HR Lecture Chapter 4

Job Analysis and Work Design

· What is a job?
· A group of related activities and duties
· What is a position?
· The collection of tasks and activities performed by ONE PERSON
· Therefore there would be 1 software developer job but 20 positions in a company
· As well, the job could belong to a job family (eg. Software engineering, with software analysts, developers, senior developers, architects)

Job Analysis
· Process for obtaining info about jobs by determining the tasks, duties and activities
· Identify the human attributes (knowledge, skills and abilities – KSA)
· Used to develop job descriptions and specifications

Methods of Collecting Job Information
· Interviews
· Questionnaires
· Participant/Diary Log
· Observation

National Occupational Classification
· Reference tool for qriting job descriptions
· Compiled by the federal government
· Organizes 40,000 job titles into 500 occupational groups 
· Also could check the O*NET (USA)

Approaches to Job Analysis
 4 Approaches

1. Position Analysis Questionnaire
· Very structured job analysis questionnaire which contains 194 items measuring six dimensions on a 5 point scale:
· Information input
· Mental processes
· Work output (physical activities and tools)
· Relationships with others
· Job context (physical and social environment)
· Other job characteristics (pace and structure)
· 2.  Critical Incident Method
· analyst asks job holder to identify critical job tasks that lead to success on the job:
· what is done, how it is performed, what tools/equipment are used
· prepares a list of separate job activities (5-10)
· 3. Task Inventory Analysis
· develop a comprehensive list of task statements applicable to all jobs
· listed on task inventory survey – analyst reports the importance and frequency of task
· 4. Competency Based analysis
· describing a job in terms of the measurable, observable behavioural competencies of an employee must exhibit to do a job well
· answers the question “to perform this job completely, the employee should be able to…”
· Benefits?
· Focus on the worker, his/her competencies and How he/she does the job well
· Traditional job descriptions (with their lists of specific duties) may actually backfire if a high performance work system is your goal
· Can be too inflexible and hamper innovation and creativity

Products of Job Analyses

	Job Description
· A list of the duties, responsibilities, reporting relationships, and working conditions of a job
· Includes:
· Job title
· Job identification section
· Job duties
· Job specification
· Skills or competencies needed to perform the job (education, experience, specialized training, abilities, manual dexterities)
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