

INDIVIDUALS WITH DISABILITIES

Minnesota State Academies 16-18 Plan
JOB CATEGORY AVAILABILITY/UTILIZATION/UNDERUTILIZATION ANALYSIS & ANNUAL GOALS

WOMEN

Worksheet for comparing incumbency to availability and setting goals to correct underutilization.

MINORITIES



Service Maintenance 20 0 0.00% 5.07% 1 1

Totals 193 54 27.98%

Two Factor Analysis Used

Source:  American Fact Finder, operated by the U.S. Census Bureau.  Labor Statistics for women and minorities compiled from the American Community Survey (2006-2010)., released in March of 

2013.  Statistics for individuals with disabilities are taken from OFCCP (Office of Federal Contract Compliance Programs) and are based upon data derived from the American Community Surveys 

(2006-2010).
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