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1. Paper 1 (10%) of grade total grade
1. Any Topic from Chapters 1-4
APA format, minimum 3 sources
Minimum 300 words total
Due (see class schedule above)
Name: student last name paperl BUS102ME (example
hill paper] BUS102ME)
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101> A job analysis is the systematic process of col
lecting information about all of the parameters of a
job—its basic responsibilities, the behaviors, skills,
and the physical and mental requirements of the peo
ple who do it. A job analysis should also outline the
tools needed to do the job, the environment and times
at which it needs to done, with whom it needs to be
done, and the outcome or performance level it should
produce. The information a job analysis collects
serves many HRM functions, including a firm's work-
flow and design of jobs, its legal compliance efforts,
and the recruitment, selection, training and develop-
ment, performance appraisal, and compensation of
employees. To comply with the law, human resources
decisions must be based on criteria objectively col-
lected by analyzing the requirements of each job.

Ji62) Job analysis information can be gathered in
several ways—via interviews, questionnaires, ob-
servations, and diaries. Other more quantitative ap-
proaches include the U.S. Department of Labor’s job
analysis system, the Position Analysis Questionnaire
system, the critical incident method, a task inventory
analysis, and a competency-based analysis. The for-
‘mat of job descriptions varies widely, often reflect-
ing the needs of the organization and the expertise
‘of the writer. At a minimum, job descriptions should
‘contain a job title, a job identification section, the
purpose of the job, the tasks, duties, and responsibili-
ties of the job, and the job’s specifications (KSAOs).
Job descriptions should be written in clear and spe-
cific terms with consideration given to their legal

implications.

critical incident method

Part 2 Meeting Human Resources Requirement

108" Job design, which is an outgrowth of job angly
sis, focuses on restructuring jobs in order to captug
the talents of employees, improve their work satisfae
tion, and an organization’s performance. Top-dowp
job design techniques such as industrial engineering
and ergonomics focus on more tasks; bottom-doyn
techniques such as enrichment and empowerment
focus more on workers and how to motivate them g
do their jobs better. In the job characteristics model,
five job factors affect employees’ satisfaction: job skil
variety, task identity; task significance, autonomy, and
feedback. All factors should be built into jobs, since
each factor affects the psychological state of employees

104> Increasingly, firms are using employee teams
to solve unique and complex problems, enhance the
collaboration among workers, improve their mo-
rale and performance, and make the most of a firms
scarce resources. An employee team is a group of in-
dividuals working together toward a common put-
pose, in which members have complementary skill
members’ work is mutually dependent, and the group.
has discretion over the tasks it performs. The tjpes
of teams commonly used are cross-functional teais
project teams, self-directed teams, task-force teams.
process-improvement teams, and virtual teams
Employers sometimes depart from the traditionl
workday or workweek to improve their productit
ity and the morale of their employees by giving thef!
more control over the hours they work. Comp
workweeks, flextime, job sharing, and telecommé
ing allow employees to adjust their work periods
accommodate their particular lifestyles.
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