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Learning Outcome

After studying this chapter, you should be able to

Explain what a job analysis is and how the
information it generates is used in conjunction
with a firm's HRM functions.

L&Y Explain how the information for a job analysis

typically is collected and incorporated into

Jl  Various sections of a job's description.

J 4

R TED Provide examples illustrating the various

factors that must be taken into account when

designing a job, including what motivates

1l If employees,

1§ (( LY Describe the different group techniques and
types of work schedules used to broaden a

ﬂ:rm'sjob functions and maximize the contriby
tions of employees,
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Knowledge refers to yhat you know. Your education is an example of knowledge.
For example, some cities require firefighters to be certified paramedics. Other
cities don't. Skills are things you have learned to do. If you're a firefigh!}ér that
experience could include knowing how to make minor repairs to fire e<’1uip-
' ment. Abilities are your innate aptitudes. You don't have to be taught them or
learn them on a job. Examples for a firefighter would include the ability to lift
firefighting equipment and stay calm during an emergency. Other attributes re-
fer to your personality, values, and so on. Helpfulness and the predisposition
toward teamwork are examples of “other attributes” firefighters need.
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Are you t.hink{ng you want to go into human resources management? If so, High-
Jights in HRM 2 will give you a sneak peak of what a job description for an entry level
position in this field would look like. Note that job description isn't necessarily the
job description you would see in a job posting, which is used for advertising. The job

' description in HRM 2 is an internal document used by the firm and HR personnel for
‘their planning and staffing needs. For example, note that the job analyst who compiled
the information and the date the job was analyzed is included at the top of the docu-
‘ment. We will take a closer look at the parts of the document later in the chapter.

So how does a job analysis help facilitate a firm’s human resources efforts? As
Figure 4.1 shows, the information in a job analysis is crucial to a number of HRM
fanctions, including the following.

.« Strategic HR planning. A job analysis is used to examine a company’s
organizational structure and strategically position it for the future. Does the
firm have the right numbers and types of jobs and skills needed to cover the

Job Description (TDRs) Job Specification (KSAOs)
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business results and goals kinds of people needed to fill open posi
Sequencing or grouping of related jobs, Enriching or expanding jobs to develop
and the nature of interdependence motivate employees further

Posting, advertisements, etc. of jobs to fill Hiring criteria for evaluating candidates
and the nature of responsibilities apply for open positions

Setting goals, duties, and activities that Attributes and demonstrated qualities ¢
define the desired performance assess performance and give feedback
Job evaluation of the job in terms of Job evaluation of the skills, effort requi
responsibilities and working conditions that are rewarded

Equal employment requirements Fair treatment and valid employment f





