Job Analysis and work design

Job analysis

Definition:

· is a systematic process of collecting data and making judgments about the nature of a specific job.

· involves the identification and description of the job.

Job analysis identifies :

· required tasks

· knowledge and skills

· working conditions

Key Steps

· determine the organizational use of job content and other related data

· learn about structure, operations, and jobs of the organization

· identify and select methods for collecting job contact data

· schedule the necessary and logical work steps

Selection, performance appraisal, training and development, job evaluation, career planning, work redesign, HR planning
Cornerstone of personnel administration

What data to collect?

· Work activities and processes

· Worker-oriented activities

· Machine, tools, equipment

· Work performance

· Job content

· Personal requirements for the job

Techniques of Job analysis:

· Task inventory analysis

· Critical Incident Technique

· Position analysis questionnaire: behavioral data (PAQ)

· Abilities data (qualifications): skill, knowledge, physical, cognitive

Who is involved in Job Analysis?

Who collect the data?

Who provides the data?

Conventional methods: questionnaire, interviews, supervises

Job Analysis information Methods: 
· questionnaire, 

· interviews, 

· supervises 

· observe

· ask them 

· ask others

Job Analysis Information
Job Description

list of tasks, duties, responsibilities 
Job Specifications

list of knowledge, skills, abilities, and other characteristics that an individual must have to perform the job

Job description

· A job description is a written record of the duties and responsibilities of a specific job compiled through job analysis

· It consists of statements which identify and describe the scope and contents of a job

· Job description does not describe all the details of a job

Content of Job descriptions

· Job title (identify)

· Job identification (purpose of the job, performance standards)

· Essential functions (duties)

· Job specifications (skills, knowledge, abilities, experience)

as the starting point for so many other HR activities.

Competencies: managerial, professional and technical work 
Judging Job Analysis (Standards)

Reliability.. measures of the consistency of the results obtained

Validity: measures of the accuracy of the results obtained

Acceptability

Practicality

Work (Job) design

Definition:

Job design integrates 

· work content, qualifications, and reward for each job in a way that meets the needs of employees and the organization.

· making decisions about what tasks should be grouped into a particular job
Need to understand:
· the job as it exists (through PA)
	
	Techniques
	Advantages
	Disadvantages

	Scientific Management Philosophy
	Work simplification
	Creates jobs that are safe, simple, reliable. Minimizes the mental demands on employees
	Boring, demeaning

	
	Job enlargement
	Can reduce waiting time between tasks, enhance organization flexibility, reduce support staff needs.
	May lose the advantages of work simplification without offsetting the disadvantages.

	Human Relations Philosophy
	Work groups
	Recognizes importance of social needs of employees.
	Gives little technical guidance.

	Work

characteristics Approach
	Job enrichment
	Creates jobs that "engage" the employee, satisfaction, production.
	Costly. Accident/error potential increases. May require additional employees. Control still rests with managers.

	High-performance Work Systems

Socio-technical Approach
	Teams
	Employers employees by giving them more control of their works. Most successful in new plants, where it’s compatible with the technology.
	Requires compatible organi​zation design, careful structuring of teams. Re-lationships among teams must be managed. Some work may still be boring. Time devoted to nonproduction issues.


· its place in the larger work unit’s work-flow process

12Reengineering
· contrasts with scientific management
· focus on meeting customer needs for quality, service, flexibility, low costs.
Benchmarking

identify the best practices in an industry or organization and spreads them  by providing information to employees.

Characteristics:

· several jobs are combined to one

· employees make the decisions

· work is performed where its makes the most sense.

Control are used only where they add value

Team is a set of two or more individuals who interact independently
Type:

· quality circle

· cross-functional team

· semiautonomous

· self-direct team

· process team
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