CHAPTER 4: JOB ANALYSIS AND WORK DESIGN

Job Analysis is really the bedrock of HRM. Lots of HR functions to job analysis. It’s an important process – not really a single event. 

Allows you to define the job specification – information about the person doing the job. It is the knowledge, skills, abilities required of the individual to do the job. 

Job analysis means you don’t arbitrarily decide. It is a systematic examination of what a job entails. 

Job design is very different – it also happens later on. It is the process of restructuring jobs, with the goal of increasing motivation of employees and satisfaction of employees. 

VIDEOS: Canada’s Job Market 
· More competition for skilled jobs
· Higher unemployment in manufacturing, and low skilled jobs, and maybe more competition for jobs in the knowledge industry 
· For a job that requires very limited qualifications, can we add more job qualifications or knowledge/skills/abilities? NO! We must base it on a job analysis. They are not directly linked to performing the job. 

JOB REQUIREMENTS
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 (KSAs) of the person who is to perform the job. 
· KSAs come directly from the job analysis. 

RELATIONSHIP OF JOB REQUIREMENTS AND HRM FUNCTIONS
· Strategic HR planning – assess whether organization has the right numbers 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 – organization must determine how much it will invest to compensate for discrepancies between needs and KSAs of new hires; sometimes no choice 
· The decision must be linked to job analysis. How are you helping the individual developing KSAs to aid the job description. 
· Performance appraisal – performance appraisal must be benchmarked against requirements of job description 
· When you sit down with someone and evaluate their performance and tell them whether they’ve met the job requirements – then you must evaluate them on how well they do tasks defined in their 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 changes 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 

Figure: The process of job analysis 
1. What is the source of our data? – Job analysis through internal sources (employee, supervisor) or external sources (job analysis). Who would be telling us this information?
2. What are the methods of collecting data? Interviews, questionnaires, records, or O*Net. O*Net is a database that is pre-prepared. It will have generic descriptions of the tasks, duties, and responsibilities of the job – as well as the KSAs. 
3. We have to determine what our jobs are about (JOB DATA). 
What are the two main outcomes of job analysis (on RHS of job analysis) *EXAM* - Job requirements and job specifications. 
4. Job Description 
5. Job Specifications 
Related HR Functions: Recruitment, selection, training and dev, performance appraisal, compensation, and management. 

APPROACHES TO JOB ANALYSIS
Four of the more popular methods are:
· The position analysis questionnaire system (PAQ) 
· The critical incident methods
· A task inventory analysis
· A competency-based analysis
The PAQ is a predesigned questionnaire system of 194 questions. These questions evaluate any job. Some questions may applicable to some jobs than others. Based on the responses of how each of these applies to a job, then you have a picture of what a job entails. 
A task-inventory analysis is similar. These are tailor made to your company. These tap into dimensions such as “how information is inputted in your role”, “do you work alone or in teams”, “what is your work output”, “what is the job context”, “is it fast paced”, “is it autonomous work”, etc.… 
A critical incidence method is weighing jobs on different characteristics. The starting point is that you go in, and you survey employees… You ask them “what are critical aspects to getting work done?” You will make questions based on these key instances. 
A competency-based analysis IS DIFFERENT FROM THE PREVIOUS THREE. All of the other ones assume the job environment to be STATIC. In this analysis, the job environment is DYNAMIC. There will be technological innovations and global changes that will affect jobs! A competency-based analysis does not focus on the task, duties, or responsibilities. You’re trying to figure out the competencies that are required of individuals to do this job. For example, interpersonal skills, communication skills…. It is having this competency skill – rather than having the tools to do them. 

JOB DESCRIPTIONS
Job Duties, or Essential Functions, Section: Indicate responsibilities entailed and results to be accomplished
Job Specification Section: Skills required to perform the job and physical demands of the job. 

PROBLEMS WITH JOB DESCRIPTIONS
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 organizational 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
Behavioural Concerns: The job enrichment model and the job characteristics model; Two methods designed to increase the job satisfaction

JOB CHARACTERISTICS MODEL: DESIGNING JOBS TO MOTIVATE EMPLOYEES
Job Characteristics:
· Skills variety 
· Task identity 
· Task significance – how you’re doing on the job. 
· Autonomy - 
· Feedback
Psychological States:
· Meaningfulness of the work performed
· Responsibility for work outcomes
· Knowledge of the results of the work performed
Job Outcomes
· Improved work performance
· Increased internal motivation
· Lower absenteeism and turnover 

JOB ENRICHMENT - a way of changing job characteristics… you’re enriching them. 
· Increasing the level of difficulty and responsibility of the job
· Allowing employee 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
· Flex-time – choose when you get to clock out; 
· Job sharing – two part-time employees do one full-time job. 
· Telecommuting – accommodates people to work at home or as they’re commuting

[bookmark: _GoBack]PRACTICE QUESTIONS
The process of obtaining information about jobs by determining their duties, tasks, or activities is called: JOB ANALYSIS. 
· It is not Job Description because it says THE PROCESS. 

All of the following statements of job analysis are true: 
Job analysis data is useful for developing performance evaluation tools
Job analysis data is helpful in making pay rate decision
Job analysis data is helping in ensuring a firm’s compliance with human rights legislation 

The following is a dimension of Hackmand and Oldham’s Job Characteristic Model: 
Variety
Autonomy
Feedback
Significance 
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