HRM 19-9 chapter 4
· Job analysis is a process and not an event
· It is about gathering information about jobs, that will guide your jobs description and job specification
· Job description: tasks, duties and responsibilities of the job
· Job specification: information about the person doing the job
· Job analysis is a systematic examination of what a job entails – it is the bedrock of HRM
· Job design: what are the requirements of the job?
· Process of restructuring jobs

Job description:
A statement of the tasks, duties, and responsibilities of a job to be performed

Job specification:
A statement of the needed knowledge, skills, and abilities (KSA’s) of the person who is to perform the job

Relationships of job requirements and HRM functions
· Strategic HR planning: assess whether org. has the right #s and types of jobs to fulfill its strategy
· Recruitment: job specification must be determined on the basis of skills needed
· Selection: job description must clearly state tasks and duties of positions to be filled
· Training and development: org. must determine how much it will invest to compensate for
· Performance appraisal: performance appraisal must be benchmarked against requirements of job description
· Compensation management: worth of job also based on KSAs determined in job specification
· Legal compliance: vague and unrelated criteria for the above open room for charges of discrimination

What is job analysis?
· A job analysis is the process of obtaining information about jobs by determining the duties, tasks, or activities of jobs
· Should also include information on
· Tools needed
· Environment and times to be done
· With whom (alone vs in teams)
· Required performance level

See picture in book about the process of job analysis
O*net: database to see requirements of a job, if you are not sure about requirements, you can see how to describe it

Outcomes/outputs of job analysis: job description and job specification

Approaches to job analysis
Four of the more popular methods are:
1. The position analysis questionnaire system (PAQ)
Predesigned, 149 question, you can use for any job, which applies? You have a picture of the job
2. The critical incident method
How is information inputted? What is the job contest? Group or individual? …
Identify critical job tasks
3. A task inventory
Predesigned 
4. A competency-based analyses 
During
Read textbook
First 3  jobs are static
4  global changes that influence job
you’re are trying to get the competences that require of the individual jobs

Job description
· Job duties, or essential functions, section
· Indicate responsibilities entailed and results to be accomplished
· Job specification section
· Skills required ……..

Problems with job description
1. If they are poorly written, using vague rather than specific terms, they provide little guidance to the jobholder
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 of the jobholder, reducing organization flexibility

Job design
· Job design
· An outgrowth of job analysis that improves jobs through technological and human considerations to enhance organization efficiency and employee job satisfaction
· Behavioral concerns
· [bookmark: _GoBack]The job enrichment model and the job enrichment an the job characteristics model: two methods …….

See ‘job characteristics model: designing jobs to motivate employees’ in book!

Job analysis is the study of jobs as currently performed; job design is concerned with changing job structures to improve efficiency.

Job enrichment
· 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 individuals specific tasks, enabling them to use their particular competencies or skills

Flexible work schedules
· Compressed workweek: same amount of hours but compressing in less days
· Flextime: you have some flexibility in and out, the amount depends on the organization. For example, a bank has closing times. 
· Job sharing: 2 people have part times jobs and together they are doing one job
· Telecommuting: people can work at home, there are different levels, all work at home or one day a week
Part time jobs are more flexible and less responsibilities 

Practice question:
The process of obtaining information about jobs by determining their duties, tasks or activities is called:
Job analysis 

Job analysis is important in small as well as in large firms

the five core job dimensions of Hackman and Oldham’s job characteristics model
skill variety, task identity, task significance, autonomy, and feedback

What two characteristics do group/team techniques have in common?
Enhancing collaboration and increasing synergy
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