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After studying this chapter, G
you should be able to:

1.
2.

Discuss the nature of job analysis, including what it is
and how it’'s used.

Use at least three methods of collecting job analysis
iInformation, including interviews, questionnaires, and
observation.

. Write job descriptions, including summaries and job

functions, using the Internet and traditional methods.

. Write job specifications using the Internet as well as

your judgment.

. Explain job analysis in a ‘jobless” world, including

what it means and how it’'s done in practice.
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The Nature of Job Analysis

» Job analysis

— The procedure for determining the duties and skill
requirements of a job and the kind of person who
should be hired for it.

» Job description

— A list of a job’s duties, responsibilities, reporting
relationships, working conditions, and supervisory
responsibilities—one product of a job analysis.

» Job specifications

— A list of a job’s “human requirements,” that is, the
requisite education, skills, personality, and so on—
another product of a job analysis.
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ypes of Information Collected

» Work activities

» Human behaviors

» Machines, tools, equipment, and work aids
» Performance standards

» Job context

» Human requirements
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Uses of Job Analysis Information

» Recruitment and Selection

» Compensation

» Performance Appraisal

» Training

» Discovering Unassigned Duties
» EEO Compliance
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4-5



Uses of Job Analysis Information

Job Analysis

/

Job Description and
Job Specification

f : f ;

Recruiting and Selection Performance Appraisal Job Evaluation—Wage Training Requirements
Decisions and Salary Decisions
(Compensation)
Figure 4-1
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Steps in Job Analysis

» Step 1.

> Step 2:

» Step 3:
» Step 4.
» Step 5:
» Step 6:

Decide how you'll use the
Information.

Review relevant background
Information.

Select representative positions.

Actually analyze the job.

Verify the job analysis information.

Develop a job description and job
specification.
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Charting the Organization

» Organization chart

— A chart that shows the organizationwide
distribution of work, with titles of each position
and interconnecting lines that show who reports
to and communicates to whom.

» Process chart

— A work flow chart that shows the flow of inputs to
and outputs from a particular job.
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Process Chart for Analyzing a Job’s Workflow

Information Input Components Input
from Plant Manager from Suppliers

y Y

Job Under Study—
Quality Control Clerk

Y Y

Information Output to

Plant Manager Product Quality Output
Regarding Component to Plant Manager
Quality

Figure 4-2
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Methods of Collecting Job Analysis
Information: The Interview

» Information sources » Interview formats
— Individual employees — Structured (Checklist)
— Groups of employees — Unstructured

— Supervisors with
knowledge of the job

» Advantages

— Quick, direct way to
find overlooked
information.

» Disadvantages
— Distorted information
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Interview Guidelines

» The job analyst and supervisor should work together
to identify the workers who know the job best.

» Quickly establish rapport with the interviewee.

» Follow a structured guide or checklist, one that lists
open-ended guestions and provides space for
answers.

» Ask the worker to list his or her duties in order of
importance and frequency of occurrence.

» After completing the interview, review and verify the
data.
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Methods of Collecting Job Analysis
Information: Questionnaires

» Information source » Advantages
— Have employees fill out — Quick and efficient way
questionnaires to to gather information
describe their job- from large numbers of
related duties and employees
» Questionnaire formats — Expense and time
— Structured checklists consumed in preparing
— Opened-ended and testing the

guestions guestionnaire
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Methods of Collecting Job Analysis
Information: Observation

» Information source » Advantages
— Observing and noting — Provides first-hand
the physical activities information
of employees as they — Reduces distortion of
go about their jobs. information

» Disadvantages
— Time consuming

— Difficulty in capturing
entire job cycle
— Of little use if job

mental activity.
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Methods of Collecting Job Analysis
Information: Participant Diary/Logs

» Information source » Advantages
— Workers keep a — Produces a more
chronological diary/ log complete picture of the
of what they do and job
the time spent in each — Employee participation
activity.

» Disadvantages

— Distortion of
information

— Depends upon
employees to
accurately recall their
activities
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Quantitative Job Analysis Techniques

» The position analysis gquestionnaire (PAQ)

— A questionnaire used to collect quantifiable data
concerning the duties and responsibilities of
various jobs.

» The Department of Labor (DOL) procedure

— A standardized method by which different jobs can
be quantitatively rated, classified, and compared.

» Functional job analysis

— Takes into account the extent to which
instructions, reasoning, judgment, and
mathematical and verbal ability are necessary for
performing job tasks.
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Job Analysis Schedule

1. Established Job Title DOUGH MIXER

2. Ind. Assign (bake prod.)

3. SIC Code(s) and Title(s) __#081 Bread and other bakery products

4. JOB SUMMARY:

Operates mixing machine to mix ingredients for
straight and sponge (yeast) doughs according to
established formulas, directs other workers in
fermentation of dough, and curls dough into
pieces with hand cutter.

5. WORK PERFORMED RATINGS:

D P (M
Worker Functions | Data People Things
5 e 2

Work Field Cooking, Food Preparing

6. WORKER TRAITS RATING: (To be filled in by analyst)

Training time required
Aptitudes
Temperaments
Interests

Physical Demands
Envircnment Conditions

© 2005 Prentice Hall Inc. All rights reserved.

Sample Report
Based on
Department of
Labor Job
Analysis
Technique

Figure 4-6
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Writing Job Descriptions

» A job description

— A written statement of what the worker actually
does, how he or she does it, and what the job’s
working conditions are.

» Sections of a typical job description

— Job identification

— Job summary

— Responsibilities and duties
— Authority of incumbent

— Standards of performance
— Working conditions

— Job specifications
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JOB TITLE: Telesales Respresentative JOB CODE: 100001
RECOMMENDED SALARY GRADE: EXEMPT /NOMN-EXEMPT STATUS: MNonExempt
JOB FAMILY: Sales EEOC: Sales Workers
DIVISION: Higher Education REPORTS TO: District Sales Manager
DEPARTMENT: In-House Sales LOCATION: Boston

DATE: April 2004

SUMMARY (Write a brief summary of job)

This position is responsible for selling College textbooks, software, and multimedia products to professors, via incoming
and outgoing telephone calls, and to carry out selling strategies to meet sales goals in assigned temitories of smaller
colleges and universities. In addition, this position will be responsible for generating a designated amount of editoral
leads, and communicating to the publishing groups product feedback and market trends observed in the assigned
terntory.

SCOPE AND IMPACT OF JOB
Dollar responsibilities (budget and/or revenue)

This position is responsible for generating approximately $2 million in revenue, for meeting operating expense budget of
approximately $4000, and a sampling budget of appraximately 10,000 units.

Supervisory responsibilities (direct and indirect)

Mone

Other

REQUIRED KNOWLEDGE AND EXPERIENCE (Knowledge and experience necessary to do job)
Related work experience

Prior sales or publishing experience preferred. One year of company experience in a customer service or marketing
function with broad knowledge of company products and services is desirable.

Formal education or equivalent
Bachelors degree with strong acedemic performance or work equivalent experience.

Skills
Must have strong organizational and persuasive skills. Must have excellent verbal and written communications skills
and must be PC proficient.

Other

Limited travel required (approx 5%)
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Description,
Pearson
Education

Source: Courtesy of HR Department,

Pearson Education.

Figure 4-7a
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PRIMARY RESPONSIBILITIES (List in order of importance and list amount of time spent on task)

Driving Sales (60%)

* Achieve gquantitative sales goal for assigned territory of smaller colleges and universities.

* Determine sales priofties and strategies for territory and develop a plan for implementing those strategies.

* Conduct 15-20 professor imerviews per day during the academic sales year that accomplishes those priorities.

* Conduct product presentations (including texts, software, and web-site); effectively articulate author's central
vision of key titles; conduct sales interviews using the P35 model; conduct walk-through of books and
technology.

* Employ telephone selling technigues and strategies,

* Sample products to appropriate faculty making strategic use of assigned sampling budgets.

* (Close class test adoptions for first edition products.

* Negotiate custom publishing and special packaging agreements within company guidelines.

* |nitiate and conduct in-person faculty presentations and selling trips as appropriate to maximize sales with the
strategic use of travel budget. Also use internal resources to support the terrtory sales goals.

* Plan and execute in-territory special selling events and book-fairs

* Develop and implement in-territory promotional campaigns and targeted email campaigns.

- Sample Job
ng (editorial /marketing) 25%
« Report, track, and sign editorial projects. Description,

= Gather and communicate significant market feedback and information to publishing groups.
Terrtory Management 15% Pea rson

* Track and repaort all pending and closed business in assigned database. Ed u Cat|0 n
* Maintain records of customer sales interviews and adoption situations in assigned database.

* Manage operating budget strategically.
Submit territory itineraries, sales plans, and sales forecasts as assigned.
* Provide superior customer service and maintain professional bookstore relations in assigned territory,

Decision-Making Responsibilities for this position:

Determine the strategic use of assigned sampling budget to most effectively generate sales revenue to exceed sales goals. Source: Courtesy of HR

Determine the priority of customer and account contacts to achieve maximum sales potential. Depa”me”é' dZiZ:foon“

Determine where in-person presentations and special selling events would be most effective to generate most sales. Fi 4 7b.
igure 4—
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“Marketing Manager” Description
from
Standard Occupational Classification

20. 11-2021 Marketing Managers

Abstract: 11-2021 Marketing Managers. Determine the demand
for products and services offered by a firm and Its competitors and
identify potential customers. Develop pricing strategies with the
goal of maximizing the firm’s profits or share of the market while
ensuring the firm’s customers are satisfied.

Figure 4-8

Source: www.his.gov, accessed November 13, 2003.
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The Job Description

» Job identification
— Job title: name of job
— FLSA status section: Exempt or nonexempt

— Preparation date: when the description was
written

— Prepared by: who wrote the description

» Job summary

— Describes the general nature of the job
— Lists the major functions or activities
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The Job Description (cont’d)

» Relationships (chain of command)
— Reports to: employee’s immediate supervisor

— Supervises: employees that the job incumbent
directly supervises

— Works with: others with whom the job holder will
be expected to work and come into contact with
internally.

— Qutside the company: others with whom the job
holder is expected to work and come into contact
with externally.
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The Job Description (cont’d)

» Responsibilities and duties

— A listing of the job’s major responsibilities and
duties (essential functions)

— Defines limits of jobholder’s decision-making
authority, direct supervision, and budgetary
limitations.

» Standard Occupational Classification

— Classifies all workers into one of 23 major groups
of jobs which are subdivided into 96 minor groups
of jobs and detailed occupations.
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1 1-0000 Management Occupations

13-0000 Business and Financial Operations Occupations
15-0000 Computer and Mathematical Occupations

17-0000 Architecture and Engineering Occupations

19-0000 Life, Physical, and Social Science Occupations
21-0000 Community and Social Services Occupations
23-0000 Legal Occupations

25-0000 Education, Training, and Library Occupations
27-0000 Arts, Design, Entertainment, Sports, and Media Occupations
29-0000 Healthcare Practitioners and Technical Occupations
31-0000 Healthcare Support Occupations

33-0000 Protective Service Occupations

35-0000 Food Preparation and Serving-Related Occupations
37-0000 Building and Grounds Cleaning and Maintenance Occupations
39-0000 Personal Care and Service Occupations

41-0000 Sales and Related Occupations

43-0000 Office and Administrative Support Occupations
45-0000 Farming, Fishing, and Forestry Occupations

47-0000 Construction and Extraction Occupations

49-0000 Installation, Maintenance, and Repair Occupations
51-0000 Production Occupations

53-0000 Transportation and Material Moving Occupations
55-0000 Military Specific Occupations

© 2005 Prentice Hall Inc. All rights reserved.

SOC's
Major
Groups of
Jobs

Note: Within these major groups
are 96 minor groups, 449 broad
occupations, and 821 detailed
occupations.

Table 4-2
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Is the Job Function Essential?

» What three or four main activities actually constitute the job? Is
each really necessary?

» What is the relationship between each task? Is there a special
sequence which the tasks must follow?

» Do the tasks necessitate sitting, standing, crawling, walking,
climbing, running, stooping, kneeling, lifting, carrying, digging,
writing, operating, pushing, pulling, fingering, talking, listening,
Interpreting, analyzing, seeing, coordinating, etc.?

» How many employees are available to perform the job function?
Can the job function be distributed among other employees?

» How much time is spent on the job performing each particular
function? Are infrequent tasks less important to success?

» Would removing a function fundamentally alter the job?

© 2005 Prentice Hall Inc. All rights reserved. 4-25



Is the Job Function Essential? (cont'd)

A\

What happens if a task is not completed on time?

A\

Does the position exist to perform that function?

» Are employees in the position actually required to perform the
function?

» Is there a limited number of other employees available to
perform the function?

» What is the degree of expertise or skill required to perform the
function?

» What is the actual work experience of present or past
employees in the job?

» What is the amount of time an individual actually spends
performing the function?

» What are the consequences of not requiring the performance of
the function?
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he Job Description (cont'd)

» Standards of performance and
working conditions

— Lists the standards the employee
is expected to achieve under each
of the job description’s main
duties and responsibilities.

LT
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Writing Job Specifications

» Specifications for trained personnel

— Focus on traits like length of previous service,
quality of relevant training, and previous job
performance.

» Specifications for untrained personnel

— Focus on physical traits, personality, interests, or
sensory skills that imply some potential for
performing or for being trained to do the job.
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Writing Job Specifications (cont'd)

» Specifications Based on Judgment
— Self-created judgments (common sense)

— List of competencies in Web-based job
descriptions (e.g., www.jobdescription.com)

— O*NET online
— Standard Occupational Classification
» Specifications Based on Statistical Analysis

— Attempts to determine statistically the relationship
between a predictor or human trait and an
indicator or criterion of job effectiveness.
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Writing Job Specifications (cont'd)

» Steps In the Statistical Approach

— Analyze the job and decide how to measure job
performance.

— Select personal traits that you believe should
predict successful performance.

— Test candidates for these traits.

— Measure the candidates’ subsequent job
performance.

— Statistically analyze the relationship between the
human trait and job performance.
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Writing Job Descriptions

» Step 1. Decide on a Plan
» Step 2. Develop an Organization Chart

» Step 3. Use a Job Analysis/Description
Questionnaire

» Step 4. Obtain Lists of Job Duties from O*NET

» Step 5. Compile the Job’s Human Requirements
from O*NET

» Step 6. Complete Your Job Description
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Job Analysis in a "Jobless” World

> Job

— Generally defined as "“a set of closely related
activities carried out for pay.”
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From Specialized to Enlarged Jobs

» Job enlargement

— Assigning workers additional same level activities,
thus increasing the number of activities they
perform.

> Job enrichment

— Redesigning jobs in a way that increases the
opportunities for the worker to experience feelings
of responsibility, achievement, growth, and
recognition.
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From Specialized to Enlarged Jobs
(cont'd)

> Job rotation

— Moving a trainee from department to department
to broaden his or her experience and identify
strong and weak points to prepare the person for
an enhanced role with the company

— Systematically moving workers from one job to
another to enhance work team performance.
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Why Managers Are Dejobbing Their
Companies

» Dejobbing » External factors leading
— Broadening the to dejobbing.
responsibilities of the — Rapid product and
company'’s jobs technological change
— Encouraging employee — Global competition
Initiative. — Deregulation,
» Internal factors leading — Political instability,
to dejobbing — Demographic changes

— Flatter organizations — Rise of a service
— Work teams economy.
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Competency-Based Job Analysis

» Competencies

— Demonstrable characteristics of a person that
enable performance of a job.

» Competency-based job analysis

— Describing a job in terms of the measurable,
observable, behavioral competencies (knowledge,
skills, and/or behaviors) an employee must exhibit
to do a job well.
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Why Use Competency Analysis?

» To support HPWS

— Traditional job descriptions (with their lists of
specific duties) may actually backfire if a high-
performance work system is the goal.

» Maintain a strategic focus

— Describing the job in terms of the skills,
knowledge, and competencies the worker needs is
more strategic.

» Measuring performance

— Measurable skills, knowledge, and competencies
are the heart of any company’s performance
management process.
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Performance Management

> Performance management

— Managing all elements of the organizational
process that affect how well employees perform.

» Types of competencies

— General competencies
* reading, writing, and mathematical reasoning.

— Leadership competencies
- leadership, strategic thinking, and teaching others.

— Technical competencies

* specific technical competencies required for specific
types of jobs and/or occupations.
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Background Data for Examples

Example of Job Title: Customer Service Clerk

Example of Job Summary:

Answers inquiries and gives directions to customers, authorizes
cashing of customers’ checks, records and returns lost charge cards,
sorts and reviews new credit applications, works at customer service
desk in department store.

Example of One Job Duty:

Authorizes cashing of checks: authorizes cashing of personal or
payroll checks (up to a specified amount) by customers desiring to
make payment by check. Requests identification—such as driver’s
license—from customers and examines check to verify date, amount,
signature, and endorsement. Initials check and sends customer to
cashier.

Figure 4-10
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Occupational information Network

O-NET OnLine

OCCl‘:mions Skills Search§ Crosswalk

Welcome to O*NET" OnLine!

Mpking occupationdl information nteraciive and accessible for o

About New Data in OnLine

& Find Occupations » Skills Search 2 Crosswalk

Find occupations using keywords, Use a bst of your skills to find Use other classification systems

O'NET-SOC codaes, Job Families matching O*NET-SOC occupations (DOT, SOC, MOC, and RAIS) 10

of by viewing & complete st find matching O*NET-SOC
pccupations,

If your search wentilies occupations that require skills or abdibes that may be difficult to use because of a health problem or disability
please consider job accommodations. Accommodations may involve a change in the work enwvironment, the way a specific job is performed
or the use of special equipment

For assistance m Wdentifying accommodation oplions, comact the J_QD Accommodation Natwordk (JAN), a service of the U.S. DOL Office of
Cisabllity Employment Policy, or go directly to )

The Decupstanal Intomatan Netwo s (O°NET) and O'NET Oaline weie Sevedoped 104 Ma US Depariment of Ladar by Boe Nalun sl O'NET Cont oftum For mare e imates
et O'NET and the O'NET Consoeem, pleddt vid the OPNET Conzadins Webals

o'net” onet” S i
Resowee Conter

Code Connestor ONESTOP

End Cosupations | Skits Seand | S1osimab
Balatsd Liks | Sootanl Mede! | Onbne Hab
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N . Occupatonal informabon Network
onet. O'NET OnLine
o“s::iom Skills Search ! Crosswalk

Job Family Search Results for:

Sales and Related (30 matches)

[ Sales ana Refateo z](c0)
411011 First-Line Supervisors/Managers of Retall Sales Workers Luraay BElE Luinm
41-1012.00 First-Line Supervisors/Managers of Non-Retall Sales Workers EUTL Relak Lsanm
41.2011.00 Cashiors Symengey Retek Laxom
41.2012.00 Gaming Change Persons and Booth Cashiers Summasy Cetad Cugtom
41-2021.00 Counter and Rental Clorks Summaey petrd Cystym
41-2022.00 Parts Salespersons Eucoax Ratak Luttam
41-2031.00 Retall Salespersons AR Retak Custom
41-3011.00 Advertising Sales Agents Zumman Ratak Lsasam
41-3021.00 Insurance Sales Agents LY B betak Custm
41-3031.00 Securities, Commodities, and Financial Services Sales Agents Surnsey Retak Cugtam
41-3031.01 Sales Agents, Securities and Commodities Summ Retak Lushm
41.3031 02 Sales Agente Financial Services Summase Cetak Cuttam
41-3041.00 Travel Agents Summay Lelak Cughom
41.3099.99 Sales Representatives, Services, All Other Sumengsy Eeotak Custom
41-4011.00 Sales Representatives, Wholesale and Manufacturing. Technical and Scientific Sucman Retak LT
Products

41-4011.01 Sales Representatives, Agricultural Summas Retak Custom
41-4011.02 Sales Representatives, Chemical and Pharmaceutical Sumenpsy Retad Quitam
41.4011.03 Sales Representatives, Electrical/Electronic Gumengsy Cetak Cuthm

© 2005 Prentice Hall Inc. All rights reserved.
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Summary Report for:
41-2031.00 - Retail Salespersons

Sell merchandise, such as fumniture, motor vehicles, applisnces. or appare! in a retail establishment
Iz | Emseviodge | Skik | AbSties | Wok AchvBies | Wok Combest | Job Jons | Infesests | Wok Sivles | Wek Valjas | Ralpied Qocopghens | Mages & Emplyment
Tasks

« Greet customers and ascertain what each customer wants or needs

« Open and close cash registers, perfoeming tasks such as counting money, separating charge slips, coupons. and vouchers, balancing cash drawers, and
making deposks.

» Maintain knowledge of current sales and promotions, policies regarding payment and exchanges, and securily practices.
« Compute saias prices, total pwehases and recelve and process cash or credit payment.

s Maintain records related (0 sales.

« Watch for and recognize securty risks and thefts, and know how to prevent or handle these situations.

+ Recommend. select, and help locate or obtain merchandise based on customer needs and desines,

« Answer questions regarding the store and its merchandise.

« Descnbe merchandise and explain use, operation, and care of meechandse o customers.

« Ticket, arrange and desplay mearchandisa 10 promote sales

Dagcte top
Knowledge

Customer and Personal Service — Knowledge of principles and processes for providing cuslomer and personal services. This includes cuslomer needs
assessmeant, meating quality standards for services, and evaluation of cusiomer satisfacton

Sales and Marketing — Knowledge of prnciples and methods for showing. promoling, and selling products or services. Thes mcludes markeling strategy
and tactics. product demonstration, sales technigues, and sales contral systems.

Administration and Management — Knowledge of business and managemen! principles involved in strategic planning. resource allocaton. human
resources modaling, leadership technique, production methods. and coordination of people and rescurces.

Education and Training — Knowledge of panciples and methods for cumiculum and traning design, teaching and mstruction for individuals and groups, and
the measurement of training effecls.

Mathematics — Knowledge of arlthmetic. algetra, gecmelry, calculus, statistics, and thelr appications.

English Language — Knowiedge of the structure and cortent of the English language inclutng the meaning and spelling of words, rules of comgposition. and
grammar.

© 2005 Prentice Hall Inc. All rights reserved.
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HR Scorecard

for Hotel Paris

International
Corporation*

Note: *(An abbreviated example showing selected HR

practices and outcomes aimed at implementing the

competitive strategy,” To use superior guest services to

differentiate the Hotel Paris properties and thus increase
the length of stays and the return rate of guests and thus
boost revenues and profitability”’)

B Stmbegia Rankngs n Praft maggns, Peroent share of Annual rvenues
Performanae Inchisiry servios and total annual market
Mutnias sy s fation profis
[ire wre achiewing sV
our shafegtc
goals?)

A I, S— e p——
4. Stebegionally Guest s e HNumber of i L G ushom er
Fslesant satisfaation index wrtien guest and Hote| Pars
Cugkomer and oomplments oulome metros,
Organicstionsl andfar Irauding;
Do mes Metrios oomplaints per fraquency of
| How can we year puests’ retumes;
meesare whethar g kength of
our cuziomer A A A A stay; end guest
seriios i actualy eopee e tures per
improsing 2o fuest per stw
hawing the dasired
ef=ois?)

A — FRE
1, Stembegioally Employpes Employes moraks il ous emp opes Employe= Percentage of
Falesant tumover sendoe-orenied sendoe employess
Ervergent behavior metrics, oommitment ard mooring at least
Emipligpes Iraluding; p=roent Engagement SFE an Haotel
Capabiliti=s and oalls answered wth Irechese Parks oore walues
Bshadon Metnas required geetng; quir
| What skills and spesed of aheck
acfions must our ~ r Injout; perosnt
emplovess raam o saning,
dErmon s rare it oor It ores; mnd,
company is o pexent guests
achieve s sratsgic rece king Hote|
goals?] Parks re quired

greeting on armval

A ~
2, Stebegio HR Chapter 4, b Chapher B Chapter & Tasting Chapber 7,
Activities Metrics Analymic Rearnuiting Perosnizge of Imerviswing
{Whar HR finafion Peroentge of Mumber of employmes hired Peroemtsge of
should we foous on, employmes with applaants per besesed oin valldabesd appliants
and how shooid updated job rearuMing soume; employment test; reaetving,
W mezsure s desariptions num beer of sinuotunsd
effoienoy and qualfed Inkend ew
effmofrensss ) applants postions
1. Hote| Panis Basio Create Serdoe- Embe Core Encourage Fersonal Emplasize
Stesbegic Themes Qrenred Walaes Emplovee Growth Pevtership and
| Whar basio thames ok and Leaming Sense af
musFwein HR Owmership

pursge to hejp Hore!
Pavis achieve s
s Piegic gosis?)
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The Skills Matrix for One Job at BP

H H H H H H H
G G G G G G G
F F F F F F F

Technical Business Communlcation Decislon Leadership and Planning and Problem
Expertise Awareness and Making and Guldance Organlzational Solving
Interpersonal Initlative Ablllty

Note: The light blue boxes indicate the minimum level of skill required for the job.

Figure 4-12
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Key Terms

job analysis

job description

job specifications
organization chart
process chart
diary/log

position analysis
guestionnaire (PAQ)

U.S. Department of Labor
(DOL)

job analysis procedure
functional job analysis

© 2005 Prentice Hall Inc. All rights reserved.

Standard Occupational
Classification (SOC)

job enlargement

job rotation

job enrichment

dejobbing

boundaryless organization
reengineering
competencies

competency-based job
analysis

performance management
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