Chapter 4: Job analysis and competency models

Part 1: work and job analysis 
· What is work and job analysis?
· Work analysis: any systematic gathering, documenting, and analyzing of information about the content of work performed by people in organizations, the worker attributes related to work performance, or the context 
· Job analysis: description of the job and profiles the characteristics people need to have in order to be successful… 3 key points: refer to a range of techniques, a formal & structured process, breaks down a job into its constituent parts
· 2 basic products: 
1. Job description: summary of job analysis data
2. Job specification: KSAOs 
· Job vs. position
· Job: consist of a group of tasks; may be held by one or more people  many people perform the same job in an organization (ex. secretary) 
· Position: consists of the group of tasks performed by one person in an organization at a given time (ex. secretary to HR director, secretary to vice president of finance) 
· Job family: jobs that rely on the same set of KSAO’s
· Subject matter experts (SME): people who are most knowledgeable about a job and how it is currently performed (job analysis data is collected from this)
· Job analysis and employment law- a reprise
· Employment decisions must be based on job related information  Job analysis is legally accepted way of determine job relatedness
· Job analysis provides objective evidence 
· Job analysis methods
· 3 criteria considered:
1. Job analysis = description of observable work behaviors and analysis of their products
2. Results should describe work behavior
3. Outcomes are variable and replicable 
· Getting started: gathering job related information
· First step  collect existing information on related jobs
· NOC: describes occupations in Canadian Labor market 
· Work and worker oriented job analysis
· Work oriented job analysis: emphasis on work outcomes, description of tasks to accomplish those outcomes
· Worker oriented job analysis: general aspects of jobs, describing perceptual, interpersonal, sensory, cognitive and physical activities
· Survey of work oriented job analysis methods
· Structured job analysis interviews: inter-observer reliability, reliable, more accurate information, expensive, time consuming, workers may distort the information 
· Direct observation: job shadowing, audio recordings, video recording, self monitoring
· Analyzing structured interview and direct observation data: identify critical task statements  describe the critical components of the job through a standard format… each task statement includes:
1. Describes the actions
2. Person, data, or things affected by the action
3. Intended outcome of the action
4. Materials, tools, procedures, or equipment used to carry out the action
5. Directions under which the action is taken
· Once the task statements are identified  identify KSAOs (other attributes = personality traits)
· Rating task statements KSAO’s: by importance, task * KSAO matrix
· Structured job analysis questionnaires and inventories: respond to written questions about their jobs
· Task inventories: work oriented surveys that break down jobs into their component tasks
· Functional job analysis (FJA): certified FJA analyst
· Critical incident technique: effective/ineffective work behavior 
· Worker-oriented job analysis methods 
· Position analysis questionnaire (PAQ): structured, general behaviors that make up a job
· Worker traits inventories
· Worker traits inventories: methods used to infer employee specifications from job analysis data
· Fleisham job analysis survey (F-JAS): which ability critical to perform a job
· Other job analysis methods 
· Best practice in choosing job analysis methods 
· Using a variety of approaches  “triangulation”
· Guidelines for conducting a job analysis
1. Determine the purpose
2. Determine the resources available
3. Determine the job analysis based off the answers to 1 & 2

Part 2: The role of competencies in recruitment and selection 
 Routine aspects of work now done by machines, jobs have been redefined, greater emphasis on management of technology
 Workers required having a wider range of skills, ever changing series of tasks, career changes
 Select employees through work related competencies 
· What is a competency?
· Groups of related behaviors or attributes that are needed for successful job performance in an organization
· KSAOs that distinguish superior performance 
· Competency framework/architecture
· Competency model: collection of competencies that are relevant to performance in a particular job, job family or functional area
· Competency framework/competency categories: 
1. Core competencies: characteristics that every member of an organization, regardless or position, function, job, or level of responsibility within the organization, is expected to possess  foundation
2. Functional competencies: characteristics shared by different positions within an organization (i.e. Group of related or similar jobs)
3. Job specific competencies: characteristics that apply only to specific positions within the organization 
· Competency dictionaries 
· A listing of all the required competencies by an organization to achieve its mandate, along with the proficiency level required to perform successfully in different functional groups or positions 
· Proficiency level: the level at which competency must be performed to ensure success in a given functional group or position
· Proficiency scale: a series of behavioral indicators expected at specific levels of competency
· Competency profiles
· A set of proficiency ratings related to a function, job or employee
· Core competencies included has part of functional and job specific profiles, proficiency level varies 
· Ex. a match between an employee profile and a job specific profile suggests that the employee is suitable for the position 
· Ex. deficiencies in profiles  where to undertake developmental activities 
· Legal defensibility of competency models
· Competency modeling can be defended
· Assessing employee competencies
· Reliable and valid measuring of competencies is crucial
· Validating competency based selection systems
· Competency modeling vs. job analysis
· Task force: 10 technical criteria which evaluates both approaches  job analysis more superior on 9 than competency modeling
· Competency approach: transparent linkage between business goals or strategies and the information provided by the competency based approach, face validity, decreased legal defensibility  


Ex. 
	Dimension 
	Job analysis 
	Competency modeling

	Primary purpose
	To better understand work assignments
	To influence how work assignments align with an organizations strategy 

	View or job
	Essential elements of a job do not change
	A job is a role to be interpreted and then enacted by each job incumbent

	Focus
	Solely on job
	Common behavioral themes

	Measurement approach
	Sound constructs, quantitative measurements
	Fuzzy constructs, global clinical judgments



· A generic competency framework
· Leadership competency models
· Fastest growing areas in competency modeling
· Based on companys strategic vision and business goals
1. Integrity and ethics
2. Strategic thinking
3. Engagement
4. Innovation
5. Accountability
6. Building the organizational team
7. Effective communication
8. Results focus
· [bookmark: _GoBack]Benefit  communicate a view of leadership to the public that is easy to understand
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