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JOB ANALYSIS

Job analysis forms an intensive, direct technique for identifying the crucial
informationregardingthe job.

It is the process used to collect information about the duties, responsibilities,
necessaryskills,outcomesand work environmentof a particularjob.

It is the systematic recording of
activities involved in gb.

| Qualifications needed

‘0 accomplis

- the jo

'”zEfms of know,eCJj :
__skills and abilitj ge,
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725PM | [t is the process of defining a job in terms of its component tasks or duties anc
KSV) knowledge or skills required to perform them.




JOB ANALYSIS

Job analysisinvolvesthe evaluationand analysis of
a job, in terms of the tasks, responsibilities,skills,
tools, knowledge and expertise required to fulfill
the jobrequirementsuccessfully

These factors help determine the demands of the
specific job and the skills and abilities that the
employeemust possessin orderto completethe job
successfully

Job analysis aids in creating job descriptions, < Q’?
selecting and recruiting employees, training and J%’”
development, conducting performance evaluations

etc.

Job analysis will help the firm to identify the

11/8/2020 _ S _ S
7:25 PM perfectjob for the individual,or the right individual

KSV) for a specificjobthat hasspecialdemands




JOB ANALYSIS

Job analysis will also help the HR managers
determine what compensationshould be paid to the
employees, help in assessinggaps in training, and
can result in better policies to fulfill the overall

organizationalgoals.

There are a number of ways in which job analysis<Jy #4
. . e e ?)/)
can be done. Thisincludesobservingthe individual]

at work, conducting interviews (individual and

group), questionnaires,and using various logging

11/8/2020
7:25 PM

KSV

methodssuchas diariesandotherrecords




JOB ANALYSIS

DeCenzoand Robbins
Job analysisprovidesinformationabout jobs currently
being done and the knowledge, skills and abilities
that individualsneedto performthe job adequately

Wertherand Davis
Job analysissystematicallycollects, evaluates
andorganizesinformationaboutjobs.

GaryDessler
Job analysis is the procedure and|
determining the duties and skills|,
requirementsof a job and the kind of
personwho shouldbe hiredfor it.




JOBNALYSIS TERMINOLOGIES




JOBNALYSIS TERMINOLOGIES

Task

It is distinct work activities which is carried out for a
distinct purpose It is typically a unit of work that is a
set of activities needed to produce some result. E.g.
typing a letter, preparinga lecture etc.

Job

Job is a combine form of similar or closely related
tasks. It is a building block of the organizational
structure. It consistsof a bundle of tasks or series of
tasks. Organizationaland HR achieve goals by doing
jobs. Jobs are the source of employment For example
the job of salesmen, technical assistants, computer
programmers,etc.

11/8/2020
7:25 PM
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JOBNALYSIS TERMINOLOGIES

Position

It is one or more duties performed by a single person.
Every employee has a position in the organization
There are at least as many positions as there are
workers in the organization For example, the P.A. to
Chairmanreceives visitors, takes dictation, operates
computer, answers queries, attends to complaints etc.
Another example of position and job: If a fast food
store has sevenindividualsworking as cashiers,there
are seven positions associated with the one job of
cashier

Occupation

Occupationis group of similar jobs. Also refer to jobs of
a general classgroup of similar jobs with ® Ti t These
occupationaltitle also indicatea p e r s oexpestiselies
in. E.g. Banker,engineer,doctor,teacher,student

11/8/2020
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JOBNALYSIS TERMINO! NlEC

¢ Distinct

Position

¢ Duties

person.
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JOBNALYSIS TERMINOLOGIES

m 2 Position Occupation

Meeting with clients. * Sr. Relationship » Banker
Do business evaluation. Manager

Do financial analysis.
Loan approval.
Reporting.
Inspection.

- m - - Uccupatiﬂn

+ Taking 2 hours class 6 * Lecturer/Professor » Teacher
days a week. of HR/Marketing

* Give assignment.
11/8/2020 * Taking exams

7:25 PM * Checking papers

KSV ¢ Student evaluation etc.
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JOB ANALYSIS COMPONENT*

The preparationof job descriptionis necessarybefore a

vacancyis advertisedas it tells in brief the nature of a i

job. In other words,it emphasizesthe jobrequirements B dutiss S

Altis awritten statementof what the jobholderdoes. responsibilities.

A It portraysjob content,job environmentand conditions Job profile.
of employments

A1t describes job title, duties and responsibilities,
authority,accountabilitiesandjob relationships

Alt is a profile of the job.

Altisanoverallsummaryof jobrequirements

Alt should tell what is to be done, how it is done and
why.

Job requirements.

11/8/2020
7:25 PM
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JOB ANALYSIS COMPONENT*

Job specificationis based on job description It is a _

written statement of qualificationstraits, physicaland

mental characteristicsthat an individualmust possessto Worker's requirement

perform the job duties and discharge responsibilities

effectively.

AIt statespersonrequirements

At specifies personal characteristicsand qualifications
neededto performthe job.

Alt identifiesknowledge,skills and abilitiesneededto do
the job.

Alt is a profile of human characteristics needed for

117812020 performingthe job. -

o5 PM Altisanoverallsummaryof workerrequirements
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JOB ANALYSIS COMPONENT“
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Performance standards describe the accepted level \

of performance by an employee on the job. They are s Jobstandardswhichar;

basedon the position,not the individual made for quality results.

A Job standardslay down standardsfor eachjob in terms
of quantity and quality.

A They are attainable as well as acceptablelevels of job
performance

A Standards are specific, measurable, achievable,

11/8/2020 N :
7:95 PM realisticand time bound.
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JOB ANALYSIS COMPONENT“

A job evaluationis a systematic way of determining the
value/worth of a job in relation to other jobs in an s R
Rating jobs/tasks which are
organization It tries to make a systematic comparison already done.
between jobs to assess their relative worth for the
purposeof establishinga rational pay structure.

Alt providesinformationaboutrelativevalue of eachjob.
Alt ratesjobsto establisha wagestructure.

Altisthe outcomesof job analysis

11/8/2020
7:25 PM
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JOB ANALYSIS PURPO
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JOB ANALYSIS USES/BENEFITS,

Alt helpsin proper placementof employeesby matching job
requirements and personnel case of units and misfits are
reduced

Alt helps to improve efficiencydue to better placementand
frequentlysuggestsmethod for improvements

Alt helpsin improvingthe designof job and work methods. It
aidsin analyzingwork processesandwork simplification

Alt provides a basis for manpower planning and for
intelligentrecruitmentand selectionof personnel It reveal
the nature and qualitiesof peoplerequiredfor ajob.

Alt helps in developing the training and development
programsfor employees

Alt facilitates job evaluation and performance appraisal
which are necessaryfor wage determination,for appraising
the workingconditionsand promotionsandtransfers.

Alt facilitates matching of employee skills with job
requirements job analysis helps to improve job
satisfaction, motivation and morale of employees
Absenteeismandturnoverof the personnelcanbe reduced _

Alt assists managementto properallocationof authority and ——d
responsibilityby describingthe duties of each job and the ““““‘
interrelationshipsamongjobs.
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JOB ANALYSIS INFORMATION

Job analysis is the process of collecting information about jobs and the
characteristicsof job holder by a responsiblepersonin the HR Depending
upon the nature and technicalitiesof the job, an organizationmay request
anoutsidetrainedexpertto collectjob information.

Job analysis provides the following
information:

A Job identification which includes job
title.

A Significant characteristics of a job
includinglocation, physicalsetting, union
jurisdiction(authority)hazards/risketc. Jabcdescription

A Whatthe typicalworker will do? Job-specification

A What materials and equipments the Jobevaluation
workeruses? .

A Workperformance dolbdisign

A Requiredpersonnelattributes.

A Howthe job are performed?

A Jobrelationship

A Workactivitiesand behaviours




JOB ANALYSIS INFORMATION

Job analysis is systematic recording of activities involved in a job and the
qualificationsneededto accomplishthe job.

Thestepsinvolvedin collectingjob analysisinformationare:

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

The purpose of job analysisshould be clearly understood by
the analyst

Thepurposeof job analysisinformationcanbe for:

AHumanresourceplanningdecisions

A Recruitmentand selectiondecisions

A Trainingand managementdevelopmentdecisions

AEmployeecompensationdecisions

The specific positions in the organization structure needing
job analysis should be selected for collection of

information. Representativgobs are selected

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

The types of information needed for job analysisshould be |dentif

identified.

Theycanbe:
AWorkactivities
A Workeractivities

A Machinesand materialsused

AJobperformancestandards

AJobcontext

A Personalattributes

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

4 ™
The types of information needed for job analysisshould be Identify
identified. nformatiop,
nQEded

Theycanbe: \J

AWorkactivities

A Workeractivities

Work activities
Work activities are concernedwith what the

AJobperformancestandards workerdoes Theycanbe: | |
Specifictasksor activities that are involved in

A Jobcontext the job.

Proceduresisedto perform activities

A Personalattributes Complexityof activitiesandtheir timing.
Personalesponsibilityfor property, fundsetc.
Hazardsand discomfortsof job.

A Machinesand materialsused

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

4 ™
The types of information needed for job analysisshould be |dentif
identified. nformatiop,
nQEded
Theycanbe: \J

AWorkactivities

A Workeractivities

AMachinesand materialsused WorkerorienFedactivitigs__ :
Worker oriented activities are concernedwith how
A Jobperformancestandards the job is performed Theycanbe:
- Nature of operation, motions suchas handling,
AJobcontext lifting, walking,driving etc.
- Human behaviors required, such as
A Personalattributes communicating sensingdecisionmakingskills

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

4 ™
The types of information needed for job analysisshould be Identify
identified. nformatiop,
nQEded

Theycanbe: \J
AWorkactivities

A Workeractivities

Machinesand materialsused

A Machinesand materialsused .
These are concerned with what the worker

AJobperformancestandards uses Theycanbe:
Typesof machinesgequipmentandtools used

A Jobcontext Type of materialsused, such as metal, plastic,
grain

APersonalattributes Knowledgeapplied,suchasaccountingjegal

11/8/2020
7:25 PM

Productsmadeor servicesendered
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JOB ANALYSIS INFORMATION

4 M
The types of information needed for job analysisshould be Identify
identified. nformatiop,
nQEded
Theycanbe: \J

AWorkactivities

A Workeractivities

. . Jobperformancestandards
AMachinesand materialsused Theyare concernedwith performancestandards They
AJobperformancestandards canbe:
o Quantity standarddgfor the job.
AJobcontext o Qualitystandardsfor the job.
o Timetakenfor the job.
APersonalattributes 0 Erroranajysis

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

The types of information needed for job analysisshould be |dentif
identified nformatiop,
nQEded
Theycanbe: \J

AWorkactivities

A Workeractivities

A Machinesand materialsused Jobcontex_t : :
It is concernedwith the job contextsuchas
AJobperformancestandards Physical working conditions, work schedule,
iIncentive (financial and nonfinancial), job
AJobcontext relationships (interactions with people and
organizatior), organizational context, social
A Personalattributes context

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

4 ™
The types of information needed for job analysisshould be |dentif
identified. nformatiop,
nQEded
Theycanbe: \J

AWorkactivities

A Workeractivities

Theyare concernedwith the personalattributes needed

A Machinesand materialsused .
! ! for the job. Theycanbe:

A Job performancestandards © Education;tl‘aining,SpeCialski”SI’equiI‘ed.
- Work experienceneeded
A Jobcontext - Aptitude and socialskills

o Physicabktrengthandattributes.

A Personalattributes

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

The sources for collecting information should be identified.
Theycanbe:
AEmployees
A Supervisors
Alndependentexperts
AJobreviewcommittee
ANonhumansources
A Existingjob descriptionand specifications
AEquipmentmaintenancerecords
ABlue prints of equipment and architectural designs of
work areas.
AFilmsof workeron the job.
A Trainingmanuals
APublishedliteratureon job analysis

11/8/2020
7:25 PM
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JOB ANALYSIS INFORMATION

Various methods are available for collecting information for (
job analysis Theycanbe:

A Observationmethod

Alnterviewmethod

A Questionnairemethod

A Diarymethod

A Technicalconferencemethod

171_/;3:322?/'0 The needed information is collected and processed It is
' checkedfor accuracy

KSV
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JOB ANALYSIS TECHNIQUES

Job analysis, is the process of determining and recording allreHevant
information about a specific job, including the tasks involved, the knowledge
and skill set required to perform the job, the responsibilities attached to the |
and the abilities required to perform the job successfully.
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JOB ANALYSIS TECHNIQUJ

*Functional Job Analysis(FJA)

a. FunctionallJob AnalysisTechnique *Management position
Functionaljob analysismethod describesthe nature description questionnaire
of jobsin terms of people,data andthe things. (MPDQ)

*Methods Analysis

e.qg. Acomputeroperator analysesdata accordingto
g P P y 9 *The Hay Plan

defined procedures and schedules (data),
supervisesthe work of subordinates(people)and
handlescomputerrelated problemswithin specified
areasof authority andresponsibility(things).

It prepares job summaries, job descriptions and job
specification. This technique was developed by the United
States Training and Employment Service in US. Attention is
directed to four aspects of each job.
A Worker Functions
A Worker Fields
A Worker Products
A Worker Traits



‘J O B ANALYS I S T E C H N I Q U ’ *Functional Job Analysis(FJA)

a. FunctionalJobAnalysisTechnique ‘Management position

description questionnaire
(MPDQ)
*Methods Analysis
*The Hay Plan

Betterunderstanding of the employee and the role
are positive benefits of FJA, but it can be harder to
standardizethe analysis across anrganizationdue

to the emphasis on qualitative rather than
guantitative methods.

> Worker FunctionsWhat the worker doe# relation to data, people and jobs.
o Worker FieldsWhat methods and techniques the worker usdsng with machinetools and
equipment.

> Worker ProductsWWhat theworker producesThey can be raw material, finished products
services etc.

171;/25/32230 o Worker TraitsWhattraits are needed in workersuch as training, aptitudes/ability, interests,
temperament/nature etc.

KSV




JOB ANALYSIS TECHNIQUJ

*Functional Job Analysis(FJA)

b. Managementpositiondescriptionguestionnaire -Management position
This technique is specially designed to analyze description questionnaire
managerial positions. While using this technique, (MPDQ)
, _ o _ *Methods Analysis
the job analysts use a checklistcontaining197 job *The Hay Plan

factors related to the concernsand responsibilities

of a manager A statistical analysison job factors
will be conductedto find the different job factors

relatingto the positionof the individualmanager

Sob Fa&tors
e o

11/8/2020
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JOB ANALYSIS TECHNIQUJ

*Functional Job Analysis(FJA)

b. Managementpositiondescriptionguestionnaire *Management position
description questionnaire

The condensedform of 197 job factors are broadly (MPDQ)

relatedto the following activitiesof managers ‘Methods Analysis

*The Hay Plan

> Product marketandfinancialplanning

o Coordination of other organizationalunits and
personnel

o Internalbusinessontrol

> Productandserviceresponsibility

o

Approvalof financialcommitments

> Publicand customerrelations o Staffservice
> Advancecconsulting ° Supervision
> Autonomyof action o Complexityandstress

o Advancedinancialresponsibility
> Broadpersonnel/HResponsibility

11/8/2020

2o B After collecting information on the above job factors, an individual job
KSV description and specification will be prepared.




JOB ANALYSIS TECHNIQUJ

c. MethodAnalysis
This technique is originally developed from description questionnaire
industrial engineeringwhich providesa description (MPDQ)
of how to do the job efficiently and effectively. It *Methods Analysis
is applicable to non-managerial jobs. The body *The Hay Plan
movements and procedural steps used to perform
jobs are recorded It is widely wused in
organizationswhere human labour carry repetitive
androutine tasks.

*Functional Job Analysis(FJA)
*Management position

Methods analysis studies motion at work. They can b
> Balancingnovements of two hands.
> Opposite andsymmetrical directions of hand.
> Reduction of muscular efforts.
> Doing productive work without idle time.
> Locationand position of tools and materials for grasping

11/8/2020 o [llumination, height, space arrangements at work
7:25 PM

KSV Method analysis aims at accuracy and efficiency in doing job.




‘J O B ANALYS I S T E C H N I Q U ’ *Functional Job Analysis(FJA)

c. MethodAnalysis *Management position

description questionnaire
(MPDQ)
*Methods Analysis
*The Hay Plan

This method is widely used in organizationsthat
: - I‘ rely heavily on human labour to carry out
% repetitive and routine tasks accurately and

efficiently. Similarly, in the process of work
process re-engineering there is wide use of

_,_,_,“I ! method analysis In this case, flow chart will be
===-h - use to describe sequence of work activities and
movement of operatorsto finish certainjobs. In a
| manufacturing industry suchflow chartis usedto
LUE2020 — |:||:I|:|r N track the progress of material from machine to
7:25 PM gg&‘ DDIQ :
— oo “machine

KSV | < ez



JOB ANALYSIS TECHNIQUJ

*Functional Job Analysis(FJA)

d. TheHayPlan: *Management position
description questionnaire
Hay plan is the method of job analysiswhichcollects (MPDQ)

information regardingnature and scope of position *Methods Analysis
*The Hay Plan

at managerialand executivejobs. It is difficult to

specifytheir duties and responsibilities They have
to work on the broad areas of accountability
objectives such as, organization management,
strategic planning,tactical planning,executionand
directing the attainment of objectives and review

and control.

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

11/8/2020
7:25 PM solving problem, need of control and supervision at job, etc
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JOB ANALYSIS TECHNIQUJ

*Functional Job Analysis(FJA)

d. TheHayPlan: *Management position
description questionnaire
The Hay Plan is based on an interview between job (MPDQ)

analysts and the person in the job. The main
purposes of analyzingjobs included Planning for
management development, recruitment, selection
and placement decisions, job evaluation and
organizationanalysis

*Methods Analysis
*The Hay Plan

Information collected will be used to The information is collected about:
prepare job description, specification and Objectives of the job.
job evaluation of managerial positions. The Dimensions of the jobs.
result of Hay Plan can be compared to wijth Nature and scope of managerial positior
the other organizations in or.der to establish Accountability
external pay equity. Supporting staff needs.
11/8/2020 Nature of problem solving required.

7:25 PM

Technicalmanagerial and human relationshigsjuired.
KSY Nature of control and supervisory requirements




JOBANALYSIEECHNIQUES

Thesetechniquesfocuseson the behavior or personaltraits of the

employeesdesiredin 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. PositionAnalysiQuestionnairg PAQ)

b. PhysicahbilitiesanalysigPAA)

c. CriticallncidentTechnique

d. Guidelinesorientedjob analysigGOJA)

S

11/8/2020 7:25 PM



JOBANALYSIEECHNIQUES

a. PositionAnalysisQuestionnaire

In this method questionnaireis used as an instrument to collect information
regardingjob position It is highly specializednstrumentusedfor 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 analyze hundreds of job held by
thousandsof people Themainduty of the job analystisto find the personal
or behavioralrequirementsfor performinga job. Toaid an understandingof
the concept of PAQ,194 job items are categorizedinto following 5 job
dimensionan whichindividualsjobsdiffer personallyor behaviorally

Jobdimensionrelatingto decisionmaking/communication/socialesponsibilities
Jobdimensionrelatingto performingskilledactivities

Jobdimensionrelatingto physicalactivities/environmentconditions
Jobdimensionrelatingto operatingvehicles/equipment

A Jobdimensionrelatingto information processing

A
A
A
A

The information is collected through using a position questionnaire and is finally
used to make an individual job description and jgbecification. This
technique is most often used to analyze managerial jobs. @

11/8/2020 7:25 PM




JOBANALYSIEECHNIQUES

b. Physicalabilities analysis

Thistechniqueis usedto analyzethe physicalabilities/strengthsrequired by job-

holdersto perform the jobs.

A Ability requiredto exertmuscularforce repeatedlyor continuously
A Resistancetrengthto trunk muscle

A Strengthneededto lift, pressand pull externalexerts

A Ability to maintain balancein either an unstable position or when opposing

forcesare pulling

Thesestrengths/abilitiesa requiredto perform manualor non-manageriajobsin the organization @

11/8/2020 7:25 PM



JOBANALYSIEECHNIQUES

c. Criticallncident Technigues

Thistechniquefocuseson work being done. 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 employeesn 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 technigues provides valuable insights into job dynamics. However, it is consuming and fo7¢s3e
on unusual worker behavior.

11/8/2020 7:25 PM




JOBANALYSIEECHNIQUES

d. Guidelinesoriented job analysis

Asits nameimplies,GOJAechniquesanalysegobsafter the completion
of the following steps

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.

Step3: Determine how frequently these critical duties are required to b
performed and their importance to performing the job.

Step4. Determine requisite skills and knowledge required to perform
duties.

Step5: Determine physical characteristics required by job incumbents
perform those duties.

Step6: Describe other characteristics required to perform job duties.

description.

Information received from the job analysis using GOJA technique is useful in developing jo@

11/8/2020 7:25 PM



JOBDESCRIPTION

Jobanalysigs usein developingob description

It indicatesthe tasks,dutiesandresponsibilitieof ajob.

It identifieswhat is done,why it is done, whereit is done,and
briefly howit 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




JOBDESCRIPTION

Jobdescriptioncontainsthe following information:

A

A

A

Title of the job, levelof the job: Thisidentifiesthe job.
Locationof the job: Department,physicalocation
RelationshipsResponsibléo andresponsibldor.
Jobsummary Describegeneralnature of the job.
DutiesandresponsibilitiesWhatthe employeedoes
Authority: Rightto makedecisionsaandgiveordersto subordi
AccountabilitiesAnswerabilityfor standardsof performance

Organizationalnteraction Bothinsideandoutsidethe organi




JOBSPECIFICATION

It is an overallwritten summaryof worker requirements It is a profile of human characteristicsmeededfor

performingthe job. It stateswhat kind of peopleshouldbe hired for the job.

It Is a statement of personal characteristicsor qualifications needed to perform the job. It states the

minimum acceptablequalificationsthat the job holder must possesdo perform the job. It identifiesthe

knowledge skillsandabilitiesneededto getthe job doneeffectively

Jobspecificationcontainsthe following information:

A Educatiomandtraining Yearsof schoolingtype of training.

o4 . Experience Previous job experience in terms of years and nature of
organization

Physicahealth: Goodhealth,emotionalstability.

Skills Communicationcomputer,driving,report writing etc.

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

A Maturity: Capacityto assumencreasedesponsibilities @
11/8/2020 7:25 PM




JOBEVALUATIONVALUBWORTHDFA JOB)

Job analysisprovides valuable information for carrying out job evaluation It makescomparisonof jobs

possible

It specifieshe relative valueof eachjob in the organization It ranksall jobsin a hierarchy It ratesthe jobs It

doesnot rate the employeeslt is basedon job description,job specificationandjob standards

Purposesf job evaluation

A It helpsto establisha systematicand formal structure of jobs based
on their worth to the organization
A It providesbasisfor developinga
compensatiorpackage
A Itisimportant for compensatiormanagement
A It servesasthe basisfor fixingafair and

equitablesalaryandwagestructure.

It complywith labourlegislation

11/8/2020 7:25 PM



JOBDESIGN

Thereare different activitiesthat are to be performedto achieveorganizationalgoals Activitiesmaybe of

different typesand nature requiringdifferent skillsto performit. So,to performthe activitiessmoothly,it

shouldbe organizedor managed The processof organizingand managing activities can be known as

job design
Job designspecifiesthe content of job and the methods of doing
the job. - 0

It is the processdetermining specifictasksto be includedin a job

andthe methodsof performingthosetask O
It organizedaskinto ajob.

Jobdesignintegratesjob contentandthe methodsof doingthe job. Q I 9 0

Thekeyto successfujob designliesin balancingthe needsof the o

organizationandthe employees 0

11/8/2020 7:25 PM



JOBDESIGN
A DeCenz@ndRobbins
Jobdesignisthe way in whichjob tasksare organizednto a unit of work.

A ByarsandRue
Jobdesignis the processf structuringwork and designatingthe specifiowork activitiesof an individualor
groupof individualsto achievecertainorganizationalobjectives

?

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 performingthe
job, so that organizational and technological

requirements as well as psychological and social

requirementsof the job holderwill be fulfilled.

11/8/2020 7:25 PM



JOBDESIGN

A Jobdesignis a stepthat followsjob analysisand is the processn whichthe work is structured,and specific
tasksandresponsibilitieare designatedo individualsor groups
A Jobdesigndictatesthe mannerin whichwork tasksare arranged,to arrive at the maximumefficiencyand

optimal outcomes

A Thereare a numberof componentf job design,including job scopec varioustasksto be performedand
responsibilitieso be takenon, andjob depth ¢ the autonomythat the employeeenjoysin taking ownership
andresponsibilityof their work.

A A good job designwill take into consideratiorthe performancegoalsthat needto be fulfilled and the skills
and capabilitiesrequiredin an employee

A Otheraspectf job designincludejob enlargementjob rotation andjob enrichment

A Jobenlargementis done when the amount and variety of work that needsto be completedis increased,
whichwill in turn provideworkerswith opportunitiesto learnanddevelopfurther.

A Jobrotation will allow workersto changegjobsandto becomeproficientin a numberof job roles

A Jobenrichmentis whenthe employeds givenmore opportunitiesfor higherachievemengand responsibility
andisusedasa way to motivate employeesandimprovejob satisfaction

L
E.a.l
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JOBDESIGNSTEPS

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

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,quality and effectivenesf the organization

It alsoaffectsthe motivation andjob satisfactionof employees

Poorlydesignedjobsleadto poor productivity, employeeturnover, absenteeismgrievancesstress,conflict
andindiscipline

Labourrelationsare alsoaffectedby job design

*Job designmust changeaccordingto time, people

andenvironment

*It should balancethe needs of the organization

_ (%gemvs f
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andthe employee

*Job factors, organizationalfactors, environmental

factors and behavioral factors should be

consideredn job design @
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BENEFITOSFJOBDESIGN

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

design
Need Balancing
Jobdesignbalanceghe needsof the organizationwith the needsof the individualemployee Thisfacilitates
achievementof organizationafjoals
Human Resource Acquisition
Jobdesignis the basisfor conductingjob analysis Thecontentsof job are neededto preparejob description
Themethod of doingthe job are neededto preparejob specifications Theyfacilitate acquisitionfunction.

Motivation
Job designcan enrich the jobs to make them interesting and challengingto motivate employees Higher
motivation leadsto higherproductivity Job satisfactionalsoincrease
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BENEFITOSFJOBDESIGN

PersonJob Fit
Job design considersindividual differencesof employeesin terms of knowledge,skills and abilities This
facilitates personjob fit. Job designcan be changedaccordingto changesin time, behavior of people,
environmentandtechnology

HarmoniousLabourRelations
Properly designedjobs promote harmonious labour relations Poorly designedjobs lead to grievances,
Indiscipline,employeeturnover, absenteeismand conflicts

Better quality of Work Life
Jobdesigncanleadto improvementsin quality of work life. Procedureghat makethe jobs more rewarding
can be consideredin job design Thisimprovesphysicaland mental well-being of the employeesat work
place Thequality of relationshipsbetweenemployeesandtheir total workingenvironmentalimproves
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Job Design Decisions

Who What Where When Why How
M . el st
phy‘uand localge :f dfe Time of day; rationale for Method of
characteristics | | L25ks to be organization; | | iMe of the job; object- | | performance
of the performed Sotsding of . occurrence in ives and mot- and
work force work aroas the work flow :::ko: of the motivation
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METHOD®\PPROACHHECHNIQUESFJOBDESIGN

-rgas
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METHOD®\PPROACHHECHNIQUESFJOBDESIGN

A Firstapproachto the study of job designwhich was popularizedduring early
1900

A FWTaylor,the chiefproponentof job specializationarguedthat jobsshouldbe
scientifically studied, broken down into small componentstasks and then

standardizedacrossall workersdoingthe jobs
A Hisview was consistentwith the premisesof divisionof labouras discussedy

AdamSmithand CharleBabbage
A It aimsat replacemenbf traditional techniquedy scientifictechniques

Jobs are designed first, then people are found to fit the job. It advocatesgebple fit.
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METHOD®\PPROACHHECHNIQUESFJOBDESIGN

¢ | e fc8nNibuBion hastwo dimensions

Mechanical Philosophical
Taylor introduced time and Develop the science of
motion studies, standardization of management based on scientific
tools, methods and working Investigation and experiment.

conditions differential piece rate

for the payment of wages etc.
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METHOD®PPROACHEECHNIQUESFJOBDESIGN

¢ & f CHMBUoNS Scientific

A Scientifictask setting (work simplification promotes efficiency through

nt

specialization)

e

Mental revolution

A
A Economythroughreducingwastages
A Scientifiaecruitingandtraining

A

Differentialpayment(piecerate system)

Criticismof ScientificManagement

A Qverspecializationesultsin boredom Boredonmresultsinggtife[i{sk:Talelalls]g} =1 lo]UIg (N [gale)V/=T4
A Employeeseelmonotony Theyfeelalienated/separate gkl olsIa iy g lelo] (SToi (=Te
A Routinizemechanicapacingprovidedlittle opportunity offilgit=lg:teiife]y!

A It ismainlyapplicableto labourintensivgjobsand assemiyaligtsy[ele}S



METHOD®\PPROACHHECHNIQUESFJOBDESIGN

| S NJ ongeiNddi©developedy FrederickHerzberg

It isjob enrichmentmethodof job design

Jobsare madechallengesand meaningfulby increasingesponsibilityautonomyand growth opportunities

A
A
A It addsnewsourceof satisfactionto jobs
A
A More planningandcontrol responsibilitiegare addedto the job with lesssupervision
A

Workersget autonomyin planningand controllingtheir performance
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METHOD®\PPROACHHECHNIQUESFJOBDESIGN

JobEnrichment(JE)

A Designingenrichedjobs simplymeansaddinga few more motivators

to ajobto makeit morerewarding

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

A In other words, it givesthe job holdersmore power, autonomy and
intrinsicrewards

A It calls for decentralization of decision making rights to each

iIndividual,overareasthat directlyaffect histaskfunctions @
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