JOB ANALYSIS
Job analysis is a process that we use to collect information about the duties , skills , responsibilities , outcomes and the conditions of a particular job. If we miss critical information we can ending up hiring someone who lacks an essential skill needed to perform this job (Susan M. Heathfield 03.01.2019). We can break down job analysis in two categories - Job Description and Job Specification.
· Job description has more subcategories like
· Job Title 
A job title is a term that describes the position  held by an employee , as well a job title can describe the level of the position or the responsibilities of the person holding the position.
· Job Location
Describes the location where the job is available by an employee.
· Job Summary
We can say that job summary is like a brief , general statement regarding the important functions and responsibilities that comes with a job.
· Working Conditions
In general working conditions inform us about the working environment , job hours , physical aspects and legal rights.
· Job Duties
Job duties are a list of general tasks and responsibilities of a position , can specify a person who has to perform official functions or duties.
· Job Specification  
· Qualifications 
The term job qualifications is referring to the educations , work experience and skills. The qualifications are typical drafted by a hiring manager with a help of human resources. We can use the qualifications as well to identify the rights candidates for a specific job.
· Experience
 “‘Work experience’ is defined as a period of work that is designed to encourage reflection on the experience and to identify the learning that comes from working.” (Harvey:1998)
· Skills
Skills are those abilities that allows an candidate for employment to excel in a particular job. There are some skills that you can grow in training programs and there are skills attained by attending school. When hiring most companies will usually include the skill require to be able to perform the job in the job posting. The applicants who will have the closely match skills will have the best change to get selected for the interview. Job-specification skills very 	based on the position required.(Alison Doyle. 08.2019)

· Responsibilities
Responsibility is the state of fact of being accountable for a duty or task that you are require  or expected to perform something you should do because it is morally right and legally required. Responsibility can be thought of as the way you respond to a certain situation. Sometimes you need to take credit for you actions even if they are good or bad. Responsibility drives business results. Responsible workers are more engaged and hold themselves accountable to deliver results. Personal responsibility in the work place is important because shows your personal character. (Jason Armstrong 10.2016)
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