
CHAPTER 6PRIVATE 


JOB ANALYSIS AND DESIGN
Learning Objectives
1.
Define the terms job analysis, job description, and job specification.

2.
Illustrate the uses that job analysis information can have in an organization's HRM.

3.
Describe four methods used to collect job analysis information.

4.
Interpret job codes and information found in the Dictionary of Occupational Titles.

5.
List the five core job dimensions used in job enrichment programs.

6.
Compare the strengths and weaknesses of the mechanistic and motivational approaches to job design.

7.
Describe the ways that job descriptions are changing as the nature of jobs has changed. 

Key Terms

	Autonomy
	The degree to which the job provides substantial freedom, independence, and discretion to the individual in scheduling the work and in determining the procedures to be used in carrying it out.

	common metric questionnaire (CMQ)
	A job analysis instrument that includes behaviorally anchored items that can be used by both nonexempt and exempt employees.

	Feedback
	The degree to which carrying out the work activities required by the job results in the individual’s obtaining direct and clear information about the effectiveness of his or her performance.

	functional job analysis (FJA) 
	A job analysis method that attempts to identify what a worker does in performing a job in terms of data, people, and things.

	Job
	A group of positions that are similar in their duties, such as computer programmer or compensation specialist.

	job analysis
	The process of gathering, analyzing, and synthesizing information about jobs.

	Job Analysis Information Format (JAIF)
	A questionnaire that provides core information about a job, job duties, and job requirements.

	job characteristics model
	A mode of job design based on the view that three psychological states toward a job affect a person’s motivation and satisfaction. These states are experienced meaningfulness, experienced responsibility, and knowledge of results. A job’s skill variety, identity, and task significance contribute to meaningfulness; autonomy is related to responsibility; feedback is related to knowledge of results.


Presentation
1.
The vocabulary of job analysis

· job analysis

· job description

· job specification

· tasks

· position

· job

· job family/occupation

2.
The steps in job analysis

· examine the total organization

· determine how JA information will be used

· select the jobs to be analyzed

· collect the data by using acceptable JA techniques

· prepare job description

· prepare job specification

· design jobs

· evaluate and modify if necessary

3.
The uses of job analysis


a.
required by and/or linked to several EEO laws


i.
Equal Pay Act (1963)


ii.
Fair Labor Standards Act (1938)


iii.
Civil Rights Act (1964)


iv.
court cases involving test validation:


· Griggs vs. Duke Power


b.
a good job analysis will provide information for:

· preparing job descriptions

· human resource planning

· recruitment

· selection/test development & validation

· performance evaluation

· training and development

· career planning and development

· compensation

· safety

· job design

· labor relations

4.
Who should conduct the job analysis?

· incumbent

· supervisor

· job analyst

5.
The use of charts

· the organization chart

· process chart

6.
Methods of data collection

· Job Analysis Information Format (JAIF)

· observation/ sampling

· interview

· questionnaire

· job incumbent diary/log

· multi-method  job analysis approach (hybrid approach)

7.
Specific quantitative techniques:

· Functional Job Analysis (FJA)

· Position Analysis Questionnaire (PAQ)

· Management Positions Description Questionnaire (MPDQ)

· Many new quantitative job analysis processes (CMQ, O*NET)

8.
Job descriptions and specifications


a.
job descriptions should include:

· job title

· summary

· equipment

· environment

· activities


b.
job specifications should include:

· job tasks identified & rated in terms of importance

· panel of experts should decide skills of each job task

· importance of each skill must be rated

· any other necessary requirements should be included (ex. certification)

· each identified skill must be linked to each job task


c.
job analysis and strategic HRM (ex. hiring of new faculty to be switch hitters)

· compressed work schedules

· telecommuting

· job sharing

· flextime


d.
job analysis and employee competencies

· communicate job requirements in ways that extend beyond the job itself
· describe and measure the organization’s workforce in more general, competency terms (ex. teamwork, leadership potential)
· design and implement staffing programs focused around competencies, rather than specific jobs, to increase staffing flexibility

9.
Job design


a.
results of the job analysis


b.
perspectives

· perceptual-motor approach

· biological approach

· mechanistic approach

· motivational approach


c.
scientific management and the mechanistic approach



i.
job design and Taylor's rational approach

ii. scientific management approach

· work to be studied scientifically

· work should be arranged for efficiency

· scientific recruitment & selection

· proper training for job performance

· compensation tied to performance


iii.
job enlargement (vs. repetitiveness & efficiency)


d.
job enrichment:  a motivational approach


i.
job enrichment


ii.
job characteristics model

· skills variety




· task identity




· task significance
(experienced meaningfulness)

· autonomy

(experienced responsibility)


· feedback

(knowledge of results)


e. work-family balance and job design

· flextime

· compressed work week
· part-time

f. job design:  the next challenge

· TQM & self-directed teams

· reengineering & competency alignment process (CAP)

Review Questions

1.
Job analysis is used to provide answer to several questions. Please identify five of those questions?
2.
Job analysis is often serves as a “cornerstone” of HRM. Please describe three HRM functions or activities that use job analysis in some way?

3.
How might job analysis be helpful to an organization that is being sued for sex discrimination in promotion?

4.
As a current (or future) manager, how will you communicate the requirements of an entry-level customer service representative to a candidate who just arrived at your office for an interview? Will you describe the job in terms of competencies? Knowledge, skills, and abilities? Both? Explain your answer.
5.
What core information should be included in most job descriptions and job specifications?

Application Case 6-1

Job Analysis: Assistant Store Managers at Today’s Fashion

1.
Critically evaluate the job analysis that Mary conducted for the position of assistant store manager. Has she used appropriate methods? What are the strengths and weaknesses of her efforts?

2.
What kinds of factors about Today’s Fashion and its operations should Mary have examined more seriously in order to improve her job analysis?

3.
Carefully read the job description and job specification that Mary prepared. Do they appear to be thorough? Do you think that they as adequate to serve as a basis for a new selection system? How well do you think these documents will work if May is sued for discrimination in her hiring practices? Why?

