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UNIT-3
JOB ANALYSIS AND DESIGN

Job analysis ςConcept
Terminology

Task
Job
Position &
Occupation

Purpose and methods of collecting job analysis information
Job analysis technique
Job description and job specification
Job design ςConcept
Approaches and techniques

Scientific management,
IŜǊǘȊōŜǊƎΩǎ ƳƻŘŜƭΣ
Job characteristics,
Socio-technical and team
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J o b a n a l y s i s f o r m s a n i n t e n s i v e , d i r e c t t e c h n i q u e f o r i d e n t i f y i n g t h e c r u c i a l
i n f o r m a t i o n r e g a r d i n g t h e j o b.

I t i s t h e p ro c e s s u s e d t o c o l l e c t i n f o r m a t i o n a b o u t t h e d u t i e s , r e s p o n s i b i l i t i e s ,
n e c e s s a r ys k i l l s , o u t c o m e s a n d w o r k e n v i r o n m e n t o f a p a r t i c u l a r j o b.

JOB ANALYSIS
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It is the systematic recording of 
activities involved in a job.

It defines:

I t  i s  t h e  p r o c e s s  o f  d e f i n i n g  a  j o b  i n  t e r m s  o f   i t s  c o m p o n e n t  t a s k s  o r  d u t i e s  a n d  t h e  
k n o w l e d g e  o r  s k i l l s  r e q u i r e d  t o  p e r f o r m  t h e m .
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J o b a n a l y s i s i n v o l v e s t h e e v a l u a t i o n a n d a n a l y s i s o f

a j o b , i n t e r m s o f t h e t a s k s , r e s p o n s i b i l i t i e s ,s k i l l s ,

t o o l s , k n o w l e d g e a n d e x p e r t i s e r e q u i r e d t o f u l f i l l

t h e j o b r e q u i r e m e n t s u c c e s s f u l l y.

T h e s e f a c t o r s h e l p d e t e r m i n e t h e d e m a n d s o f t h e

s p e c i f i c j o b a n d t h e s k i l l s a n d a b i l i t i e s t h a t t h e

e m p l o y e e m u s t p o s s e s s i n o r d e r t o c o m p l e t e t h e j o b

s u c c e s s f u l l y.

J o b a n a l y s i s a i d s i n c r e a t i n g j o b d e s c r i p t i o n s ,

s e l e c t i n g a n d r e c r u i t i n g e m p l o y e e s , t r a i n i n g a n d

d e v e l o p m e n t , c o n d u c t i n g p e r f o r m a n c e e v a l u a t i o n s

e t c.

J o b a n a l y s i s w i l l h e l p t h e f i r m t o i d e n t i f y t h e

p e r f e c t j o b f o r t h e i n d i v i d u a l , o r t h e r i g h t i n d i v i d u a l

f o r a s p e c i f i c j o b t h a t h a s s p e c i a l d e m a n d s.
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J o b a n a l y s i s w i l l a l s o h e l p t h e H R m a n a g e r s

d e t e r m i n e w h a t c o m p e n s a t i o ns h o u l d b e p a i d t o t h e

e m p l o y e e s , h e l p i n a s s e s s i n g g a p s i n t r a i n i n g , a n d

c a n r e s u l t i n b e t t e r p o l i c i e s t o f u l f i l l t h e o v e r a l l

o r g a n i z a t i o n a lg o a l s.

T h e r e a r e a n u m b e r o f w a y s i n w h i c h j o b a n a l y s i s

c a n b e d o n e. T h i s i n c l u d e s o b s e r v i n g t h e i n d i v i d u a l

a t w o r k , c o n d u c t i n g i n t e r v i e w s ( i n d i v i d u a l a n d

g r o u p ) , q u e s t i o n n a i r e s , a n d u s i n g v a r i o u s l o g g i n g

m e t h o d s s u c h a s d i a r i e s a n d o t h e r r e c o r d s.
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D e C e n z oa n d R o b b i n s

J o b a n a l y s i s p r o v i d e s i n f o r m a t i o n a b o u t j o b s c u r r e n t l y

b e i n g d o n e a n d t h e k n o w l e d g e , s k i l l s a n d a b i l i t i e s

t h a t i n d i v i d u a l sn e e d t o p e r f o r m t h e j o b a d e q u a t e l y.

W e r t h e r a n d D a v i s

J o b a n a l y s i s s y s t e m a t i c a l l y c o l l e c t s , e v a l u a t e s

a n d o r g a n i z e s i n f o r m a t i o n a b o u t j o b s.

G a r y D e s s l e r

J o b a n a l y s i s i s t h e p r o c e d u r e a n d

d e t e r m i n i n g t h e d u t i e s a n d s k i l l s

r e q u i r e m e n t s o f a j o b a n d t h e k i n d o f

p e r s o n w h o s h o u l d b e h i r e d f o r i t .
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Ta s k
I t i s d i s t i n c t w o r k a c t i v i t i e s w h i c h i s c a r r i e d o u t f o r a
d i s t i n c t p u r p o s e. I t i s t y p i c a l l y a u n i t o f w o r k t h a t i s a
s e t o f a c t i v i t i e s n e e d e d t o p r o d u c e s o m e r e s u l t. E.g .
t y p i n g a l e t t e r , p r e p a r i n g a l e c t u r e e t c.
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J o b
J o b i s a c o m b i n e f o r m o f s i m i l a r o r c l o s e l y r e l a t e d
t a s k s. I t i s a b u i l d i n g b lo c k o f t h e o r g a n i z a t i o n a l
s t r u c t u r e. I t c o n s i s t s o f a b u n d l e o f t a s k s o r s e r i e s o f
t a s k s. O r g a n i z a t i o n a l a n d H R a c h i e v e g o a l s b y d o i n g
j o b s. J o b s a r e t h e s o u r c e o f e m p lo y m e n t. F o r e x a m p l e
t h e j o b o f s a l e s m e n , t e c h n i c a l a s s i s t a n t s , c o m p u t e r
p r o g r a m m e r s ,e t c.



O c c u p a t i o n
O c c u p a t i o ni s g r o u p o f s i m i l a r j o b s. A l s o r e f e r t o j o b s o f
a g e n e r a l c l a s s- g r o u p o f s i m i l a r j o b s w i t h ®Title.̄ T h e s e
o c c u p a t i o n a l t i t l e a l s o i n d i c a t e a person­se x p e r t i s e l i e s
i n . E.g . B a n k e r ,e n g i n e e r ,d o c t o r , t e a c h e r , s t u d e n t

JOB ANALYSIS TERMINOLOGIES
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P o s i t i o n
I t i s o n e o r m o r e d u t i e s p e r f o r m e d b y a s i n g l e p e r s o n.
E v e r y e m p lo y e e h a s a p o s i t i o n i n t h e o r g a n i z a t i o n.
T h e r e a r e a t l e a s t a s m a n y p o s i t i o n s a s t h e r e a r e
w o r k e r s i n t h e o r g a n i z a t i o n. F o r e x a m p l e , t h e P.A. t o
C h a i r m a n r e c e i v e s v i s i t o r s , t a k e s d i c t a t i o n , o p e r a t e s
c o m p u t e r , a n s w e r s q u e r i e s , a t t e n d s t o c o m p l a i n t s e t c.
A n o t h e r e x a m p l e o f p o s i t i o n a n d j o b: I f a f a s t f o o d
s t o r e h a s s e v e n i n d i v i d u a l s w o r k i n g a s c a s h i e r s , t h e r e
a r e s e v e n p o s i t i o n s a s s o c i a t e d w i t h t h e o n e j o b o f
c a s h i e r.
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Job 
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JOB ANALYSIS COMPONENTS

Job 
Description

Job 
Performance 

Standards

Job 
Evaluation
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JOB ANALYSIS COMPONENTS

Job 
Description

Job requirements.
Job contents.
Job duties and 
responsibilities.

Job profile.

T h e p r e p a r a t i o n o f j o b d e s c r i p t i o n i s n e c e s s a r yb e f o r e a
v a c a n c y i s a d v e r t i s e d a s i t t e l l s i n b r i e f t h e n a t u r e o f a
j o b. I n o t h e r w o r d s , i t e m p h a s i z e st h e j o b r e q u i r e m e n t s.
ÅI t i s a w r i t t e n s t a t e m e n t o f w h a t t h e j o b h o l d e r d o e s.
ÅI t p o r t r a y s j o b c o n t e n t , j o b e n v i r o n m e n t a n d c o n d i t i o n s

o f e m p lo y m e n t s.
ÅI t d e s c r i b e s j o b t i t l e , d u t i e s a n d r e s p o n s i b i l i t i e s ,

a u t h o r i t y , a c c o u n t a b i l i t i e sa n d j o b r e l a t i o n s h i p s.
ÅI t i s a p r o f i l e o f t h e j o b.
ÅI t i s a n o v e r a l l s u m m a r y o f j o b r e q u i r e m e n t s.
ÅI t s h o u l d t e l l w h a t i s t o b e d o n e , h o w i t i s d o n e a n d

w h y.
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JOB ANALYSIS COMPONENTS

Job 
Specification

Worker's requirement

J o b s p e c i f i c a t i o n i s b a s e d o n j o b d e s c r i p t i o n. I t i s a
w r i t t e n s t a t e m e n t o f q u a l i f i c a t i o n s t r a i t s , p h y s i c a l a n d
m e n t a l c h a r a c t e r i s t i c st h a t a n i n d i v i d u a l m u s t p o s s e s s t o
p e r f o r m t h e j o b d u t i e s a n d d i s c h a r g e r e s p o n s i b i l i t i e s
e f f e c t i v e l y.
ÅI t s t a t e s p e r s o n r e q u i r e m e n t s.
ÅI t s p e c i f i e s p e r s o n a l c h a r a c t e r i s t i c s a n d q u a l i f i c a t i o n s

n e e d e d t o p e r f o r m t h e j o b .
ÅI t i d e n t i f i e s k n o w l e d g e , s k i l l s a n d a b i l i t i e s n e e d e d t o d o

t h e j o b.
ÅI t i s a p ro f i l e o f h u m a n c h a r a c t e r i s t i c s n e e d e d f o r

p e r f o r m i n g t h e j o b.
ÅI t i s a n o v e r a l l s u m m a r y o f w o r k e r r e q u i r e m e n t s.
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JOB ANALYSIS COMPONENTS
Job 

Performance 
Standard

Job standards which are 
made for quality results.

P e r f o r m a n c e s t a n d a r d s d e s c r i b e t h e a c c e p t e d l e v e l

o f p e r f o r m a n c e b y a n e m p lo y e e o n t h e j o b. T h e y a r e

b a s e d o n t h e p o s i t i o n , n o t t h e i n d i v i d u a l.

ÅJ o b s t a n d a r d s l a y d o w n s t a n d a r d s f o r e a c h j o b i n t e r m s

o f q u a n t i t y a n d q u a l i t y.

ÅT h e y a r e a t t a i n a b l e a s w e l l a s a c c e p t a b l e l e v e l s o f j o b

p e r f o r m a n c e.

ÅS t a n d a r d s a r e s p e c i f i c , m e a s u r a b l e , a c h i e v a b l e ,

r e a l i s t i c a n d t i m e b o u n d.
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JOB ANALYSIS COMPONENTS

Job 
Evaluation

Rating jobs/tasks which are 
already done.

A j o b e v a l u a t i o n i s a s y s t e m a t i c w a y o f d e t e r m i n i n g t h e

v a l u e / w o r t h o f a j o b i n r e l a t i o n t o o t h e r j o b s i n a n

o r g a n i z a t i o n. I t t r i e s t o m a k e a s y s t e m a t i c c o m p a r i s o n

b e t w e e n j o b s t o a s s e s s t h e i r r e l a t i v e w o r t h f o r t h e

p u r p o s e o f e s t a b l i s h i n ga r a t i o n a l p a y s t r u c t u r e.

ÅI t p r o v i d e s i n f o r m a t i o n a b o u t r e l a t i v e v a l u e o f e a c h j o b.

ÅI t r a t e s j o b s t o e s t a b l i s h a w a g e s t r u c t u r e.

ÅI t i s t h e o u t c o m e s o f j o b a n a l y s i s.



Job design and redesign

Develop job description, job specifications and job 
performance standards.

Conduct job evaluation

Prepare human resource plan

Identify training and development needs.

Develop performance appraisal system

JOB ANALYSIS PURPOSE
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JOB ANALYSIS USES/BENEFITS/ADVANTAGES
ÅI t h e l p s i n p ro p e r p l a c e m e n t o f e m p lo y e e s b y m a t c h i n g j o b

r e q u i r e m e n t s a n d p e r s o n n e l c a s e o f u n i t s a n d m i s f i t s a r e
r e d u c e d.

ÅI t h e l p s t o i m p r o v e e f f i c i e n c y d u e t o b e t t e r p l a c e m e n t a n d
f r e q u e n t l y s u g g e s t s m e t h o d f o r i m p r o v e m e n t s.

ÅI t h e l p s i n i m p r o v i n g t h e d e s i g n o f j o b a n d w o r k m e t h o d s. I t
a i d s i n a n a l y z i n gw o r k p r o c e s s e sa n d w o r k s i m p l i f i c a t i o n.

ÅI t p r o v i d e s a b a s i s f o r m a n p o w e r p l a n n i n g a n d f o r
i n t e l l i g e n t r e c r u i t m e n t a n d s e l e c t i o n o f p e r s o n n e l. I t r e v e a l
t h e n a t u r e a n d q u a l i t i e s o f p e o p l e r e q u i r e d f o r a j o b.

ÅI t h e l p s i n d e v e lo p i n g t h e t r a i n i n g a n d d e v e lo p m e n t
p r o g r a m s f o r e m p lo y e e s.

ÅI t f a c i l i t a t e s j o b e v a lu a t i o n a n d p e r f o r m a n c e a p p r a i s a l,
w h i c h a r e n e c e s s a r y f o r w a g e d e t e r m i n a t i o n , f o r a p p r a i s i n g
t h e w o r k i n g c o n d i t i o n sa n d p r o m o t i o n s a n d t r a n s f e r s.

ÅI t f a c i l i t a t e s m a t c h i n g o f e m p lo y e e s k i l l s w i t h j o b
r e q u i r e m e n t s, j o b a n a l y s i s h e l p s t o i m p r o v e j o b
s a t i s f a c t i o n , m o t i v a t i o n a n d m o r a l e o f e m p lo y e e s.
A b s e n t e e i s ma n d t u r n o v e r o f t h e p e r s o n n e l c a n b e r e d u c e d.

ÅI t a s s i s t s m a n a g e m e n t t o p r o p e r a l l o c a t i o n o f a u t h o r i t y a n d
r e s p o n s i b i l i t y b y d e s c r i b i n g t h e d u t i e s o f e a c h j o b a n d t h e
i n t e r r e l a t i o n s h i p sa m o n g j o b s.
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JOB ANALYSIS INFORMATION
J o b a n a l y s i s i s t h e p ro c e s s o f c o l l e c t i n g i n f o r m a t i o n a b o u t j o b s a n d t h e

c h a r a c t e r i s t i c so f j o b h o l d e r b y a r e s p o n s i b l e p e r s o n i n t h e H R. D e p e n d i n g
u p o n t h e n a t u r e a n d t e c h n i c a l i t i e s o f t h e j o b , a n o r g a n i z a t i o n m a y r e q u e s t
a n o u t s i d e t r a i n e d e x p e r t t o c o l l e c t j o b i n f o r m a t i o n.

J o b a n a l y s i s p r o v i d e s t h e f o l l o w i n g
i n f o r m a t i o n:
Å J o b i d e n t i f i c a t i o n w h i c h i n c l u d e s j o b

t i t l e .
Å S i g n i f i c a n t c h a r a c t e r i s t i c s o f a j o b

i n c l u d i n g lo c a t i o n , p h y s i c a l s e t t i n g , u n i o n
j u r i s d i c t i o n ( a u t h o r i t y ) ,h a z a r d s / r i s ke t c.

ÅW h a t t h e t y p i c a l w o r k e r w i l l d o ?
ÅW h a t m a t e r i a l s a n d e q u i p m e n t s t h e

w o r k e r u s e s ?
ÅW o r k p e r f o r m a n c e.
Å R e q u i r e dp e r s o n n e l a t t r i b u t e s.
Å H o w t h e j o b a r e p e r f o r m e d ?
Å J o b r e l a t i o n s h i p.
ÅW o r k a c t i v i t i e s a n d b e h a v i o u r s.

Outcomes
Job description
Job specification
Job evaluation

Job design
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JOB ANALYSIS INFORMATION
J o b a n a l y s i s i s s y s t e m a t i c r e c o r d i n g o f a c t i v i t i e s i n v o lv e d i n a j o b a n d t h e

q u a l i f i c a t i o n sn e e d e d t o a c c o m p l i s ht h e j o b.

T h e s t e p s i n v o l v e d i n c o l l e c t i n g j o b a n a l y s i s i n f o r m a t i o n a r e:
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JOB ANALYSIS INFORMATION
T h e p u r p o s e o f j o b a n a l y s i s s h o u l d b e c l e a r l y u n d e r s t o o d by

t h e a n a l y s t.

T h e p u r p o s e o f j o b a n a l y s i s i n f o r m a t i o n c a n b e f o r :

ÅH u m a n r e s o u r c ep l a n n i n g d e c i s i o n s

ÅR e c r u i t m e n ta n d s e l e c t i o n d e c i s i o n s

ÅT r a i n i n g a n d m a n a g e m e n td e v e lo p m e n td e c i s i o n s

ÅE m p lo y e ec o m p e n s a t i o nd e c i s i o n s

Th e s p e c i f i c p o s i t i o n s i n t h e o r g a n i z a t i o n s t r u c t u r e n e e d i n g

j o b a n a l y s i s s h o u l d b e s e l e c t e d f o r c o l l e c t i o n o f

i n f o r m a t i o n. R e p r e s e n t a t i v ej o b s a r e s e l e c t e d.
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JOB ANALYSIS INFORMATION
T h e t y p e s o f i n f o r m a t i o n n e e d e d f o r j o b a n a l y s i s s h o u l d b e

i d e n t i f i e d.

T h e y c a n b e:

ÅW o r k a c t i v i t i e s

ÅW o r k e r a c t i v i t i e s

ÅM a c h i n e sa n d m a t e r i a l s u s e d

ÅJ o b p e r f o r m a n c es t a n d a r d s

ÅJ o b c o n t e x t

ÅP e r s o n a la t t r i b u t e s
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JOB ANALYSIS INFORMATION
T h e t y p e s o f i n f o r m a t i o n n e e d e d f o r j o b a n a l y s i s s h o u l d b e

i d e n t i f i e d.

T h e y c a n b e:

ÅW o r k a c t i v i t i e s

ÅW o r k e r a c t i v i t i e s

ÅM a c h i n e sa n d m a t e r i a l s u s e d

ÅJ o b p e r f o r m a n c es t a n d a r d s

ÅJ o b c o n t e x t

ÅP e r s o n a la t t r i b u t e s

Workactivities
Work activities are concerned with what the

workerdoes. Theycanbe:
Specifictasksor activities that are involved in
the job.
Proceduresusedto perform activities.
Complexityof activitiesandtheir timing.
Personalresponsibilityfor property,fundsetc.
Hazardsanddiscomfortsof job.
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JOB ANALYSIS INFORMATION
T h e t y p e s o f i n f o r m a t i o n n e e d e d f o r j o b a n a l y s i s s h o u l d b e

i d e n t i f i e d.

T h e y c a n b e:

ÅW o r k a c t i v i t i e s

ÅW o r k e r a c t i v i t i e s

ÅM a c h i n e sa n d m a t e r i a l s u s e d

ÅJ o b p e r f o r m a n c es t a n d a r d s

ÅJ o b c o n t e x t

ÅP e r s o n a la t t r i b u t e s

Workerorientedactivities
Worker oriented activities are concernedwith how
the job isperformed. Theycanbe:

ºNature of operation, motions suchashandling,
lifting, walking,drivingetc.

ºHuman behaviors required, such as
communicating,sensing,decisionmakingskills.
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JOB ANALYSIS INFORMATION
T h e t y p e s o f i n f o r m a t i o n n e e d e d f o r j o b a n a l y s i s s h o u l d b e

i d e n t i f i e d.

T h e y c a n b e:

ÅW o r k a c t i v i t i e s

ÅW o r k e r a c t i v i t i e s

ÅM a c h i n e sa n d m a t e r i a l s u s e d

ÅJ o b p e r f o r m a n c es t a n d a r d s

ÅJ o b c o n t e x t

ÅP e r s o n a la t t r i b u t e s

Machinesandmaterialsused
These are concerned with what the worker

uses. Theycanbe:
Typesof machines,equipmentandtoolsused.
Typeof materialsused, such as metal, plastic,
grain.
Knowledgeapplied,suchasaccounting,legal.
Productsmadeor servicesrendered.
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JOB ANALYSIS INFORMATION
T h e t y p e s o f i n f o r m a t i o n n e e d e d f o r j o b a n a l y s i s s h o u l d b e

i d e n t i f i e d.

T h e y c a n b e:

ÅW o r k a c t i v i t i e s

ÅW o r k e r a c t i v i t i e s

ÅM a c h i n e sa n d m a t e r i a l s u s e d

ÅJ o b p e r f o r m a n c es t a n d a r d s

ÅJ o b c o n t e x t

ÅP e r s o n a la t t r i b u t e s

Jobperformancestandards
Theyareconcernedwith performancestandards. They
canbe:

ºQuantitystandardsfor the job.
ºQualitystandardsfor the job.
ºTimetakenfor the job.
ºErroranalysis
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JOB ANALYSIS INFORMATION
T h e t y p e s o f i n f o r m a t i o n n e e d e d f o r j o b a n a l y s i s s h o u l d b e

i d e n t i f i e d.

T h e y c a n b e:

ÅW o r k a c t i v i t i e s

ÅW o r k e r a c t i v i t i e s

ÅM a c h i n e sa n d m a t e r i a l s u s e d

ÅJ o b p e r f o r m a n c es t a n d a r d s

ÅJ o b c o n t e x t

ÅP e r s o n a la t t r i b u t e s

Jobcontext:
It is concernedwith the job contextsuchas:
Physical working conditions, work schedule,
incentive (financial and nonfinancial), job
relationships (interactions with people and
organization), organizational context, social
context.
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JOB ANALYSIS INFORMATION
T h e t y p e s o f i n f o r m a t i o n n e e d e d f o r j o b a n a l y s i s s h o u l d b e

i d e n t i f i e d.

T h e y c a n b e:

ÅW o r k a c t i v i t i e s

ÅW o r k e r a c t i v i t i e s

ÅM a c h i n e sa n d m a t e r i a l s u s e d

ÅJ o b p e r f o r m a n c es t a n d a r d s

ÅJ o b c o n t e x t

ÅP e r s o n a la t t r i b u t e s

Theyare concernedwith the personalattributes needed
for the job. Theycanbe:

ºEducation,training,specialskillsrequired.
ºWorkexperienceneeded.
ºAptitudeandsocialskills.
ºPhysicalstrengthandattributes.
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JOB ANALYSIS INFORMATION
T h e s o u r c e s f o r c o l l e c t i n g i n f o r m a t i o n s h o u l d b e i d e n t i f i e d.

T h e y c a n b e:

ÅE m p lo y e e s

ÅS u p e r v i s o r s

ÅI n d e p e n d e n te x p e r t s

ÅJ o b r e v i e w c o m m i t t e e

ÅN o n h u m a n s o u r c e s

ÅE x i s t i n g j o b d e s c r i p t i o na n d s p e c i f i c a t i o n s.

ÅE q u i p m e n tm a i n t e n a n c er e c o r d s.

ÅB l u e p r i n t s o f e q u i p m e n t a n d a r c h i t e c t u r a l d e s i g n s o f

w o r k a r e a s.

ÅF i l m s o f w o r k e r o n t h e j o b.

ÅT r a i n i n g m a n u a l s.

ÅP u b l i s h e dl i t e r a t u r e o n j o b a n a l y s i s.
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JOB ANALYSIS INFORMATION
V a r i o u s m e t h o d s a r e a v a i l a b l e f o r c o l l e c t i n g i n f o r m a t i o n f o r

j o b a n a l y s i s. T h e y c a n b e:

ÅO b s e r v a t i o nm e t h o d

ÅI n t e r v i e w m e t h o d

ÅQ u e s t i o n n a i r em e t h o d

ÅD i a r y m e t h o d

ÅT e c h n i c a lc o n f e r e n c em e t h o d

T h e n e e d e d i n f o r m a t i o n i s c o l l e c t e d a n d p ro c e s s e d. I t i s

c h e c k e df o r a c c u r a c y.
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JOB ANALYSIS TECHNIQUES
J o b  a n a l y s i s ,  i s  t h e  p r o c e s s  o f  d e t e r m i n i n g  a n d  r e c o r d i n g  a l l  t h e  r e l e v a n t  

i n f o r m a t i o n  a b o u t  a  s p e c i f i c  j o b ,  i n c l u d i n g  t h e  t a s k s  i n v o l v e d ,  t h e  k n o w l e d g e  
a n d  s k i l l  s e t  r e q u i r e d  t o  p e r f o r m  t h e  j o b ,  t h e  r e s p o n s i b i l i t i e s  a t t a c h e d  t o  t h e  j o b  

a n d  t h e  a b i l i t i e s  r e q u i r e d  t o  p e r f o r m  t h e  j o b  s u c c e s s f u l l y .
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JOB ANALYSIS TECHNIQUES
a. F u n c t i o n a lJ o b A n a l y s i sT e c h n i q u e:

F u n c t i o n a l j o b a n a l y s i s m e t h o d d e s c r i b e s t h e n a t u r e

o f j o b s i n t e r m s o f p e o p l e , d a t a a n d t h e t h i n g s.

e.g. A c o m p u t e r o p e r a t o r a n a l y s e s d a t a a c c o r d i n g t o

d e f i n e d p ro c e d u r e s a n d s c h e d u l e s ( d a t a ) ,

s u p e r v i s e s t h e w o r k o f s u b o r d i n a t e s ( p e o p l e ) a n d

h a n d l e s c o m p u t e r r e l a t e d p r o b l e m s w i t h i n s p e c i f i e d

a r e a s o f a u t h o r i t y a n d r e s p o n s i b i l i t y( t h i n g s ).

I t  p r e p a r e s  j o b  s u m m a r i e s ,  j o b  d e s c r i p t i o n s  a n d  j o b  

s p e c i f i c a t i o n .  T h i s  t e c h n i q u e  w a s  d e v e lo p e d  b y  t h e  U n i t e d  

S t a t e s  T r a i n i n g  a n d  E m p lo y m e n t  S e r v i c e  i n  U S .  A t t e n t i o n  i s  

d i r e c t e d  t o  f o u r  a s p e c t s  o f  e a c h  j o b .

ÅW o r k e r  F u n c t i o n s

ÅW o r k e r  F i e l d s

ÅW o r k e r  P r o d u c t s

ÅW o r k e r  T r a i t s



11/8/2020 
7:25 PM

JOB ANALYSIS TECHNIQUES

º Worker Functions:What the worker doesin relation to data, people and jobs.

º Worker Fields: What methods and techniques the worker usesalong with machine,tools and 

equipment. 

º Worker Products: What theworker produces?They can be raw material, finished products, 

services etc.

º Worker Traits: What traits are needed in workers, such as training, aptitudes/ability, interests, 

temperament/nature etc.

a. F u n c t i o n a lJ o b A n a l y s i sT e c h n i q u e:

B e t t e r  u n d e r s t a n d i n g  o f  t h e  e m p lo y e e  a n d  t h e  r o l e  

a r e  p o s i t i v e  b e n e f i t s  o f  FJ A ,  b u t  i t  c a n  b e  h a r d e r  t o  

s t a n d a r d i z e  t h e  a n a l y s i s  a c r o s s  a n  o r g a n i z a t i o n  d u e  

t o  t h e  e m p h a s i s  o n  q u a l i t a t i v e  r a t h e r  t h a n  

q u a n t i t a t i v e  m e t h o d s .
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JOB ANALYSIS TECHNIQUES
b . M a n a g e m e n tp o s i t i o n d e s c r i p t i o nq u e s t i o n n a i r e:

T h i s t e c h n i q u e i s s p e c i a l l y d e s i g n e d t o a n a l y z e

m a n a g e r i a l p o s i t i o n s. W h i l e u s i n g t h i s t e c h n i q u e ,

t h e j o b a n a l y s t s u s e a c h e c k l i s t c o n t a i n i n g 1 9 7 j o b

f a c t o r s r e l a t e d t o t h e c o n c e r n s a n d r e s p o n s i b i l i t i e s

o f a m a n a g e r. A s t a t i s t i c a l a n a l y s i s o n j o b f a c t o r s

w i l l b e c o n d u c t e d t o f i n d t h e d i f f e r e n t j o b f a c t o r s

r e l a t i n g t o t h e p o s i t i o n o f t h e i n d i v i d u a l m a n a g e r.

197Job Factors
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JOB ANALYSIS TECHNIQUES
b . M a n a g e m e n tp o s i t i o n d e s c r i p t i o nq u e s t i o n n a i r e:

º Product, marketandfinancialplanning
º Co-ordination of other organizationalunits and

personnel
º Internalbusinesscontrol
º Productandserviceresponsibility
º Publicandcustomerrelations
º Advancedconsulting
º Autonomyof action

º Approvalof financialcommitments
º Staffservice
º Supervision
º Complexityandstress
º Advancedfinancialresponsibility
º Broadpersonnel/HRresponsibility

T h e c o n d e n s e d f o r m o f 1 9 7 j o b f a c t o r s a r e b r o a d l y
r e l a t e d t o t h e f o l l o w i n g a c t i v i t i e s o f m a n a g e r s.

A f t e r   c o l l e c t i n g  i n f o r m a t i o n  o n  t h e  a b o v e  j o b  f a c t o r s ,  a n  i n d i v i d u a l  j o b  
d e s c r i p t i o n  a n d  s p e c i f i c a t i o n  w i l l  b e  p r e p a r e d .
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JOB ANALYSIS TECHNIQUES
c. M e t h o d A n a l y s i s:

T h i s t e c h n i q u e i s o r i g i n a l l y d e v e lo p e d f r o m

i n d u s t r i a l e n g i n e e r i n g w h i c h p ro v i d e s a d e s c r i p t i o n

o f h o w t o d o t h e j o b e f f i c i e n t l y a n d e f f e c t i v e l y. I t

i s a p p l i c a b l e t o n o n- m a n a g e r i a l j o b s. T h e b o d y

m o v e m e n t s a n d p ro c e d u r a l s t e p s u s e d t o p e r f o r m

j o b s a r e r e c o r d e d. I t i s w i d e l y u s e d i n

o r g a n i z a t i o n s w h e r e h u m a n l a b o u r c a r r y r e p e t i t i v e

a n d r o u t i n e t a s k s.
Methods analysis studies motion at work. They can be:

ºBalancingmovements of two hands.
ºOpposite andsymmetrical directions of hand.

ºReduction of muscular efforts.
ºDoing productive work without idle time.

ºLocationand position of tools and materials for grasping.
ºIllumination, height, space arrangements at work.

Method analysis aims at accuracy and efficiency in doing job.
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JOB ANALYSIS TECHNIQUES
c. M e t h o d A n a l y s i s:

T h i s m e t h o d i s w i d e l y u s e d i n o r g a n i z a t i o n s t h a t

r e l y h e a v i l y o n h u m a n l a b o u r t o c a r r y o u t

r e p e t i t i v e a n d r o u t i n e t a s k s a c c u r a t e l y a n d

e f f i c i e n t l y. S i m i l a r l y , i n t h e p ro c e s s o f w o r k

p r o c e s s r e- e n g i n e e r i n g t h e r e i s w i d e u s e o f

m e t h o d a n a l y s i s. I n t h i s c a s e , f l o w c h a r t w i l l b e

u s e t o d e s c r i b e s e q u e n c e o f w o r k a c t i v i t i e s a n d

m o v e m e n t o f o p e r a t o r s t o f i n i s h c e r t a i n j o b s. I n a

m a n u f a c t u r i n g i n d u s t r y s u c h f l o w c h a r t i s u s e d t o

t r a c k t h e p r o g r e s s o f m a t e r i a l f r o m m a c h i n e t o

m a c h i n e.
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JOB ANALYSIS TECHNIQUES
d . T h e H a y P l a n:

H a y p l a n i s t h e m e t h o d o f j o b a n a l y s i s w h i c h c o l l e c t s

i n f o r m a t i o n r e g a r d i n g n a t u r e a n d s c o p e o f p o s i t i o n

a t m a n a g e r i a l a n d e x e c u t i v e j o b s. I t i s d i f f i c u l t t o

s p e c i f y t h e i r d u t i e s a n d r e s p o n s i b i l i t i e s. T h e y h a v e

t o w o r k o n t h e b ro a d a r e a s o f a c c o u n t a b i l i t y

o b j e c t i v e s s u c h a s , o r g a n i z a t i o n m a n a g e m e n t ,

s t r a t e g i c p l a n n i n g , t a c t i c a l p l a n n i n g , e x e c u t i o n a n d

d i r e c t i n g t h e a t t a i n m e n t o f o b j e c t i v e s a n d r e v i e w

a n d c o n t r o l.

This method specifies each job in terms of its function, nature, 
managerial relationship, technical aspects, knowledge required for 

solving problem, need of control and supervision at job, etc.
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JOB ANALYSIS TECHNIQUES
d . T h e H a y P l a n:

The information is collected about:
Objectives of the job. 

Dimensions of the jobs.
Nature and scope of managerial position.

Accountability
Supporting staff needs.

Nature of problem solving required.
Technical, managerial and human relationships required.

Nature of control and supervisory requirements.

T h e H a y P l a n i s b a s e d o n a n i n t e r v i e w b e t w e e n j o b
a n a l y s t s a n d t h e p e r s o n i n t h e j o b. T h e m a i n
p u r p o s e s o f a n a l y z i n g j o b s i n c l u d e d: P l a n n i n g f o r
m a n a g e m e n t d e v e l o p m e n t , r e c r u i t m e n t , s e l e c t i o n
a n d p l a c e m e n t d e c i s i o n s , j o b e v a l u a t i o n a n d
o r g a n i z a t i o na n a l y s i s.

Information collected will be used to 
prepare job description, specification and 

job evaluation of managerial positions. The 
result of Hay Plan can be compared to with 
the other organizations in order to establish 

external pay equity.



JOBANALYSISTECHNIQUES

Thesetechniquesfocuseson the behavior or personal traits of the

employeesdesired in job. In this method, personalcharacteristics,

abilities and potentialities of persons desired to fit at job are

analyzed. There are different techniques under behavior focused

techniqueswhich primarily specifypersonoriented content of jobs.

Somecommonbehaviorfocusedtechniquesto analyzethe job are:

a. PositionAnalysisQuestionnaire(PAQ)

b. Physicalabilitiesanalysis(PAA)

c. CriticalIncidentTechnique

d. Guidelines-orientedjob analysis(GOJA)
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Å Jobdimensionrelatingto decisionmaking/communication/socialresponsibilities.
Å Jobdimensionrelatingto performingskilledactivities.
Å Jobdimensionrelatingto physicalactivities/environmentconditions.
Å Jobdimensionrelatingto operatingvehicles/equipment.
Å Jobdimensionrelatingto informationprocessing.

JOBANALYSISTECHNIQUES
a. PositionAnalysisQuestionnaire
In this method questionnaireis used as an instrument to collect information

regardingjob position. It is highlyspecializedinstrument usedfor analyzing
job in terms of employee activities. This method focuses human
characteristics,tasks and technological factors. PAQ contains 194 job
dimensionsand it has been used to analyzehundreds of job held by
thousandsof people. Themainduty of the job analystis to find the personal
or behavioralrequirementsfor performinga job. Toaid an understandingof
the concept of PAQ,194 job items are categorizedinto following 5 job
dimensionsin whichindividualsjobsdiffer personallyor behaviorally.
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The information is collected through using a position questionnaire and is finally 
used to make an individual job description and job specification. This 

technique is most often used to analyze managerial jobs.



JOBANALYSISTECHNIQUES

b. Physicalabilities analysis

Thistechniqueis usedto analyzethe physicalabilities/strengthsrequiredby job-

holdersto perform the jobs.
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Å Ability requiredto exertmuscularforcerepeatedlyor continuously.

Å Resistancestrengthto trunk muscle.

Å Strengthneededto lift, pressandpull externalexerts.

Å Ability to maintain balancein either an unstableposition or when opposing

forcesarepulling.

Thesestrengths/abilitiesa requiredto perform manualor non-managerialjobsin the organization.



JOBANALYSISTECHNIQUES
c. CriticalIncidentTechniques
Thistechniquefocuseson work beingdone. Thisconsistsof collecting

written description of effective or ineffective worker behavior in
critical work situations. They are termed as critical incidents. The
critical incidents are categorizedand analyzedto get a picture of
actualjob requirements.

Usedto analyzejobs, this techniqueidentifiesthe critical incidentsthat
occurredduring last six to twelve months in a particular job. These
incidents might be desirable or undesirableexamplesof personal
behavioron a particular job. Howeverbehaviorsmay causeeffective
or ineffectiveperformanceof employeeson the jobs.

This technique collects the information regarding:
What led to the incident?
What exactly the employee did?
What are the perceived consequences of the employee's behavior?
Whether or not, these consequences were within the control of the employee?

This techniques provides valuable insights into job dynamics. However, it is consuming and focused 
on unusual worker behavior.
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JOBANALYSISTECHNIQUES

d. Guidelines-oriented job analysis

Asits nameimplies,GOJAtechniquesanalysesjobsafter the completion
of the followingsteps:

Step -1 : Listing the job domains of the incumbent: specify job related 
duties of a particular person.
Step -2 : List the important or critical duties typically requiring person to 
perform in a job.
Step-3: Determine how frequently these critical duties are required to be 
performed and their importance to performing the job.
Step-4: Determine requisite skills and knowledge required to perform 
duties.
Step-5: Determine physical characteristics required by job incumbents to 
perform those duties.
Step-6: Describe other characteristics required to perform job duties.

Information received from the job analysis using GOJA technique is useful in developing job 
description. 
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JOBDESCRIPTION

Jobanalysisisusein developingjob description.

It indicatesthe tasks,dutiesandresponsibilitiesof a job.

It identifieswhat is done,why it is done,where it is done,and

briefly how it isdone.

It accuratelyportray job contents,environmentand conditions

of employment.

In other words, job description is a list of job duties,

responsibilities,reporting relationship,working conditions

andsupervisoryresponsibilities.
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JOBDESCRIPTION

Jobdescriptioncontainsthe following information:

Å Titleof the job, levelof the job: Thisidentifiesthe job.

Å Locationof the job: Department,physicallocation.

Å Relationships: Responsibleto andresponsiblefor.

Å Jobsummary: Describesgeneralnatureof the job.

Å Dutiesandresponsibilities: What the employeedoes.

Å Authority: Rightto makedecisionsandgiveordersto subordinates.

Å Accountabilities: Answerabilityfor standardsof performance.

Å OrganizationalInteraction: Bothinsideandoutsidethe organization.
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JOBSPECIFICATION

It is an overallwritten summaryof worker requirements. It is a profile of humancharacteristicsneededfor

performingthe job. It stateswhat kindof peopleshouldbehired for the job.

It is a statement of personal characteristicsor qualificationsneeded to perform the job. It states the

minimumacceptablequalificationsthat the job holder must possessto perform the job. It identifiesthe

knowledge,skillsandabilitiesneededto get the job doneeffectively.

Jobspecificationcontainsthe following information:

Å Educationandtraining: Yearsof schooling,type of training.

Å Experience: Previous job experience in terms of years and nature of

organization.

Å Physicalhealth: Goodhealth,emotionalstability.

Å Skills: Communication,computer,driving,report writing etc.

Å Abilities: They can be physical (strength) and mental (Judgment/initiative,

decisionmaking).

Å Maturity: Capacityto assumeincreasedresponsibilities.
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JOBEVALUATION(VALUE/WORTHOFA JOB) 
Job analysisprovides valuable information for carrying out job evaluation. It makescomparisonof jobs

possible.

It specifiesthe relativevalueof eachjob in the organization. It ranksall jobsin a hierarchy. It ratesthe jobs. It

doesnot rate the employees. It isbasedon job description,job specificationandjob standards.

Purposesof job evaluation

Å It helpsto establisha systematicand formal structureof jobsbased

on their worth to the organization.

Å It providesbasisfor developinga

compensationpackage.

Å It is important for compensationmanagement.

Å It servesasthe basisfor fixinga fair and

equitablesalaryandwagestructure.

It complywith labourlegislation.
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JOBDESIGN

Thereare different activities that are to be performed to achieveorganizationalgoals. Activitiesmaybeof

different typesandnaturerequiringdifferent skillsto perform it. So,to perform the activitiessmoothly,it

shouldbe organizedor managed. Theprocessof organizingand managing activities can be known as

job design.

Jobdesignspecifiesthe content of job and the methodsof doing

the job.

It is the processdeterminingspecifictasksto be includedin a job

andthe methodsof performingthosetask.

It organizestaskinto a job.

Jobdesignintegratesjob content andthe methodsof doingthe job.

Thekey to successfuljob designlies in balancingthe needsof the

organizationandthe employees.
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ÅDeCenzoandRobbins

Jobdesignis the way in whichjob tasksareorganizedinto a unit of work.

ÅByarsandRue

Jobdesignis the processof structuringwork anddesignatingthe specificwork activitiesof an individualor

groupof individualsto achievecertainorganizationalobjectives.

JOBDESIGN

Jobdesignis the overall structure of the job, that explains

about the nature of job, contents of the job, skills

required to perform the job, method of performing the

job, so that organizational and technological

requirements as well as psychological and social

requirementsof the job holderwill be fulfilled.
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ÅJobdesignis a stepthat follows job analysisand is the processin whichthe work is structured,and specific

tasksandresponsibilitiesaredesignatedto individualsor groups.

ÅJobdesigndictatesthe mannerin whichwork tasksare arranged,to arrive at the maximumefficiencyand

optimaloutcomes.

ÅThereare a numberof componentsof job design,including; job scopeςvarioustasksto be performedand

responsibilitiesto be takenon, and job depthςthe autonomythat the employeeenjoysin taking ownership

andresponsibilityof their work.

ÅA good job designwill take into considerationthe performancegoalsthat needto be fulfilled and the skills

andcapabilitiesrequiredin anemployee.

ÅOtheraspectsof job designincludejob enlargement,job rotation andjob enrichment.

ÅJobenlargementis done when the amount and variety of work that needsto be completedis increased,

whichwill in turn provideworkerswith opportunitiesto learnanddevelopfurther.

ÅJobrotation will allow workersto changejobsandto becomeproficientin a numberof job roles.

ÅJobenrichmentis whenthe employeeis givenmoreopportunitiesfor higherachievementand responsibility

andisusedasa way to motivateemployeesandimprovejob satisfaction.

JOBDESIGN
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JOBDESIGNSTEPS

A task isa distinct work activity.  It is contents of job. Individual tasks are specified.

Specification of individual tasks.

Combination of task into jobs.

Specification of methods.

Tasks are assigned to individual as jobs. Closely related tasks are combined into job.

Methods or performing each task are specified.
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JOBDESIGN

Jobdesignaffectsproductivity,costs,qualityandeffectivenessof the organization.

It alsoaffectsthe motivationandjob satisfactionof employees.

Poorlydesignedjobs lead to poor productivity,employeeturnover, absenteeism,grievances,stress,conflict

andindiscipline.

Labourrelationsarealsoaffectedby job design.

*Job designmust changeaccordingto time, people

andenvironment.

* It should balance the needs of the organization

andthe employee.

*Job factors, organizationalfactors, environmental

factors and behavioral factors should be

consideredin job design.
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BENEFITSOFJOBDESIGN

Job designis an essentialelement for organizationdesign. The structure of organizationis basedon job

design.

Organization Design

Jobdesignbalancesthe needsof the organizationwith the needsof the individualemployee. Thisfacilitates

achievementof organizationalgoals.

Need Balancing

Jobdesignis the basisfor conductingjob analysis. Thecontentsof job areneededto preparejob description.

Themethodof doingthe job areneededto preparejob specifications. Theyfacilitateacquisitionfunction.

Human Resource Acquisition

Job designcan enrich the jobs to make them interesting and challengingto motivate employees. Higher

motivation leadsto higherproductivity. Job satisfactionalsoincrease.

Motivation 
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BENEFITSOFJOBDESIGN

Job designconsidersindividual differencesof employeesin terms of knowledge,skills and abilities. This

facilitates person-job fit . Job designcan be changedaccordingto changesin time, behavior of people,

environmentandtechnology.

Person-Job Fit

Properly designedjobs promote harmonious labour relations. Poorly designedjobs lead to grievances,

indiscipline,employeeturnover,absenteeismandconflicts.

Harmonious LabourRelations

Jobdesigncan lead to improvementsin quality of work life. Proceduresthat makethe jobs more rewarding

canbe consideredin job design. Thisimprovesphysicaland mental well-beingof the employeesat work

place. Thequalityof relationshipsbetweenemployeesandtheir total workingenvironmentalimproves.

Better quality of Work Life
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METHODS/APPROACHES/TECHNIQUESOFJOBDESIGN

Scientific 
Management 

Method
Herzbergõs 

Method

Job 
Characteristics 

Method
Open Socio-

technical 
Method

Work Team 
Method
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METHODS/APPROACHES/TECHNIQUESOFJOBDESIGN

Scientific 
Management 

Method

Å First approachto the study of job designwhich was popularizedduring early
1900.

Å FWTaylor,the chiefproponentof job specialization,arguedthat jobsshouldbe
scientifically studied, broken down into small componentstasks and then
standardizedacrossall workersdoingthe jobs.

Å Hisview wasconsistentwith the premisesof divisionof labourasdiscussedby
AdamSmithandCharlesBabbage.

Å It aimsat replacementof traditional techniquesbyscientifictechniques.

Principles of Scientific Management Approach:
Replacement of old rule of thumb method.

Scientific selection and training of workers.
Cooperation between labourand management.

Maximum output (management and worker should try to maximize it.)
Equal division of responsibility (management + worker) 

Jobs are designed first, then people are found to fit the job. It advocates job-people fit.
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METHODS/APPROACHES/TECHNIQUESOFJOBDESIGN

Scientific 
Management 

Method

¢ŀȅƭƻǊΩǎcontribution hastwo dimensions:
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Taylor introduced time and 

motion studies, standardization of 

tools, methods and working 

conditions differential piece rate 

for the payment of wages etc.

Develop the science of 

management based on scientific 

investigation and experiment. 

Mechanical Philosophical 



METHODS/APPROACHES/TECHNIQUESOFJOBDESIGN

Scientific 
Management 

Method

¢ŀȅƭƻǊΩǎContributions

Å Scientific task setting (work simplification promotes efficiency through

specialization)

Å Mental revolution

Å Economythroughreducingwastages

Å Scientificrecruitingandtraining

Å Differentialpayment(piecerate system)

Criticismof ScientificManagement

Å Overspecializationresultsin boredom. Boredomresultsin fatigueandhighlabourturnover.

Å Employeesfeelmonotony. Theyfeelalienated/separated. Humanaspectisneglected.

Å Routinizemechanicalpacingprovideslittle opportunityof interaction.

Å It ismainlyapplicableto labourintensivejobsandassembly line jobs.
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METHODS/APPROACHES/TECHNIQUESOFJOBDESIGN

Å IŜǊȊōŜǊƎΩǎmethodisdevelopedbyFrederickHerzberg.

Å It is job enrichmentmethodof job design.

Å It addsnewsourcesof satisfactionto jobs.

Å Jobsaremadechallengesandmeaningfulby increasingresponsibility,autonomyandgrowth opportunities.

Å More planningandcontrol responsibilitiesareaddedto the job with lesssupervision.

Å Workersget autonomyin planningandcontrollingtheir performance.

Principles of Herzbergõs Method:
Direct feedback Client relationship New 
learning Scheduling Unique expertise

Control over resources Direct communication
Personal accountability

Herzbergõs 
Method
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METHODS/APPROACHES/TECHNIQUESOFJOBDESIGN

Herzbergõs 
Method

JobEnrichment(JE)

Å Designingenrichedjobssimplymeansaddinga few moremotivators

to a job to makeit morerewarding.

Å A job is called enriched when the nature of the job is exciting,

challengingandcreative.

Å In other words, it givesthe job holdersmore power, autonomyand

intrinsicrewards.

Å It calls for decentralization of decision making rights to each

individual,overareasthat directlyaffect histaskfunctions.
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