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Chapter 4 Designing and Analyzing Jobs
· Job – a set of related duties
· Position – The set of duties performed by one person
· The tallest structure you can have is a bureaucratic structure an example of this kind of structure is the government
· Flat organization structures can be demonstrated by Google – have less layers/levels in a hierarchy 
· Matrix structures are made differently 
Job analysis vs. Job design
Job Design
· Job Design – how the job should be – designing the work (Job enrichment)
· Job Design - Process of systematically organizing work into tasks required to perform a job 
· Design considerations
· Degree of specialization
· Behavioural Aspects
· Ergonomic Aspects
· Need for Flexibility
· Job designs goal is to redesign the work so that it is approaching the ideal form of the work – achieving organizational goals and employee motivation
· The improvement of current jobs 
Job Analysis
· Job analysis – How the job is now (“picture”): defining the work 
· Procedure for determining tasks, duties and responsibilities of each job and the human attributes (knowledge, skills and abilities) required to perform the job
· Must make sure the job description and job itself are aligned so that the most qualified person is hired
· Allows you to understand your future staffing needs
· Guide the recruitment and selection process
· Job evaluations and wage, promotion decisions can be guided with job analysis
· Can determine training decisions and development of employees
· Also influences job design because in order to redesign a job you have to understand what the current job is and accomplishes
· How to collect Job Analysis Information-Qualitative Methods
· Interviews (individual, group or supervisory)
· Going to be interviewing employees in that position to understand what they do
· Best type to conduct would be structured ones that go through questions in a systematic way 
· This way you are asking the same questions of everyone and it is getting a better understanding of what truly happens
· Advantages:
· Group – groups tend to do better than individuals with open ended problem solving
· Group – reliability/validity are likely to be higher than with individuals because group members cross check each other
· Individual – Provides an opportunity to explain the need for and functions of job analysis
· Individual – Relatively quick and simple way to collect data
· Individual – More flexible than surveys
· Individual – Allows for probing to extract information and provides the interviewee with an opportunity to express views and or vent frustrations that might otherwise go unnoticed
· Individual –Activities and behaviours may be reported that would be missed during observations
· Disadvantages:
· Group – cost more because more people are taken away from their jobs in order to participate
· Both – Tend to focus on the perceptions of the job
· Individual – Depends heavily on rapport between interviewer and respondent
· Individual – May suffer from validity/ reliability problems
· Individual – Information may be distorted due to outright falsification or honest misunderstanding
· Questionnaires [should be structured and systematic]
· Advantages:
· Relatively inexpensive
· Structured questionnaires lend themselves easily to computer analyses
· Good method when employees are widely scattered or when data must be collected from a large number of employees
· Disadvantages:
· Developing and testing a questionnaire can be time consuming and costly
· Depends on communication skills of respondents
· Does not allow for probing
· Tends to focus on perceptions of the job
· Observations
· Although it may impact job performance this doesn’t make a difference since they are simply observing to see what the job is rather than how the employee is performing the job
· Advantages:
· Third party observer has more credibility than job incumbents who may have reasons for distorting information
· Focuses more on reality than on perceptions
· Disadvantages:
· Observation can influence behaviour of job incumbents
· Meaningless for jobs requiring mental effort (in that case, use information processing method)
· Not useful for jobs with a long job cycle
· Participant Diary/Log
· Having the employee track and write about what they do in their job, and writing down every task they do throughout the day
· Advantages:
· Highly detailed information can be collected over the entire job cycle
· Quite appropriate f ro jobs with a long job cycle
· Disadvantages:
· Requires the job incumbent’s participation and cooperation
· Tends to focus on perceptions of the job
· Quantitative Job Analysis Techniques
· Position Analysis Questionnaire (PAQ)
· Very structured job analysis questionnaire which contains 194 items measuring six dimensions
· Information input 
· Mental Processes
· Work output
· Relationships with others
· Job Context
· [bookmark: _GoBack]Other Job Characteristics
· Functional Job Analysis (FJA)
· Comparing jobs based on responsibilities (Rating it on a scale)
· The National Occupation Classification (NOC)
· Reference tool for writing job descriptions and job specifications
· Compiled by the federal government
· 30,000 occupations (a collection of jobs that share some or all main duties)
· Competency Based Job Analysis
· Describing a job in terms of the measurable, observable behavioural competencies an employee must exhibit to do a job well
· Traditional job descriptions (with their lists of specific duties) may actually backfire if a high performance work system is your goal
· Hiring with a broader view; the view of that employee growing and developing in the organization
· Products of Job Analyses
· Job Descriptions – a list of the duties, responsibilities, reporting relationships and working conditions of a job
· Job Specifications – A list of the “human requirements,” that is, the requisite knowledge, skills, and abilities, needed to perform the job
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