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A job analysis is a process used to gather information about duties, responsibilities and skills that are required buy an organisation or an existing / potential employee. It helps determine which employees are best suitable for specific roles. You will need to collect as much information as possible to put together a job description.
To write a job analysis you should begin with the need, then outline the tasks required then you could add the desired extra’s. 
Purpose & Importance 
The process is used so that the information obtained will help make a careful calculation of a job profile. Job analysis plays a very important role in recruitment and selection, it is also one of the most important functions of a HR Manager or department. Job analysis can improve the efficiency of organisations by gathering comprehensive information e.g. Job evaluation, job designing, deciding compensation packages and benefits packages, performance appraisal, analysis training and development needs, assessing worth of a job, increasing personnel & organisation productivity  

Process 
The process involves in depth investigation. The first step you must take after identifying a need. Before writing a job description you must first identify what person to employ and exactly what responsibilities will be required. What particular organisations or department might need, the process also helps determine particulars about a job 
E.g
· Job Title
· Job Location 
· Job Summary 
· Duties Involved 
· Working conditions 
· Machines / Tools 
· Equipment, Materials. Possible hazards 
Although the process is not limited to just these factors is also extends to finding out human qualifications to perform the job, these include levels of education, experience, training, leadership skills, responsibility & emotional characteristics, these factors change according to the type of industry or particular job. 
Gathering information involves a lot of effort and time to decide what type of content or information is needed & why. 
What to collect 
There are a number of methods of collecting job analysis data, this will depend on the needs and requirements of the organisation.
Typically, all methods focus on collecting the basic job related information. Selecting an appropriate method depends on the structure of the organisation. 
Observation Method

                                                                

Job Analysis    method
Interview method

                       Questionnaire method

                 

Tools 
There are various tools & techniques such as O*NET model, PAQ model, F-JAS model and a company model to help HR Managers to develop genuine job description and job specification data.             


Identified Job – Need 
Travelling head person – Transport Manager      
· A head person is a senior role so you need to have plenty of experience working within the industry. 
· The travelling head person is part of the management team and is responsible for taking horses to the meeting.
· As a travelling head person you will be on the road a lot, so a love for travelling would be essential.
· You may have to represent the trainer declaring and speaking to the jockey and the owners. 
· At the meeting, you must over see the saddling of the horses & leading them into the paddock before the race.
· You will need to be reliable hard working and organised.
· Being able to drive the horse box is a key skill for a travelling head person. 
· You will need a certificate in equine transport – British Racing School.
· See the world and be involved with the excitement of race day.        

	








Travelling Head Person / Transport Manager 
Full Time – Permanent
Haverfordwest, Pembrokeshire
£22,000

A flexible, hardworking, polite individual required to join our team on a small private yard wuth excellent facilities. 
Full time hours to cover 7 days a week based on 40hrs on average., this will include weekend work. 
Experience of horse management, yard / stable & field duties are essential. Plus the ability to work with horses from the ground. 
Applicants must also hold a certificate in equine transport, have good road knowledge, also must be able to work on their own initiative, unsupervised and also work as part of a team. Applicants must be local, flexible, reliable, honest & 100% trustworthy equipped with sense of humour. 

Please email Mrs J B Jones – jaynebrendajones@icloud.com 
Telephone – 07513435526 for an application form

Application deadline is Friday 20th December 
Experience – Equine Level 1 (Preferred) Diploma
License – Certificate in equine transport (Compulsory)

