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What is job analysis??
Job Analysis is a systematic exploration, study and recording of the responsibilities, duties, skills, accountabilities, work environment and ability requirements of a specific job.
For us as a company to employ the correct person for the job it is vital to us to know the requirements of the jobs and the quality and traits of the individual who will be performing the job role.
Kokemuller (2018)  “The reason you should complete a job analysis prior to seeking employees is that you have a better sense of what to look for in candidates. Without a job analysis, you don't have a clear idea of the type of employee that would make a good job fit”.
“The main purposes of conducting a job analysis process is to use this particular information to create a right fit between job and employee, to assess the performance of an employee, to determine the worth of a particular task and to analyse training and development needs of an employee delivering that specific job.”
(Juneja, 2015)

Job analysis steps 
Identification – nature of work, duties and task in job 
Describing – working conditions, environment 
Identifying duties responsibilities and hazards 
Determining Skills and  abilities required – qualifications, knowledge, and skills necessary to perform the job functions. 

A job analysis is a process of collecting information and reviewing the data received e.g. qualifications and skills, prior to engaging in the recruitment and selection process. By completing a job analysis it will allow you a better understanding of the role, responsibilities and abilities required to employ the best and most effective staff for our role.







Why is it important to have a Job Analysis.
It is very important to complete a job analysis as we as an organisation feel it is the most effective way to target effectively and efficiently the most suitable candidate.
So we are looking for someone who is passionate for training and development has previous experience in teaching or training. 
When posting our job position, to ensure we appeal to the right people a job analysis will detail what duties the employee will undertake. Without a completed job analysis prior to recruiting hiring a employee development manager for our business there is a high chance of information being misinterpreted on what it takes to excel and succeed in the job. 
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Identifying KRAs: Job Analysis process helps in identifying Key Result Areas/Key Responsibilities Areas (KRAs) such as knowledge, technical, communication and personal skills, mental, aptitude, physical and emotional abilities to perform a particular task.



Setting Selection Standards: Job Analysis also helps managers in setting certain standards for selection process in terms of educational qualifications, work experience, expertise, special skill sets, unusual sensory abilities, specific career track, certifications and licenses and other legal requirements. This helps in identifying the basic requirements that make a candidate eligible for a particular post.
[bookmark: _GoBack]Identifying KSAs: The process also helps managers in determining Key Success Areas or Key Performance Areas. These are performance measurement tools that are used by companies around the world to measure those aspects that determine success of a job such as organizational goals, individual goals and the actions required to achieve these goals. This is about comparing the actual results delivered by an individual with pre-set success factors and analysing the performance. Once through, the whole process may require few changes if achieved results are around the set standards. They may require a complete change if there is a huge gap between the expected and delivered results
Therefore, a thorough and unbiased job analysis process can help organizations source right candidates, hire the most suitable individual and set appropriate selection standards
(Juneja, 2015)


























Job analysis methods 
Interviews
The Job Analysis Interview method is used to collect a variety of information from an appointee by asking the appointee to describe the tasks and duties performed. There are advantages and disadvantages to this method as; 
Advantage- allows the appointee to describe tasks and responsibilities that are not observable.
Disadvantage- the appointee can possible exaggerate or tactically ignore certain responsibilities or tasks to benefit themselves.  .

Observation 
Observation Method: A job analyst observes an employee and records all his performed and non-performed task, fulfilled and un-fulfilled responsibilities and duties, methods, ways and skills used by him or her to perform various duties and his or her mental or emotional ability to handle challenges and risks
(Juneja, 2015)

The observation method allows the analyst to gain first-hand information directly about the job being analysed. Critical Incident techniques are used within our organisation, this technique is about identifying an individual’s work behaviours which result in performance. This method is vital to really finding out what makes an individual tick, this is key to our organisation. The observation method allows us to obtain knowledge on the individuals personality and behaviour also identifying how the individual deals with situations on the spot. Other methods such as interviews and questionnaires only allow the analyst to obtain information indirectly. 

Questionnaires 
Because managerial jobs are different in character from jobs with clearly observable routines and procedures, some specialized methods have evolved for their analysis. One of the most well-known and widely used methods was developed at Control Data Corporation and is labelled the Management Position Description Questionnaire (MPDQ). Composed of a listing of over 200 statements, the MPDQ examines a variety of managerial dimensions, including decision making and supervising.
(HRMP.com, 2019)
Ensuring we have a thorough job analysis to support interview questions effectively is very important. We ensure we dive into the correct experiences and skills that we require for our Employee Development Manager role is key in the questionnaires technique. We ensure we focus on the qualities that are essential to us within our organisation. 





Conclusion 
To conclude my findings on the recruitment and selection process from job analysis, I believe having a thorough and well-designed job analysis carefully identifying Key Result Areas, Setting Selection Standards and determining Key Success Areas using the job analysis framework and exploring techniques to extract the information vital and relevant to our job vacancy will help us select the right candidate for the job efficiently and effectively. 
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