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joBs:
« Are basic units of an organization structure
- Belong to the organization
- Are results oriented
- Are dynamic
« Jobs exists to be done independently of the
person undertaking it at any point of time,
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When an individual moves on:
he takes along with him

- His managerial style

- problem solving ability and
-« performance.

What he leaves behind is:
- His functions

- scope of work and

- Accountabilities.

In other words, HIS JOB REMAINS.



Job analysis

is the first step in job evaluation
and requires investigation each
job skills and personal attributes
required to perform the job
satisfactorily.






Uses of job analysis

- preparation of job description and job ¢
specification ?

- serves as a basis for orienting and training
employees regarding their specific duties.

- It is used in job evaluation.
- It clarifies lines of responsibility and authority.
It provides a method of comparing rates of job
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Job Description

Job Title

Job Location

Job Summary
Reportingto
Working Conditions
Job Duties
Machines to be Used
Hazards

!

Job Specification

Qualifications
Experience
Training

Skills
Responsibilities
Emotional
Characteristics
Sensory Demands




