Chapter 4: Designing and Analyzing Jobs
Organizational structure: The formal relationships among jobs in an organization.

Organizational Chart: a “snapshot” of the firm, depicting the organization’s structure in chart form at a particular point in time.

3 common types of organizational structure:

· Bureaucratic: focus on independent performance/hierarchical chain of command.
· Flat: Broadly defined jobs/emphasis on teams and product development.
· Matrix: each job has two components(functional & product)
Job Design: the process of systematically organizing work into tasks that are required to perform a specific job.

- an organizations strategy and structure influence the ways in which jobs are designed.

Job: A group of related activities and duties, held by a single employee or a number of incumbents.

Position: the collection of tasks and responsibilities performed by one person.

Work simplification: an approach to job design that involves assigning most of the administrative aspects of work (such as planning and organizing) to supervisors and managers, while giving lower-level employees narrowly defined tasks to perform according to methods established and specified by management.

-not effective in changing environments where workers might demand more creative jobs and product development. 
Industrial engineering: a field of study concerned with analyzing work methods; making work cycles more efficient by modifying, combing, rearranging, or eliminating tasks; and establishing time standards.

-to be effective, job design must also satisfy human psychological and physiological needs.

Job enlargement (horizontal loading): a technique to relieve monotony and boredom that involves assigning workers additional tasks at the same level of responsibility to increase the number of tasks they have to perform. 

Job rotation: another technique to relieve monotony and employee boredom that involves systematically moving employees from one job to another.

Job enrichment (vertical loading): any effort that makes an employee’s job more rewarding or satisfying by adding more meaningful tasks and duties.

-job enrichment is not always the best approach. In different environments some people may rather have routine jobs and fewer responsibilities. 
Team-based job designs: job designs that focus on giving a team, rather than an individual, a whole and meaningful piece of work to do and empowering team members to decide among themselves how to accomplish the work.

Team: a small group of people, with complementary skills, who work toward common goals for which they hold joint responsibility and accountability. 
Ergonomics: an interdisciplinary approach that seeks to integrate and accommodate the physical needs of workers into the design of jobs. It aims to adapt the entire job system- the work, environment, machines, equipment, and processes—to match human characteristics. 

-people who are more satisfied with their physical set up of their workstations have higher job satisfaction.

Job Analysis: the procedure for determining the tasks, duties, and responsibilities of each job, and the human attributes (in terms of knowledge, skills, and abilities) required to perform it.  

-leads to job description(then job specifications

Uses of Job analysis Information
· Human resources planning

· Recruitment and selection 

· Compensation

· Performance appraisal 

· Labour relations

· Training, development, and career management

· Job design
Steps in Job Analysis
1. Identify the use to which the information will be put. 
2. Review relevant background information, such as organization charts, process charts, and existing job descriptions.
3. Select the representative positions and jobs to be analyzed.
4. Analyze the jobs by collecting data on job activities, required employee behaviours, working conditions, and human traits and abilities needed to perform the job.
5. Review the information with job incumbents. 
6. Develop a job description and job specification.
Process Chart: a diagram showing the flow of inputs to and outputs from the job under study.

Qualitative Job Analysis Techniques

· The Interview: individual, group, or supervisory

· Questionnaires: structured or open ended
· Observation: useful for jobs with observable physical activities.
· Participant Diary/log: every employee records what job activities they are involved in.
Diary/log: daily listings made by employees of every activity in which they engage, along with the time each activity takes.

Quantitative Job Analysis Techniques
· Position analysis questionnaire (PAQ): a questionnaire used to collect quantifiable data concerning the duties and responsibilities of various jobs. 

- provides a quantifiable score or profile of the job in terms of how the job rates on six basic dimensions, (Information input, mental processes, work output, relationships with others, job context, and other job characteristics). 

· Functional Job Analysis (FJA): a quantifiable method for classifying jobs based on types and amounts of responsibility for data, people, and things. Performance standards and training requirements are also identified.

-“to do this task and meet these standards, what training does the worker require?”

· National Occupational classification (NOC): a reference tool for writing job descriptions and job specifications. Compile by the federal government, it contains comprehensive, standardized descriptions of about 30 000 occupations and the requirements for each. (Key dimensions: skill level and skill type)
Occupation: a collection of jobs that share some or all of a set of main duties.

Internet based job analysis can serve as a solution for problems related to traditional qualitative and quantitative job analysis approach.

Job Description: a list of duties, responsibilities, reporting relationships, and working conditions of a job—one product of a job analysis.

Information on a Job description (common)
· Job identification

· Job summary

· Relationships

· Duties and Responsibilities

· Authority

· Performance Standards/Indicators

· Working Conditions

Job Specifications: a list of the “human requirements,” that is, the requisite knowledge, skills, and abilities, needed to perform the job—another product of a job analysis.
Physical demands analysis: identification of the senses used and the type, frequency, and amount of physical effort involved in a job.

Competency-Based Job Analysis
-writing job descriptions based on competencies rather than job duties. 

Emphasizes what the employee must be capable of doing rather than what duties he/she must perform. 

Competency-based job analysis: describing a job in terms of the measurable, observable behavioural competencies an employee must exhibit to do a job well.
Competencies: demonstrable characteristics of a person that enable performance of the job.

 3 Reason to use competency analysis
1. Avoids the “that’s-not-my-job” attitude that some exhibit when job descriptions strictly outline positions duties that are to be fulfilled.
2. More strategic when trying to acquire specific intellects. Employees will develop their expertise to gain an advantage. 
3. Supports the employer’s performance management process.  
