Understanding Job Analysis

Most organization analyzes the job based on duties and therefore create a job description from the job analysis. The job description gives a summary of the tasks and responsibilities typically in detail. Job analysis includes comparing the differences and similarities in the different types of work each employee performs. However, some companies now use a more skill-based system to determine where the job fits into the overall organizational picture, rather than a job-based structure.


Job Analysis Benefits

There are many benefits to using a job analysis system. These include pinpointing the skills, education, and experience necessary to adequately perform a job. Understanding these also helps save time and money in the hiring and promotion process.

Job analysis helps employees and managers understand the organizational structure as a whole. This includes understanding the pay and compensation packages offered. It may also provide motivation to an employee so that they may succeed to the next level, especially if they know the required criteria or training to achieve it.

Steps to Complete a Typical Job Analysis

There is a basic structure to complete a job analysis. They are:

1. Develop preliminary information about the job, such as main functions or job duties and make a list.

2. Complete a tour of the work site to see and understand the basic job layout, including any needed tools or equipment to perform the work.

3. Perform interviews with those who are in the know such as first line supervisors - get more than one interview.

4. Complete a second work site tour to clarify and reinforce the job understanding - try to get the same tour guide if possible.

5. Consolidate information which consists of putting the pieces together from the tour, the descriptions and interviews - it is recommended to have at least five hours for this phase.

6. Verify job description which includes bringing the involved and expert persons together to ensure the job description is correct. This may be done in a group if necessary, with the analyst making any notes or corrections.

Putting It All Together

Once the job analysis is complete it needs to be compiled in a format this Human Resource can use. This typically leads to a job description that provides the details of the actual tasks. A job analysis needs to be reliable, valid, and useful to be relevant to HR and upper management.
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