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Job Specification is a statement of the needed knowledge, skills, and abilities of the person who is to perform the job.

Job Description is a statement of the tasks, duties, and responsibilities of a job to be performed 

Relationship of Job Requirements and HRM Functions
· Strategic HR Planning: Assess whether the organization has the right numbers and types of people to fulfill its strategy
· Recruitment : Job specficiations must be determined on basis of skills needed
· Selection: Job description must clearly state tasks and duties of positions to be filled
· Training and Development: Organization must determine how much it will invest to compensation for discrepancies between needs and KSA’s of new hired.
· Performance and Appraisal: Performance appraisal must be benchmarked against requirements of job description
· Compensation Management: Worth of job mased on KSA’s determined in job specification
· Legal Compliance:  Vague and unrelated criteria for the above open room for charges of discriminations
· KSA: Knowledge, skills and abilities

Job Analysis is the process of obtaining information about jobs by determining the duties, tasks, or activits of jobs. This should outline the tools needed to do the job, the environment and times at which it needs to be done, with whom it needs to be done, and the outcome or performance level it should produce. 

The Process of Job Analysis
· Methods of Collecting data
· Sources of Data
· Job Description
· Human Resource Functions
· Job Specification
· Job Data

Approaches to Job Analysis
1. The position analysis questionnaire system
2. The critical incident method
3. A task inventory analysis
4. A competency based analysis





Problems with Job Descriptions
1. If they are poorly written, using vague terms, they provide little guidance
2. They are sometimes not updated as job duties or specifications change
3. They may violate the law by containing specifications not related to job success
4. They can limit the scope of activities to the jobholder, reducing organizational flexibility.

Job Design: An outgrowth of job analysis that improves jobs through technological and human considerations to enhance organization efficiency and employee job satisfaction.

Behavioural Concerns: The job enrichment model and the job characteristics model: two methods designed to increase the job satisfaction of employees.

Job Characteristics Model: A job design theory that proposes three psychological states of a jobholder that result in improved work performance, internal motivation and and lower absenteeism.
 A motivated, satisfied and productive employee will:
1. Experience meaningfulness of the work performed
2. Experience responsibility for work outcomes
3. Have knowledge of the results of the work performed.

The 5 Job Characteristics that produce these psychological states are:
1. Skill variety; degree to which a job entails a variety of different activities
2. Task Identity; degree to which a job requires completion of a whole and identifiable piece of work
3. Task Significance; degree to which a job has a substantial impact on the lives or work of other people
4. Autonomy; degree to which the job provides substantial freedom, independence, and discretion to the individual in scheduling the work and determining the procedures used to carry it out.
5. Feedback; degree to which the individual receives clear and direct information about the effectiveness of his or her job performance.

Job Enrichment is enhancing a job by adding more meaningful tasks and duties to make the work more rewarding and satisfying.
	Five factors that enrich the jobs of employees:
· Increasing the level of difficulty and responsibility of the job
· Allowing employees to retain more authority and control over work outcomes
· Providing unit or individual job performance reports directly to employees
· Adding new tasks to the job that require training and growth
· Assigning individual specific tasks, enabling them to use their particular competencies or skills

Industrial Engineering: A field of study concerned with analyzing work methods and establishing time standards

Ergonomics: An interdisciplinary approach to designing equipment and systems that can be easily and efficiently used by human beings. 

Flexible Work Schedules
Compressed Workweek: the number of days in the workweek is shortened by lengthening the number of hours worked per day.
Flextime: Flexible starting and ending hours.
Job Sharing: Arrangement whereby two part-time employees perform a job that otherwise would be held by one full time employee.
[bookmark: _GoBack]Telecommuting: Use of personal computers, networks, and other communications technology to do work in the home that is traditionally done in the workplace.
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