                        Description and job analysis




Job analysis is a process of reviewing the qualifications and requirements of a particular position in a company prior to engaging in recruitment and selection. By coming up with a number of assessment questions, you can get a better sense of the skills and traits needed by someone to succeed in a given job
 

A job analysis is often conducted every few years for each position. This helps us to track possible changes that occur over time in the nature of an employee's role. Companies and industries evolve, and an analysis helps us to stay on top of changing skills and experience.

 Job analysis 

The first step in the personnel insurance process is to analyse the job. Job analysis consists of studying it from the point of view of its responsibilities,, the level of training required for the occupant or the conditions of employment. The result of the job analysis is used to design or re-design the positions and put them in relation to other positions within the organisation. 

 The job analysis is performed in three stages:

1.job  identification;
2.descriptions  of attributions;
3.highlighting  the requirements of the position vis-à-vis its occupant.


The methods used to obtain the information needed for the job analysis are: observation, self-photography, interviews, the job analysis questionnaire, the specialised questionnaire.
As a rule, the methods that ensure greater accuracy are the long-term methods, and those that require less time consumption have the disadvantage of less accuracy. In general, the accuracy of information for job analysis increases with the number of methods used to obtain the necessary information.

Job description

The job description is based on the conclusions resulting from the job analysis, including information that characterises  the respective position, as well as the list of main responsibilities.
The  job description contains:

1.job identification (establishing its role, position and attributions);
2.specification (specify requirements regarding education, experience, personality traits, skills required for the new employee).

The description of the managerial positions is much more difficult than the one of the executive positions, being more inaccurate the description of the tasks and the steps that must be carried out for their accomplishment:
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-to be  based on the information provided by the job analysis
-to contain all  the points necessary for the purpose for which it was elaborated
-to use a concise style
-not to contain contradictory information that may leave room for interpretation
-to clearly define the tasks and the limits of responsibility
-to contribute to the employee's appreciation of the work performed, not as a routine activity but as a personal creation
-to provide the employee with new and meaningful information about his job


Stages of job description:


1.identification of the position (specifying the name of the compartment to which it belongs and the recognition code)
2.explaining the purpose (it will be explained to the employee clearly and in his / her sense of what is to be followed, how his / her benefits will also proceed from the fact that the job description will help him to fulfil the responsibilities better and easier)
3.collecting information (by distributing questionnaires, conducting interviews, etc.)
writing the job description (as a synthesis of the important elements that characterise the respective position).
