o e ety 4 AR F LLIVG

Sources to Be Used

Choosing sources of information involves considering who will be used to provide
the information sought. While this matter is not entirely independent of job analy-
sis methods (e.g., use of a task questionnaire normally requires use of job incum-~
bents as the source), it is treated this way in the sections that follow.

Job Analyst. A job analyst is someone who, by virtue of job title and training, i§
available and suited to conduct job analyses and to guide the job analysis process,
The job analyst is also “out of the loop,” being neither manager nor incumbent
of the jobs analyzed. Thus, the job analyst brings a combination of expertise and
neutrality to the work.

Despite such advantages and appeals, reliance on a job analyst as the job infor-
mation source is not without potential limitations. First, the analyst may be per-
ceived as an outsider by incumbents and supervisors, a perception that may result
in questioning the analyst’s job knowledge and expertise, as well as trustworthi-
ness. Second, the job analyst may, in fact, lack detailed knowledge of the jobs to
be analyzed, especially in an organization with many different job titles. Lack of
knowledge may cause the analyst to bring inaccurate job stereotypes to the analy-
sis process. Finally, having specially designated job analysts (either emplovees or
outside consultants) tends to be expensive.

Job Incumbents. Job incumbents seem like a natural source of information to
be used in job analysis, and indeed they are relied on in most job analysis systems.
The major advantage of working with incumbents is their familiarity with tasks,
KSAOQs, and job context. In addition, job incumbents may become more accepting
of the job analysis process and its resulis through their participation in it.

Some skepticism should be maintained about job incumbents as a source of
workplace data, as is true for any source. They may lack the knowledge or insights
necessary to provide inclusive information, especially if they are probationary
or part-time employees. Some employees may also have difficulty describing
the tasks involved in their job or being able to infer and articulate the underlying
KSAOs necessary for the job, There are also concerns about job incumbents not
responding to job analysis surveys; most studies show that fewer than half of job
incumbents voluntarily respond to job analysis surveys. Response rates are lower
among lower-level employees and those with less education.?? Another potential
limitation of job incumbents as an information source pertains to their motivation
to be a willing and accurate source. Feelings of distrust and suspicion may greatly
hamper employees’ willingness to function capably as sources. For example,
incumbents may intentionally fail to report certain tasks as part of their job so that
those tasks are not incorporated into the formal job description. Incumbents may
also deliberately inflate the importance ratings of tasks in order to make the job
appear more difficult than it actually is,
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