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Speaker notes.
Introduction and Job Analysis Section.
This Presentation will be to focus on a job as an office manager with British Gas.
According to the National Gas Museum, gas can be traced from as early as 1667 starting from the discovery of an inflammable gas seeping from coal measures near Wigan by Thomas Shirley.
However, British Gas argue on the Centrica PLC [GB] website in the British gas history section, that the company has roots as early as 1812 when the Gas Light and Coke Company (GLCC) was set up by royal approval by George III. Britian was still at war with Napoleon at the time.
The You Tube Video, HR Basics: Job Analysis, explains briefly that a Job Analysis a systematic process of gathering information to identify similarities in the workplace. The overall outcome is to document the findings. A simple 5 step plan is suggested.
1. Plan.  Identify objectives.
2. Prepare. Identify jobs and organise the process.
3. Conduct. Collect job data with selected methods.
4. Document. Create the job description or personnel Specification.
5. Update. keep information relevant and available.
Morgan (2017) says, the best way to conduct a Job Analysis is to find out about the organisation. A good way is to talk to the organisation, investigate on websites, attend job fairs, create contacts within the company. Find out the company strategies for where they want to be. Find out any opportunities that might arise. Find out what it is like to work there from the employees, how training is given also what procedures they have in place.
Thompson and Thompson, (1982) cited by Spector, et al, (1989) Informs in the Job Analysis Methodologies chapter that there have been major progress in developing job analysis methodologies since the mid 1970s. These methods have been mainly focused on describing both the worker and job ensuring that more attention is given to what has been examined by multiple measures thus resulting in a more effective job analysis.
Some methods are…
Training.
[bookmark: _GoBack]On the website HR.com it states that even though there are many methods of training, there are advantages as well as disadvantages depending on the individual. These include technology-based learning where the learner can learn at their own pace and get more involvement than any other environment. Simulators, which can be costly depending on the essential training needed. On the job training, employees can be motivated to start the job and be more effective with the hands-on approach. Coaching and mentoring, this gives the opportunity for more honest questioning. Lectures, group discussions and tutorials, giving the option to access and intake a lot of information. 
[bookmark: _Hlk532228154]Personnel Specification.
[bookmark: _Hlk531900513]Highhouse, et, al, (2016, p.1) Mentions that employers are recycling and re-inventing methods to see if applicants have what it takes to succeed in their company. Bryant, (2013), cited by Highhouse, et, al, (2016, p.2) argues that despite certain methods, some have no evidence of being of any use to predict future job performance, quoting the Senior vice president of People Operations at Google, saying “On the hiring side, we found that brainteasers are a waste of time… they don’t predict anything. They serve primarily to make the interviewer feel smart”.
Highhouse, et, al, (2016, p,3-4) Say that using wisdom in selection decisions by focusing on the characteristics the are most important to a role and not to be distracted by the irrelevant ones. Focus on information that is valid for any future behaviours when working on the job.

Job evaluation.
The key to developing a job evaluation scheme needs to be meet by 4 criteria.
According to the Equality and Human Rights commission, these are…
1. Analytical. Demands made by the employee need assessing taking in the factors of skill, physical effort and decision making.
2. Thorough and impartial. Not to be influenced by personal views and asses the value placed on the work that needs performing without being objective.
3. Gender neutral. Equally recognise the skills of men and women in an unbiased way as well as being non-discriminatory to candidates.
4. Reliable. All practices, procedures and evaluation results should be up to date and documented across all companies.
The Equality and Human Rights commission also mention factors that are clearly identifiable that can be measured and used to assess and compare overall worth of different jobs, these include, responsibility for people, knowledge, communication skills, physical and emotional demands, mental skills and initiative. A panel of 3 with good job knowledge across all companies should do the job evaluation if possible to ensure the best outcomes with a wider understanding of the job to gain a better by-in from staff.
Performance appraisal.
In the newspaper article about the Performance Appraisal System, Srinagar (2017), says that the biggest challenge and concern in any organisation is employee retention. Having to compete in a talent marketplace with continues to improve and offer better job options making the need for employers to offer benefits, compensation as well as a better employee experience to keep them. Growth is not possible without proper management that will put into place a system that will evaluate the growth of the company and performance of the employee. One of the biggest realities +regardless of age, gender, ethnicity or geography is some sort of compensation is needed in offer to recruit and keep employees. The benefits to the company for a Performance Appraisal include, generating information for admin purposes with can decide promotions, wage increases, transfers, terminations and demotions also providing crucial feedback to staff, highlighting any changes, coaching, support or any further developments.
As the website hr-guide.com, explains in brief terms of all the methods that have been covered, the information can then be used to compile a Personnel Specification, questions for an interview as well as an application form wich are vital to any selection processes.

[bookmark: _Hlk532228209]Personnel Specification continued (slide 7)
TTP Recruitment. (2018), writes that the advantages of writing a detailed personnel specification gives a more focused idea of what skills, experience and type of person that is needed for the role. This allows the recruitment consultant to effectively find a candidate. This also has the advantage of weeding out candidates who are not suitable or may be mislead about the role. This can be used as a checklist to evaluate CVs and interviews, saving time.
Conclusion.
As shown above, there are many methods, practices and factors that need to be put into place when conducting a Jon Analysis. 
The key is to after implementing these methods is to then constantly review and document the data collected. 
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