Chapter 5
Effective Job Analysis
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Introduction

Human resource planning is a Llac s Ay pdall 340 gal) Jaidads
process by which an organization LA e dadiall paad
ensures that -

ol (e ) 5l 5 aaaall ) gl

It has the right number and kinds of people
g._w\_ld\ Q\SAS\ &

- at the right place

« at the right time
3eiS 5 Aallaty algall Al jla) e 3 )08
- capable of effectively and efficiently B e “‘M“‘;L‘“ EJ‘ Ll O
completing those tasks that will help the ALl dasi) yiuY Lgdlaa)
organization achieve its overall strategic
objectives



Introduction

HR planning must be Iyl 3 gall Jadeds ()6 o cun
> linked to the organization’s Al il) b LALGU“MM:;
aalle 5 Llaa g

overall strategy to compete

domestically and globall )
Y ) Y 4 sllaall Jlaall g 53l g 2ae I o i

> translated into the number
and types of workers
needed

Senior HRM staff need to lead top
management in planning for HRM issues.
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An Organizational Framework

A mission statement defines Jlec V) o Lo dagal) b daayg
what business the | A 8 Ly dadaidl gy a8 Al
organization is in, including

29 e 13l
> why it exists
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> who Iits customers are ;
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> strategic goals set by senior el dalaiall Calaal paal

management to establish targets
for the organization to achieve

Goals are generally defined for the next 5-20 years.
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Linking Organizational Strategy to HR

Planning
Al 3 ) gall Japdadty dpapaiill el yiuY) Loy
During a corporate assessment, (s 3all a8 DA

> SWOT (Strengths-Weaknesses- il 2 Le ilangll sy 5l
Opportunities-Threats) analysis S e R
determines what is needed to meet

objectives

alaa Y

Y|
> strengths and weaknesses and core bl
competencies are identified

HRM determines what knowledge, skills, and abilities are needed by
the organization’s human resources through a job analysis.
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Linking Organizational Strategy to
HR Planning

STRATEGIC DIRECTION HR LINKAGE
A i) ol Lis N A

e determining organization’s
Mission :
) — business
; Aadaiadl Jlael ayaas

objectives and goals setting goals and
: ‘ — oObjectives

alaaYl ¢ calaaty) .

determining how to attain

goals and objectives
UL g calaaly) 3:8a5 1S aaa

determining what jobs need to be done
ol o J8 s L bl Cppny ) il ) o Le et

matching skills, knowledge, and abilities
to required jobs
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HR Planning

HR must ensure staff levels meet strategic
planning goals.

 An HR Inventory report summarizes
iInformation on current workers and
their skills

« HR information systems (HRIS)

= process employee information

= guickly generate analyses and
reports

= provide compensation/benefits
support

Linking Organizational Strategy to
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HR Planning

Succession planning includes
the development of replacement
charts that

= portray middle- to upper-
level management
positions that may become
vacant in the near future

= list information about
Individuals who might
qualify to fill the positions

Linking Organizational Strategy to
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Linking Organizational Strategy to
HR Planning

HR must forecast staff & 554 pdall 3 )l sall e can
requirements: (il gal) Cilillaia
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* HR creates an inventory of
future staffing needs for job
level and type, broken down by

ear . .
g 18 jrall Jpeslily (55 ) o
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« forecasts must detail the specific L dalay cad il g ol slhadll
knowledge, skills, and abilities "aaa Gl s 25
needed, not just “we need 25
new employees”



HR Planning

HR predicts the future labor supply:

 a unit’s supply of human
resources comes from:
= new hires
= contingent workers
= transfers-in
= individuals returning from leaves

« predicting these can range from
simple to complex

 transfers are more difficult to
predict since they depend on
actions in other units

Linking Organizational Strategy to
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Linking Organizational Strategy to
HR Planning

Decreases in internal supply come about through:  :b e JA (e 4a0al iyl & (Ll g

> retirements easiest to forecast ill Jgual ac )
> dismissals possible to forecast 3aill GSaall (g Juadl
> transfers possible to forecast il A3Caal) 1l sl
> layoffs possible to forecast il (Saa i dlaall gy s
> sabbaticals possible to forecast iill (S zg il
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Linking Organizational Strategy to
HR Planning

Candidates come from O Oh el sal)
* migration into a community painall ()5 gl
+ recent graduates .. .. g oA (s
+ individuals returning from Sl deadd) G Oﬂ“‘fd‘f‘ﬁ?”
military service oo Galhlall ae & GG 3l
* increases in the number of oo Oy Gl Gplalall s Janll
unemployed and employed Sl o pls el sm cs AT G b
individuals seeking other JalS al 5
opportunities, either part-time
or full-time

The potential labor supply can be expanded by formal or on-the-job training.
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Linking Organizational Strategy to
HR Planning

To match labor demand and (o adl g Adladl o allal) Al s
supply, HR A i) 250 gl g
 compares forecasts for e ol g llall Cilad 6y oy ey g
demand and supply of Jlaxll
workers
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* monitors current and future 55 0 iny oaY) (ans by cpida sl

shortages, and overstaffing. S A ] ) Lilaay
Sometimes, strategic goals GE LIRS Y

must change as a result
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supply and balance demand



Linking Organizational Strategy to
HR Planning

Employment Planning and the

Strategic Planning Process
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Job Analysis  4as sl Jalas

Job analysis is a systematic M LT gh Adul g Jalas
exploration of the activities Al g JAla A
within a job.
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« It defines and documents
the duties, responsibilities,
and accountabilities of a job
and the conditions under
which a job is performed

See http://www.staffing-and-recruiting-essentials.com/Sample-Job-
Analysis.html| for a sample job analysis.



http://www.staffing-and-recruiting-essentials.com/Sample-Job-Analysis.html

Job Analysis

Job analysis methods dida gl Julas gk

. . S - “o.oN, _ “ Y N
1. observation— job analyst watches employees Mf’%"j‘ “t:m f“"l’? ‘L‘. \“ A‘f’“‘“ ‘.“ \_1
directly or reviews film of workers on the job =+~ 9‘ d o old el 5 A
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2. individual interview— a team of job
incumbents is selected and extensively

interviewed iy b il
3. group interview— a ngmber quob ot JSind Jlasl) - ehuul-u-w‘ 4
incumbents are interviewed simultaneously Lasad i
4. structured questionnaire— workers complete an O piall aadiing - AR aigal) 5
a specifically designed questionnaire Aidh g (e dasl 948 jaa
5. technical conference— uses supervisors with et Joaus cailla gl el - <) Sde 6
an extensive knowledge of the job 43a 5l
6. diary— job incumbents record their daily
activities

The best results are usually achieved with some combination of methods.
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Job Analysis

understand the purpose
of the job analysis
Aada gl) Julad (e (om jal) agd

understand the roles of

jobs in the organization
dabaiall & Cailla gl ) gl agd

benchmark positions
gl gl (il sl

review draft
with supervisor

&0 & 5 e Azl e
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develop draft
& s sia skl

seek clarification
Clauia ¢ alha

determine how to collect

job analysis information
Jexdl Jilad il slaall pan 488 310a3




Job Analysis

e Occupational Information Network (O*NET) content
model includes:

) drigall Cila slaall 4805 (5 sina 73 e Qa0 * 1 b Lo (s

1. worker characteristics Jalall ailad
2. worker requirements Jladl cilillatia
3. experience requirements 3 yall cilillaie
4. occupation-specific JMAYL dalall il sleall
iInformation Alalall g g8l Lailad
5. workforce characteristics igall bl

6. occupational
requirements

See http://online.onetcenter.orqg/



http://online.onetcenter.org/

Job Analysis

Position Analysis Questionnaire (BY) &8 sall Jalad sl
(PAQ)

194 Je aills 5l Caialt o

- jobs are rated on 194 elements, alud] A 8 drana ) _uaic

grouped In six major divisions and aldl 28 ¢ dan

28 sections dadaal) Cllliall pealiall Jiad

* the elements represent il gl & il anan e

requirements applicable to all o 2l ey (oS LIS

types of jobs g af ) i gl il Ll

* Its quantitative structure allows 6 sl 13 il I e gakai,

many job comparisons, however, Lis eyl

It appears to apply to only higher-
level jobs



Job Analysis

Job descriptions list: A oY) il gY) daild
« job title sl (el
- job identification | L /1-‘*:@‘ o
. . . . TIPSR T IR AL rY\B> Y >
. job duties/essential functions o Ot T @ SRS MG‘“Z}\;
!n order of |m_portancc_a | 30 5l (e 1 2l - A at_{.a\y
* job specifications - minimal Leall
qualifications for job
They are critical to: o) Al Aanila (2 9

.y = . . . % 2\5.\2 .
> describing job to candidates UA‘U“‘” 218 5lf sl
o) (pals gall daa 53 5

> guiding new-hires ) al e aun

_ _ INTCEgS 99
> developing performance evaluation iala gl iy gl A i
criteria T | o

> evaluating job’s compensation worth



Almost all HRM
activities are tied
to job analysis; it
IS the starting
point for sound
HRM.
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Job Analysis

labor
Relations
Jazll cldMe

safety &

Health
il

performance
Management
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Recruiting

job
analysis
job
description
job
specificatio

career
Development
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Selection
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HR
Planning
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employee
Development

Crida gall p gla
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Job Analysis

Job design is how a position and its tasks are
organized.

>great job design enriches and motivates -ekees s a2 S g8 A3k gl prenad

through IR (e Jiags s b Adb 5 aranal aplae
skill variety  task identity  task significance gl (e de sile de gane
autonomy  feedback from job itself dagal) 4 50

dagall dsan
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>flexible work schedules keep employees oY 5 @l 5 (il sall (A5 40 s eall Jslaa
motivated and loyal b goas Jeall g saud
compressed work week  flextime job sharing Ol i 5

telecommuting a3 e daall il

>part of HR planning and job analysis is finding team 5, .y ) lbss e e 5a

members with . | G e siall s Jaall Jilas s
technical and interpersonal skills o sliac]

Aas il 5 Al ) el



True or False?

1. HR planning must be separate from the organization’s overall strategy.
False!

2. A mission statement defines what business the organization is in.
True!

3. To forecast staff requirements, HR creates an inventory of future
staffing needs for job level and type, broken down by decade.

False!
4. Job analysis is a systematic exploration of the activities within a job.
True!

5. A position analysis questionnaire is more qualitative than quantitative in
nature.

False!
6. Job design is how a position and its tasks are organized.
True!
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