                                               JOB ANALYSIS

                                                              
What should your job ad contain?
 
· Job Title
· Location
· Salary
· Why the candidate would be interested in the role – what’s in it for them
· Summary of the role’s responsibilities in every-day language 
· How to apply for the role (online application, phone call, email)
· What to include in their application
· When applications close 

Job Analysis is a process to identify and determine in detail the particular job duties and requirements and the relative importance of these duties for a given job. Job Analysis is a process where judgements are made about data collected on a job.
What are the types of job analysis?
Job specifications can include skills, abilities, education level, experience, interests, personality traits, or other physical characteristics. Job analysis methods can be categorized into four basic types: observation methods, interview techniques, questionnaires, including bio inventories or checklists.
Additional outcomes of a job analysis include making employee recruiting and hiring plans, position postings and advertisements, and performance development planning within your performance management system. The job analysis is a handy tool that you can use to populate any of these processes for employment success.
How to Perform a Job Analysis
Certain activities will help you create a successful job analysis. The job analysis may include the following activities:
1. Reviewing the job responsibilities of current employees. It is critical that you ask the actual employees who are doing the job what they do every day on the job. Frequently, HR and management (especially senior management) have no idea what encompasses the day to day functions of any particular job. They may see the output, but they have no idea what work actions and behaviors go into the employee producing it.

2. Doing internet research and viewing sample job descriptions online or offline highlighting similar jobs. While you never want to copy another company's job description, looking at several is helpful in writing your own job descriptions.
You can find sample job descriptions by searching for “[Job Title] Sample Description” or you can look at job postings for positions companies are currently hiring. You can also look at LinkedIn to see how people describe their accomplishments in a job.

3. Analyzing the work duties, tasks, and responsibilities that the employee filling the position needs to accomplish. Not every job within a company is optimized. You may find duties that are undone or projects that you should move from one department to another. You may discover tasks that another job would more successfully and easily accomplish.
Bottom Line
Don't put off writing job descriptions. You will find them invaluable when you look at salary and compensation when hiring and promoting, and when evaluating whether or not a job meets the qualifications for exemption from overtime. They are an effective communication tool to use with employees so your expectations are clear.
[bookmark: _GoBack]Different means of advertising the jobs
Local Newspaper


The local paper often has a classifieds section where local jobseekers look to find their next career move. This is a good medium to use if the type of role you are advertising requires people who need to be based locally
Company Website/Newsletter

If you have one, use your website to advertise the job – often, the people who look at your site are familiar with you and understand your industry so this can be a good source of candidates.

This also gives the opportunity for good internal candidates to apply, if they don’t already know about the vacancy.

Social Media

Social Media is another source of potential candidates. If your company has a Facebook page or Twitter feed, you can post a version of the advert (or a link) and encourage your ‘followers’ to share with their networks.

Professional networks, such as LinkedIn can be used to get the word out about the vacancy – encourage your colleagues and staff to share the ad to their networks too.

