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2.1.1. Meaning and Definition of J Ob Analys1s.

Job Analysis (JA) refers to a complete and orgamsed study of _]O'b's to
understand the characteristics of people to be hired for vacant positions
in an organisation. It is a process of gathering essent-lal Job-rfc-:lated
information and its analysis. It gives the basis to determine the kind of
information to be extracted from the applicant, past employers, and from
various other sources. It is the main element of whole human resource
practices; so it is very crucial in every organisation. It helps the
organisation in transforming the functional goals being developed into
some specific human activity.

According to Edwin B. Flippo, “Job analysis is the process of studying
and collecting information relating to the operations and responsibilities
of specific job”.

According to Donald, “Job analysis is a method of scientifically
dissecting a job in order to determine the component elements and their

influence upon the length of learning period of the worker, production
and labour turnover”.

According to Dale Yoder, “Job analysis is the procedure by which the
fac.:ts with respect to each job are systematically, discovered and noted.
It is sometimes called “job study’ suggesting the care with which tasks,
processes, responsibilities and personnel requirements are investigated”.

2.1.2.  Features of Job Analysis

Job analysis has the following features:

1) Organised Way of Collecting and Analysing Information about

? Job: The' funda{nent?l element of human resource management i
job ar?alySIS, . which IS an organised manner of collecting and
analysing the information relating to job content, context, etc

2) Job Creation: Job analysis aims to create jobs that are aligned to

the organisation’s work flow that is required to be completed. Job
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analysis is focused :
sed on usg ;
about the performance l(‘):-'nllg a4 proper system to collect information
is used for creating job d L ‘(_’ Dfiﬂplc in their jobs. This information
> JOb descriptions and job specifications.

Linked to IR Activities: There are :

sources of data that can be uliliqcld diluc - Xﬂff@ly -of mclths e
Jtial” BSSotemet’ Bf ot a,nu._l qiqll;:xc.cu‘l.mg' job analyS!s. The
infm:n}at.i(.m and convex.'ting it il)mllLo‘ lhccgjl(?l: dfc':(::r]: )Egﬂ]c::ldg 'Olg
SpClel.Cﬂ(.‘OHS‘ for the use of HR activities P;'opér in[’c;rmatjig

l'c‘ga{'dmg the job requirement is necessary to‘\./alidatc HR actions lg
the qu. In order to be effective, HR planning, recruitment ;111d
sclecm.)n !n.usl be aligned to the job rcquircmcnls’mul the ability of
every individual. Other aspects of HR like compensation, training
and employee performance appraisals must be bascc’i on thc;
requirements of lh(? job. Job analysis can be used to identify various
job factors and duties which contribute to health and safety issues at
work. Therefore, job analysis is a critical factor which affects
labour-management relations.

Re-Designs Jobs: Job analysis gathers information on those specific
features of job that makes it unique. Re-designing of jobs is another
function that can be performed with the help of the information
gathered through job analysis. However, the basic objective of job
analysis is to know the tasks that are needed to be performed on the
job and the individual capabilities that are required for it.

2.1.3. Purposes and Uses of Job Analysis

Purposes and uses of job analysis are as follows:
1) Human Resource Planning: Job analysis is used for determining

2)

knowledgeable and skilful human resource requirement in an
organisation. It helps in making systematic promotion and transfer
policy by displaying lateral and vertical links between different jobs.

Recruitment: Job analysis helps in identifying the right method and
the right time to recruit people for the future vacancies in the
organisation. It is necessary (O recognise the skills and positions
required for future vacancies to allow managers (O plan for
recruiting manpower in an organised way. FFor example, with the
help of job analysis, an organisation which recruits MBA slucl_cnts
for equity research realises that these vacant positions can be filled
by graduates who have an aptitude for analysis. This information
can be used by organisations in recruiting graduates ‘Yvho are
available in large numbers as equity analysts, and offer them

comparatively lower salary.
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Selection: It is very difficult to choose a suc;tablsepggi(;nir;tholgll

having a definite idea about what is suppose tt(')dentiﬁed distinjc(:l ]

For example, if a Mega bazaar manager l_las not 1 e y
the job responsibilities of a clegrk, then it 18 pgt easy] ne e
the person who has been selected has the ability to plac ems';
maintain a cash register, or keep up-to-date accounts. RERORIE

Placement and Orientation: When selection 1s co.mplete', tl}e fresh
recruits have to be placed iﬂ a job that best suits the1.r mterfas[,{
behaviour and actions. When we are not assured qbout the job 'dlltles,‘
it is impossible to analyse the |most suxtabl'e candld'ate for th.e Jjob. Ina
addition, without appropriate understanding of job reqqnements’

effective job orientation is not easy to achieve. Fr<?sh recruits should

be given a clear training about the job tasks and duties.

Training: Appropriate training cannot be imparted until we,c.lo not.
clearly state what the job is and what is required to do on the ng?. Al
current recruit or potential candidate may not require extra training,
but he can be sure about thg job when he is aware of the job
requirements identified by job analysis. ' !

Counselling: Managers offpr good career guidance to the
employees when they have allbetter understanding of the types of
jobs existing in the company. Similarly, by identifying job'
requirements, employees be¢ome easily aware of their career |
options. Job analysis also helps employees know the areas which
they need to develop in order tb move forward in their career.

Employee Safety: Job analysis helps the managers in analysing
hazardous conditions after tudying various operations to be
performed in a job. It helps i creating a healthy and safe working
environment by easily improvi g work situations.

Performance Appraisal: Job analysis information ijs essential for
the establishment of performhnce standards. Value of employees
can be evaluated by a thoroug understanding of what the employee
Is meant to do and what is his fctual performance. Therefore, on the

b:dSlS of’ an employee’s performance, the organisations should pay
him a fair remuneration.

Job Design and Re-Design: | The process of integrating different
tasks together to make a complete job is called Job design. Once the |
jobs are thoroughly studied, it is easjer to take corrective measures by
analysing their weak points, Tl:Erough and continuous monitoring can
be done to remove unnecessar movements, simplifying some steps

and improving existing ones. Thus, jobs can be re-designed in order
to test th? intellectual standard I employees.

I

I ' | { ]
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b E fOn: :
10) g;’ tllevﬁil;iasugp.l Job analysis helps in identifying the value of a job
«kill and abilitieSCVCI O_f difficulty, type of work done, knowledge,
- cniEabIE Tevel réqmred. Thus; it helps in effective designing of
an €q evel of wage and salary structure of the jobs.

11) DlSCIplmf:: Job analysis identifies the reason behind inability of the
workers in meeting nec ‘ ;
actions may be taken i cssary performance standards. Remedial
- o Ay ha] en.m du.e tnpe to averse the difficult situations. In

N » 1t helps 1n maintaining discipline in the organisation.

12) Industrial Relat.ions: Industrjal relations among managers,
¢mp]o):j§es apd unions can. be improvised by proper job analysis and
thus .1S.p}1%es and grievances associated with tasks and
responsibilities can be settled easily.

13) Compgnsatlon and Benefits: In compensation, it is profitable to
determine thfi re}ative worth of' a job to the organisation before
valuing the ?ob In terms of salary. According to internal context,
yvorth of a job increases as the' task and responsibilities become
important. Job with higher KSA ((Knowledge, Skills, and Abilities)
adds higher worth to the company. |

14) Support Legality of Employment Practices: In order to support
the legality of employment practices, a well arranged job analysis 1s
necessary. In fact, the importance of job analysis is noted in
employee selection method guidelines. Several times decisions of
demotions, transfer and promotion are safeguarded by job analysis
information. For example, job analysis forms a base for combining
together the functional areas and infrastructure in developing a good

human resource programme.

2.1.4. Process of Job Analysis

The steps followed in the procedure of job analysis are shown in figure
2.1:

Determination of Uses of Job Analysis

v
Strategic Choices in Job Analysis

v

Information Collection
X

Information Processing

Job Job
Description [ Specification

Figure 2.1: Process of Job Analysis
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2.1.4.1. Identify the Job to Examine
Well any process is futile until its purpose is not identified and defingg
Therefore, the first step in the process is to determine its need an(i
desired output. Spending human efforts, energy as well as money |
useless until HR managers don’t know why data is to be collected an(?
what is to be done with it. For the HR practitioner and/or externy|
consultant involved in this initial phase of the job analysis process, SOmg

key questions should be considered before proceeding:

For a New Job:
1) What is the actual work that would be required of an incumbent i,
this role, and what organisational outcomes would be met?

2) Are there any other jobs in the organisation that do work similar g
the work identified for the proposed new job? In other words, did s
similar job have to be created anywhere else in the organisatiop
already, and if so, where and what does it look like? ;

3) Is it anticipated that'the work required of an incumbent in this new
role will serve a short-term need, or will it continue to meet long:
term organisational objectives? {

For an Existing Job: !
1) Why does this need currently exist—an employee termination, a
voluntary resignation or retiring, a transfer or promotion? |
2) How many incumbents currently work in this job: Does one person
hold this position, or do multiple incumbents work in this capacity?
3) What has been the history of this job? In other words, has this job'
encompassed the same tasks and responsibilities always, or has it
been modified over time, and why? \ i

4) When was the last time a job analysis was conducted for this job?

2.1.4.2. Strategic Choices in Job Analysis ;

While conducting the process of job analysis, following five aspects

should be covered by the organisation:

1) Employee Involvement: Employees are the best source of
providing information. The relevant data regarding the functions
be performed, skills required, and responsibilities to be carried-
for the job can be easily collected by the analyst from the employec®
because they are used to it.

2) Level of Details: Analysis is directly related to the details received:
The level of details collected affects the level of analysis, i.e., high¢!
the details collected, more effective the analysis will be and vice-vers®
The nature and type of data collected depends on the level of analysis-

oul
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3) Whem and How Often: A
conduct the analysis and ho

4) Past-Oriented yergyg
folloW traditional job
the jobS were perform
the current sjtuation.
need 1O adopt future-
these methods is on
can even decide the
advance. This helps
jobs before the actual

alyst should be clear when they have to
w frequently they can perform it.

Future-Oriented: Many organisations
analysis methods which are focussed on how
ed in the past and how they are performed in
But with the change in time, organisations
oriented job analysis methods. The focus of
preparing employees for the future jobs. They
methods to be used to perform the functions in

the organistions to recruit and train for future
transformation. '

5) Source of Job Data: Employees working in the organisation are the
major source of information. Though there are various other sources
also which may include both human and non-human means.

2.1.4.3. Determine Appropriate Information Sources and
Collect Job related Data

This step includes certain aspects that should be covered while
collecting data:

1) Types of Job Analysis Information: The information to be
collected should be relevant and must recognise the functions to be
performed, duties to be carried-out, the equipment to be used and

other job related issues so that the process of job analysis can be
made successful.

2) Persons Involved in Information Collection: The person who is
given the responsibility of collecting data can either collect the data
from a senior employee or an experienced job analyst or an
employee who has good experience in that particular job.

3) Methods for Data Collection: The techniques used for data

collection in job analysis are interviews, observation, questionnaire,
etc.

2.1.44. Information Processing

After data collection, the information is processed in order to make it
useful for HR functions. ‘Job descriptions’ and ‘job specifications’ are
the most common outputs received after the job analysis.

The Job description comprises of job duties, the level of responsibilities,
working conditions, etc. and whereas the job specification tells about the

skills, education, background, qualification, training, communication
skills required to perform a specific job.
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2.1.5. Methods/Techniqpe.s of J ob Ana;y_sns e
Job analys.is"-\ can be .,condugted using various Htec ,l.uques. D‘Yerse
methods of gathering data for qu analysis a§e as fo. owc?.t . ;
1) Questionhaire: Though thi @Z}:hod of ‘collectllng‘ fla lsh\.’ery. t‘;:le’,
s consu'ming\ and. difficult, but sti]l clerical Yvorkers use this methg
on a large scale. Under this mgthod, the Job hol.de{s are aske.d to
provide the entire Signiﬁc?ft dpta, regarding their :]Obs. in wﬂ!.teh
form in their own v;rords. is 2 method jof gathering informatjg,
about any job through mail sur:/,e‘ys.l e T R |
S TS R e S S L R S S A T A B RS AR R | . p : \ o
2) Checl‘di t: In ihis meth(‘)d: %e employee is given a list o tagg
statements and he has to simply check the tasks performe.d by ‘hin,
Unlike questionnaire method, ihis method is much convenient as the
employee is not accountable tio anyone. Howc?ver, a lot of work g
done to gather suitable task statements, -but it is easy to govern anq
can be tabulated. ) , , bt

3) Interview: In this method, gthe.i interview - is usually conducteg

outside the organisation.in which interviewees are either called one.

- by-one or in a group. The information given by all the interviewees

is combined together to have a clear picture about the job. -Although

this-method is also time-taking and expensive, but it proves to be
beneficial for the company. f ' b i (] ke

4) Observation: Observation méthod provides a clear job description
as the analyst personally: observes the performance of the employees
and the working environment}in: which he is working. Usually. this
method is adopted by those organisations where major functions are
performed by manpower and the working period is short. This
method is expensive, slow and normal work functioning may also
get interrupted. il % :

f
|

5) Technical Conference:  In ‘this method,  the main sources of
obtaining information about the job are the supervisors and not the
employees. But sometimes, the data given by them is not accurate as
they provide data on the basis of their previous experiences. Some
of the supervisors do not havé sufficient knowledge about the jobs

which are not performed by them and thus they may give wrong
answers. ' '

6) Self-Rgcording of Diary: It i_ts a systematic wa
regardmg- the job responsibilities and the tim
these duties. This method is more useful at t

level as compared to the middle and lower level
it wastes a lot of time and

y of collecting data
e taken to performt
he top management

employees, becaust
affects the normal working of th
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9)

i
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cmployees. Since in this method, employees are asked to write

about the activities performed by them on a daily basis in a diary; it |

)\ qe co
becomes really (difficult for the employees ',to“ carry-out both the

things in a limited period of time.

\

eqt . » v i . t §
Critical Incident: Under this rriethod, inf(irmation regarding

- incidents of both' positive and negative behaviour of the employees

is-collected as it{may prove out to be beneficial|in the job analysis
process. This duty of collecting the information related to such .

instances 1S given to the supervisor. These instances can be _

\infimited'and Five infOrination tegarding tritidal fedtured of the job. \‘
Occupational Information Network (O-NET): The O-NET is a
complete: database system that provides accurate and reliable
inforrriatlon about any job. It is a substitute to the conventional job
analysis .system. O-NET makes use of various indicators that can
provide information about any job all over the world and thus has
become an important source of gaining data even by the Central

Government.

Repertory Grid: This technique was developed by George Kelly
and generally takes place in the form of interviews. The main focus
of this method is to understand the perception of the individuals
about the job they are performing. For this, a grid is created on the
basis of thoughts of job holders about the job. This method can also

" be used to identify the view which differentiates high "quality

performers from low quality performers. The behavioural signs

‘responsible for these constructs can be easily determined by the

process of laddering. It is mainly useful for interviewing
subordinates. '

10) Task Inventory Analysis: This method was introduced by U.S. Air

Force to assess jobs of the Air Force’s employees. This method is
the best way of identifying KSAs (Knowledge, Skills, and Abilities)
required for a job. The questionnaire prepared is tailor-made and is
not pre-prepared. This-method is used for developing appraisal

forms, writing job descriptions, identifying suitable test of selection.

2.1.6. Problems in Job Analysis

Major problems associated with job analysis are as follows:

1)

Lack of Support from Top Management: Sometimes
unsupportive behaviour on the part of higher management lowers
down the morale of the employees. Some high level managers
create doubts in the minds of employees by not telling them clearly

about their job responsibilities.

\
I

\
\

|
I
‘.

\ vV

|

1
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Relies on Single Method for Data Collection: Job analystg
hnique for evaluation, which may not

prefer using a single tec atiol
eficial. If a combination of two or more

prove out to be much ben ' |
techniques is used, it may help 1n collecting more relevant ang

accurate data. _

Lack of Training/Mo jvation: Proper job analysis can take

pla\cé only if the quality data is available with the anal.ysts. This
data is mainly received through the job holders. But since these
job holders are not trained, they are not able to give the quality
data. They are also not appreciated or rewarded for providing

data; they refuse to provide accurate information to the analysts.

Thus, due to lack of motivation, this information source remains

unutilised.
f Information: Due to lack of motivation and

training, few job holders even try to misrepresent the data. They
may lie about the information because of the negative feeling inside
them. This misleading can be either intentional or unintentional.

Misrepresentation 0

Non-Involvement of Supervisor and the Employee: Supervisors
believe that the job analysis is the sole responsibility of the analysts
and thus do not involve themselves in the process. But: if they co-
operate and support the analyst, the analysis process becomes more

accurate and effective.

Considered as a Waste of Time by Managers and Supervisors:
Job analysis is considered as a waste of time by supervisors and
managers. The main reason behind this thought is that they are not
aware of the outcome of job analysis and its importance to the
organisation. So, they take the whole process very casually and
information obtained by them seems to be misleading and

insufficient.

Employees’ Fears: Earlier the job analysis was conducted for the
expansion of the jobs and to increase the production.. For this the
employee’s salaries were reduced and sometimes they were even
suspepdcd. This fear of being thrown out of the job is still there i
the minds of the employees. Thus, their fear needs to be eliminated
to make the process of job analysis effective. ‘

Need to Update Gathered Information: As the requirement of
job changes, the information regarding these job changes should b¢
recorde.d and updated. If the company uses old data for job analysi$:
the decisions made may prove to be incorrect. :
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t! 2.1.7.  Guidelines for Job Analysis
# Following are the guidelines for job analysis:

| 1) Job {xnalysis must be a Continuous Process: Job analysis is an
Ongoing process; it is not a one-time activity and should be
performed in conformity with changes taking place in job and
technology. There are modifications in the job due to arrival of
computers. With technological advancements, everything is
becoming online and thus numbers of paperless offices are
increasing day-by-day. Moreover, jobs are self-designed by the

employees as they follow their own explanation of . job
requirements.

! 2) Individual and Job Based Analysis: Many times when
‘ information related to job analysis is gathered, the employee himself
becomes a reference point for analysis. Thus, firms focus on
individual analysis rather than job analysis. Some employees are
better performance achievers than the rest. Job analysis does not
include actual employee performance but it involves his future
performance. Therefore, any action involving job analysis based on
employee performance can be ambiguous.

| 3) Determination of Minimum Job Requirements: = Determining
| minimum job requirements is one of the main elements to be
considered in job analysis. Any activity undertaken for ideal
requirements may not be true. Though job situations change
quickly, what is ideal in present may not be ideal in the future.
Therefore, any initiative in job analysis should focus on minimum
requirements other than those requirements which are ideal.

4) Use of Various Methods: Using a single methodology may lead to
biased results. Therefore, it is advised to use multiple methods in

which outcome of one method is verified with the outcome of other
methods.

|2.2.. JOB DESCRIPTION
12.2.1; Meaning and Definition of Job Description

Job description is a written statement which answers the questions such
as what the job holder does, how the job is done, under which
|| circumstances it is done, and the most important one, why it is don.e? It
gives information about the job like job content and working condi.tl.ops.
J| [t is descriptive in nature and explains the functions and responsibilities

m;.cessary to do a certain job specific alongwith its objectives and areas
oI work,
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According to Robert Kreitner, “Job description. is a concise docum'em"
that outlines the role expectations and skill requirements for a specifyy
job”.

According to Swansburg, “A job description is a contrac.:t that shoyg |
include the job’s functions and obligations and tell the incumbent to
whom he or she is responsible”.

2.2.2. Contents of Job Description

Contents of job description are as follows: :

1) Job Identification: Job identification, also known g
organisational position, includes the job title, alternative title,
departments, divisions, plant and code number of the job. The job
title recognises and designates the job appropriately. The
department, division, etc. indicate the name of the department angd
its location. The location shows the name of the place. |

2) Job Summary: It delivers two significant objectives. Firstly, it}

gives a brief definition which is helpful as additional identification’
information. Secondly, it is used as a summary to direct the readers
for understanding the detailed information about the job. It provides:

the reader a ‘fast and short explanation’ of the job content, generally
in a few sentences.

3) Job Duties and Responsibilities: It clearly describes the duties and"
responsibilities to be carried-out during job with an appropriate
understanding of primary, secondary and other duties. It is also

considered vital for any job. It also notifies about the time limit of
the job and sub-jobs.

4) Relation to Other Jobs: It helps in identifying the job in the
organisation by

putting the job below or above in the job hierarchy.
It also shows an idea of the vertical relationship of work and
process.

5) Supervision: The extent and the nature of supervision needed i

each job are also indicated in the job description. Under this, the
number of persons to be moni

; tored are given alongwith their job
titles and the level of supervisi = = d

on involved in the form of generﬂlv
on.

6) Machines, Tools and Materials: Jop des
the machines, tools and materials re
shows the nature and difficulty of ¢
of the training programmes.

intermediate, or close supervisi

cription also comprises of
quired for performing the job. I
he job and aids in the executio®
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Working Conditions:

: gives the knowledge about the working
environment such as he

) _ at, cold, dust, wetness, moisture, fume,
odour, oily condition, etc

‘ - in which the job holders have to perform
~ their work.

3)

22
Use
1)

2)

3)

4)

)

D)

Hazards: It gives an idea a

bout the kinds of risks to life and limbs
and their chances of happen

ing, etc.

3.~ Uses of Job Description
s of job description are as follows:

Developing Job. Specifications: Job description helps in building-
up the job specifications, which are supposed to be valuable for
planning, recruiting,

training and hiring people with the necessary
skills for the job.

Group Discussion:
a fruitful group disc
executive level.

Preliminary drafts can be utilised as the base for
ussion, especially, if the process begins from the

Orientation of New Em

orienting new staff membe
and functions.

ployees: Job description is useful for
I's towards their basic job responsibilities

Developing Performance Standards: Job description is the basic
document for the purpose of developing performance standards.

Job Evaluation: Job description helps in evaluating the job as a
wage and salary administration method.

Helps a Manager during Interview: A job description helps the
manager in framing appropriate questions to be asked while
conducting an interview.

Vehicle for Organisational Changes: It becomes a medium of

* organisational change and upgradation. It helps the top management

in delegating the responsibilities.

2.2.4. Specimen of Job Description

Specimen job description of compensation manager is given below:

Title Compensation Manager

Job Code HR/1234
Department HRD
Summary

2

Responsible for properly designing and administrating
employee compensation plans.
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Duties 1) To conduct job analysis. o

2) To make job descriptions for the present and future
Job positions.

3) To evaluate job descriptions.

4) To act as a Chairperson of Job Evaluation
Committee.

5) To make sure that the organisational rate of
compensation matches with the policy of the
organisation.

6) To conduct salary surveys from time-to-time and
relate the salary with employee performance.

7) To develop and execute employee performance
appraisal programmes. ‘

8) To develop and implement employee benefit

programmes. :
Working Eight hours per day. Six days a week.
Conditions

Reporting Director, HR Department.

2.2.5.  Guidelines for Writing Job Descriptions
Since job descriptions can be used for many different purposes, employers
should take care to write them as comprehensively as possible. Following
guid=lines must be considered while writing job descriptions:

1) Use Logical Sequence in Arrangement of Roles and Duties: Start

with the task including the percentage of time assigned to each task
and be consistent.

2) Be Brief and Specific: Specific and brief description about the job-

should be given. Avoid using generalised statements. Give a clear
and brief description of job task and duties.

3) Mention Duties Clearly and Briefly: When each duty i
mentioned clearly and briefly in the job description, everybody can
have a quick look on the description and it becomes easy for them (0

identify each and every task properly. Further, each and every task
should be identified as “essential” or “non-essential”.

Avoiding Unnecessary and Ambiguous Words: Keep sentence

structure as simple as possible and avoid the use of unnecessary words

that do not contribute in giving relevant information. For examplé

“Handle mail” can be written as “sort mail” or “distribute mail”.

5) Avoid Listing Each and Every Duty: Begin the job description b?:

using the phrase “primary duties and responsibilities include..--
and then carry forward from there. Finish the job 'dcscrip‘tion.by_t
using the phrase “perform other related duties and rgsgpljsibib““’

as required”. ' |

4)

ST
s AR
Sy




Job Analysis, Job Description and Job Design (Module 2) 67

6) Use Particular Examples of Tasks When Necessary: It becomes
easy for the reader to understand the scope of task and duties, when

appro.pri.ate examples of task wherever required are used in the job
description.

7) Avoid Technical Language: A good job description should use
commonly .known terms and should include the job responsibilities
that are easily understandable to everyone.

8) Express the Number of Task Appearing Frequently: Each task
should be allotted an estimated time by using a known technique of
making a column on the left side of the task with comparable
percentages.

9) List Duties Individually and Briefly and Avoid Narrative
Paragraphs: We are not writing an English essay. Therefore,
narrative paragraphs should be avoided in order to list task and
duties individually and briefly. This will make the job description
clear and understandable.

10) Avoid the Reference of Particular Individuals: Do not include
references of particular individuals in the job description, instead
use references of job titles and positions.

11) Objectivity and Accuracy in Job Description: Avoid describing
those personnel who were dismissed for poor performance and who
were promoted for extraordinary performance.

12) Refer to Job Titles Rather than Individuals: For an easy
description it is advisable to refer to job titles rather than referring to
individuals. For example, “Report to.........Manager” instead of

“Report to Mr. ABC”.

13) Ensure that All the Information is Job-Related and as per Equal
Employment Opportunity Laws: A job description shouid follow the
laws and rules of equal employment opportunity while writing it. This
helps in preventing the possibility of legal problems arising in future.

14) Eliminate Meaningless Articles like ‘“a” and “the” while

Drafting Job Description: The lengthy job description does not
mean that the importance of the job will increase. Therefore do not

draft a job description in a lengthy and comprehensive manner. One
or two pages are sufficient for job descriptions. _

15) Begin Each Duty with Action Verbs: Begin a sentence with an
action verb and include one descriptive word indicating 1ts main
function which is to be done and thus the degree of responsibili.ty is
easily conveyed to the reader. For example, compare “‘authorises
to “under the authorisation of”.

S e i e ]
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6) Use Particular Examples of Tasks
easy for the reader to understand the

appropriate examples of t
description.

When Necessary: It becomes
scope of task and duties, when
ask wherever required are used in the job

7) Avoid Technical Language:
commonly known terms and s
that are easily understandable t

A good job description should use
hould include the job responsibilities
O everyone. :

Express the Number of Task Appearing Frequently: Each task

should be allotted an estimated time by using a known technique of

making a column on the left side of the task with comparable
percentages.

9) List Duties

8)

Individually and Briefly and Avoid Narrative
Paragraphs: We are not writing an English essay. Therefore,
narrative paragraphs should be avoided in order to list task and

duties individually and briefly. This will make the job description
clear and understandable. e

10) Avoid the Reference of Particular Individuals: Do not include

references of particular individuals in the job description, instead
use references of job titles and positions.

11) Objectivity and Accuracy in Job Description: Avoid describing
those personnel who were dismissed for poor performance and who
were promoted for extraordinary performance.

12) Refer to Job Titles Rather than Individuals: For an easy
description it is advisable to refer to job titles rather than referring to

individuals. For example, “Report to.........Manager” instead of
“Report to Mr. ABC”. :

13) Ensure that All the Information is Job-Related and as per Equal
Employment Opportunity Laws: A job description shouid follow the
laws and rules of equal employment opportunity while writing it. This
helps in preventing the possibility of legal problems arising in future.

14) Eliminate Meaningless Articles like “a” and  “the” while
Drafting Job Description: The lengthy job description does not
mean that the importance of the job will increase. Therefore do not

draft a job description in a lengthy and comprehensive manner. One
Or two pages are sufficient for job descriptions.

15) Begin Each Duty with Action Verbs: Begin a sentence with an
action verb and include one descriptive word indicating its main
function which is to be done and thus the degree of responsibility is
easily conveyed to the reader. For example, compare “authorises”

to “under the authorisation of™.
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23.1. Meaning and Definition of Competency |
“competency” and “compete‘nce” are generally use( |
interchangeably but they are entirely .d{fferent from eac}T other,
Competency is the possession of requisite knowledge, skills anq |
behaviour in order to perform a job effectively. Wherejas, competence
refers to the unique ability of the organisation .whlch grants it 5
competitive edge over its rivals. Competency 1s ‘s.pe01_ﬁc to an |
individual, whereas competence' is related to the unique’ Yvork of the
organisation. Competence can be defined as an organi‘sz.mona! ability’
grounded on job roles and activities, whereas competency is'the inherent' |
ability of an individual based on personal behaviour. Both of these terms
are discussed at length below. : 35 a0t S5, 030

The terms

Competences explain what should be done to perform-a job effectively.’
It involves breaking the jobs into separate components and connecting
the two essential parts of performance — what task.is to be performed |
and what should be the standard of performance. Competence therefore,
is concerned with results in place of inputs. s :

Accordihg to Woodruffe, “Competence is a work-related concept:
which refers to areas of work at which the person is competent.”

According to Tovey, “Competenceis defined as th,é éppﬁééﬁonjdf a
blend of knowledge, skills and behaviours in the context of individual
job performance.” 5 i ' |
On the other hand, compete‘ncies. can be defined as individualé
capabilities or -attributes that"are essential for 'performing 'a' task |
effectively. They can be understood in the form':of qualities- of 2
manager that enable effective utilisation of employee skills and|

knowledge which lead to successful performances. It is noteworthy that
competencies are not permanent. ] o

They can be developed with right guidance and subr;oft, though
development of some competencies is difficult than others. Jointly
employees and managers may recognise the most critical competencies
which have a direct bearing on employee’s effectiveness. Studies have
identified following five essential competencies at workplace ~
performance, cooperation, leadership, planning and lastly, problem
solving and reviewing. R, it
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According to Green, “Competency is a description of measurable work
habits and personal skills used to achieve a work objective.”

According to Mirabile, “Competency is knowledge, skill, ability, or
characteristic associated with high performance on a job.”

According to Boyatzis, “Competency is an underlying characteristic of a
person casually connected to effective or excellent performance in a job.”

2.3.2.  Characteristics of Competency

Following arc the characteristics of a competency:

1) Skill: Skill refers to the utilisation of unique capabilities in
performance of a’ given task, whether mental or physical. For

example, tasks iﬁvolving application of- theoretical or practical
knowledge, analysis and synthesis.

2) Knowledge: Knowledge refers to 'the understanding of a particular
function by a person..It consists of many elements like memory,
numerical’ ability,  linguistic knowledge and knowledge about
complex. relations. Through the analysis of knowledge, one can

predict about an individual’s work or area of interest but cannot
predict about his potential.

3) -Self-Image: Self-Image an individual’s perception about himself. It is
depicted either in the form of self-confidence or low self-esteem. For
example, one may see oneself as a leader or simply as a follower.

4) '_I‘,l‘:‘a‘it::lea'it refers to the physical features and permanent attributes
of a person-that lead to constant reactions to stimuli.

5) ‘Motive: Motives are the needs that guide human behaviour towards
achievement  of agoal or avoidance of an activity. Individual’s
behaviour when, guided by needs like achievement needs, affiliation
needs, etc,, is said-to be guided by motives. :

2.3.3. ' Competency Ice Berg Model

Nick Boulter- et.al.,, have proposed this model for managerial
competencies. They have stated that competency is an underlying
characteristic of a person which enables them to deljver superior
performance 'in g ‘given job, role or ‘situation. They have stated that
managerial - competencies-are like iceberg; ‘with skills and knowledge
forming the tip. They stated that underlying elements of competencies
are less visible but largely direct and control surface behaviour. Social
role and self-image exist at a conscious level, traits and motives exist
further below the surface, lying closer to person’s core.

J
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The iceberg model for competencies t.akes the hfalp of an iceberg f
explain the concept of competency. An 1ceberg which has just one-nip
of its volume above water and the rest remains beneath Fhe surface j;
the sea. Similarly, a competency has some coml?onents which are visib),
like knowledge and skills but other behav10}1ra1 components [j,
attitudé, traits, self-image, motive etc., are hidden or beneath the
surface.

The Iceberg Model

Self-Concept

Skill

VlSlblC knowledge

Self-Concept

Hidden Trait Knowledge
Motive
: Surface: Most Core Personality:
easily developed Most difficult to
Figure: 2.2 - develop

2.3.3.1. Five Types of Competency Iceberg Model
1) Knowledge: This refers to information and learning resting ina
person, such as a surgeon’s knowledge of the human anatomy.

2) Skills: This refers to a person’s -ability to perform a certain task,
such as a surgeon’s skill to perform a surgery.

3) Self-concept and Values: This refers to a person’s attitudes, values,
or self-image. An example is self- confidence, a person’s belief tha
he or she can be successful in a given situation, such as a surgeon’s
self confidence in carrying out a complex surgery.

4) Traits: Traits refer to the physical characteristics and consisten
responses to situations or information. Good eyesight is a necessal)

trait for surgeons, as is self- control, the ability to remain cal
under stress.

5) Motives: Motives are emotions, desires, physiological needs, '0’
similar impulses that prompt action. For example, surgeons will
high interpersonal orientation take personal responsibility for
working well with other members of the operating team.

Motives and traits maybe termed as initiators that predict wh*
people will do on the Job without close supervision.
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v 3.3.2.  Benefits of Iccl)erg Model

1) Identify and prioritize skill«

1 . ' ; skills, knowledee and crsonal - attr ‘
| required for the job, ; ; e

Use past and current behaviour to predict future behayiour.
Ensure consistency and f

L airness of selectjon process.
Minimize Hiring Risks.
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C()mm}Jnlcalc ‘clcar Cxpected  behaviours 1o Job holders for
becoming superior performers,

i e e "t';.,nj' >y

1

Set core organisational Capabilities,
Align aggregate behaviours tov
Promote positive behavioural ¢

Introduce high performance
Specific).

ision, strategies, priorities & goals,
hange.

I e N

qualities (Job, Family & Organisation

e\ OO =
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2.3.4. TImportance of Competency
Following points highli ght the importance of competencies:

1) By demonstrating effective behaviours, competencies assist an

. individual in determining the behavioura] aspects of a performance
standard;

2) Competencies assist the individual in dealing with complex and
. bigger issues confronting the organisation:

3) Competencies serve as a tool for self-appraisal which enables
~ | individuals to measure their own performance. Individuals also
| obtain feedback regarding their performance through competency-
based tools; and ,
4) Competencies fill the gap created when managers focus only on
| education or outcomes. More particularly, competencies are specific
measures of general and technical knowledge in place of general
measures of declarative knowledge.

2.4. WHY ' com

RECRUITMENT

PETENCY'  BASED

[

0 4.1. Introduction

Competency-based recruitment is a process of recruitment based on the
ability of candidates to produce anecdotes about their professngnal
xpcricncc which can be used as evidence that the candidate has a4 guen
competency. Candidates demonstrate competencies on the application
form, and then in the interview, which in this case is known as a
ompclcncy-based interview. The process of competency-based recruitment

A
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is intended to be fairer than other recruitmient processes by clearly laying 5
down the required competencics and then testing them in such a way thy |
the recruiter has little discretion to favour one candidate over another; thc "
process assumes high recruiter discretion is undesirable. As a result of jtg |
perceived fairness, the process is popular in public services. Compctency

based recruitment is highly focused on the candidates' story-telling abilitieg |
as an indication of competency, and disfavours other indications of 3
candidate's skills and potential, such as references.

2.4.2. Benefits of Implementing a Competency

Based Hiring Process

There are numerous benefits to employing competency examinations i m

your company’s recruitment process. This method gives you the umque |

opportunity to get to know potential candidates on a more personal level |

before allowing them to move further along in the hiring process and |

glean a general understanding of how their personalities and level of

expertise fit into your company culture. Competency-based hmng can |

also help your business achieve the following:

1) Greater value in recruitment process by making it easier for you to
choose the best candidates for the position.

2) Create a more consistent and focused hiring model that highlights
the pros and cons each candidate has to offer. |

3) Eliminates biases from one candidate to another and allows you to ]
make a fair and carefully considered decision based on the person’s
personal and professional attributes.

4) Reduces the chances of having negative employee turnaround rates by
guaranteeing that only the right people are hired for each position. |

5) Provides top notch platforms and standards for companies to receive |
and react to constructive feedback from potential candidates. |

6) Improves and supports the predictive hiring model which allows |
employers to effectively make decisions about what they expect
from potential candidates based on the performance of past
employees who occupied that role within the company.

2.4.3. Sources of Recruitment | |
Sources of recruitment are the means of selecting the candidates for the,
process of recruitment. Through the sources of recruitment, one gets to
know about the availability of a number of suitable candidates. Whe!
the recruitment plan demonstrating the number and type of prospecti¥’
candidates is finalised, then the recruitment sources are considered. ThS

makes it necessary to identify recruitment sources from which tthe
candidates can be attracted.
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The sources of recruitment can be internal or external

1)

2)

‘external source of recruitment.

Internal sources of recruitmen

st t are thos i
from within the organisation, e where the vacancy is filled

These include
1 S : S personnel already on the
payroll of an organisation, that 18, its present working force. Whenever

any vacancy occurs, somebody from within the organisation is
Ppgr;ded’ transferred, promoted or sometimes demoted.
1) C::;?;;tepiz’l::nfﬁljt Employees: Qrganisation considers the
cicate S source to higher level due to firstly
availability of most suitable candidate for jobs relatively or
equally to the external sources, secondly, to meet the trade

union demands, thirdly to the policy of organisation to motivate
the present employees,

.e |
i1) Pljesent Temporary or Causal Employees: Organisation uses
this source to fill position ‘of lower level.

iil) R.etrenched or Retired Employees: Dependent of Deceased,
Disabled, retired and Present Employee.

External sources consist 'of labour market which can be tapped by
way of job advertisements in newspapers and journals; employment
exchanges; and notifying %acancies to educational, professional, and
technical institutions. External sources includes source outside the
organisation. They usually include: .

i) New entrants to the labour force i.e. young mostly

inexperienced potential employees- the college students.
i) The unemployed- with a wide range of skills and abilities.
iii) Retired experienced persons such as mechanics, machinists,
" welders, accountants.
iv) Others not in the labour force, such as married women and

persons from minority groups.

Other source includes:

i) Campus Recruitment

ii) Private Employment Agencies/Consultant
iii) Public Employment Exchanges

iv) Professional Associations

v) Data Banks

vi) Casual Applicants

vii) Similar Organisations

viii) Trade Unions

Currently, the Internet (online) has become another very potentinl
Recommendations Of emplovee

unions may also be included in this category.

' ‘I},
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2.4.4. Different Steps of Job Search

The job search process is a linear process involving different phang

each of equal importance. To progress successfully through the IOI)

search process, candidates must be able to master each phase. The stepg

of the job search process are explained below:

1) Seﬁf—asxesstmnﬁ This involves candidates understanding thejy
values, skills, personality traits, and job priorities along with how (o
utilize these attributes throughout the job search process.

2) Identifying Career Opportunities: Understanding and utilizing th,
multitude of resources available in locating job opportunities in
recreation and leisure services is crucial to the job search process,

3) Researching an Agency: Candidates must learn as much g
possible about any recreation agency they are considering for a job
opportunity. The more candidates know about an agency, the more
complete their application for the position will be, thereby,
enhancing their opportunity to obtain an interview.

4) Job Search Tools: These tools are key elements in the application
process and consist of preparing a portfolio, understanding how to use
technology effectively, and developing both the cover letter and resume.

5) Imterviewing: In addition to answering questions and being aware
of interview - behaviour,  candidates must spend a considerable
amount of effort preparing for the interview.

6) Evaluating the Offer: Should candidates be offered a position, they
must have a strategy prepared for responding to that offer. Their
preferred strategy is often influenced by individual needs and
priorities.

7) Navigating the Transition: Even after candidates accept their
position, there are still tasks to be accomplished. Newly hired|
employees should be aware of the expectahons and realities thelr
new position will demand.

2.5. JOB SPECIFICATION

2.5.1. Meaning and Definition of Job Specification
Job specification also known as job requirement is a by product of ¢
analysis. It covers all the human qualities to be considered such
physical, personal, psychological responsibilities to be acqulre |
academic quahﬁcatlons experience, etc. It converts the job descrlpﬂo
into human qualifications so that the job can be done in a more effici¢’
way. It aids in hiring the right person for the right position.

|
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According to Edwin B, Flippo,
the minimum acceptable human
properly™.

2) 75

“A job specification is a statement of
qualities necessary to perform a job

According to Dale Yoder,
specialised job description, e
designed specially to facilitate

“Job specification as a summary is a

mphasising personnel requirements and
selection and placements™.

2.5.2. Objectives of Job Specification

Objectives of job specification are as follows:

1) To Findout Prospective Candidate: Job specification helps in
searching the potential candidate for a vacant position. It helps in

evaluating the resume more rapidly and impartially. It also helps in
making a list of relevant questions for interview.

2) To Attract Candidates: It is necessary to make the job specification
professional and a good representative of the organisation’s 1mage to

the candidate. For this purpose, the Job specification must be active and
precise to attract talented candidates,

3) To Set-Up Competency of Organisation: When an organisation
has set-up its core competency, the job specification assists in
executing the various competency programmes.

4) To Identify Competencies: It helps the employers in recognising
the accurate duties and skills of the employee. It also makes the
prospective candidates capable of ascertaining their capacity of
satisfying the job requirements.

) To Eliminate Discrimination: It helps in preventing the violation
of equal employment opportunities laws. It sets a standard of basic
skills needed for a Job description and specifies the basic required
qualifications or experience.

2.5.3.  Contents of Job Specification

Contents of job specification relate to:

1) Physical Characteristics: It consists of age, health, strength, size of
the body, body weight, poise, vision, etc.

2) Psychological Characteristics or Special Aptitudes: It covers

qualities such as manual dexterity, ingenuity, mechanical aptitude,
judgement, etc.

3)

Personal Characteristics or Fruits of Temperament: It includes

Personal appearance, good and pleasing manners, emotional
Stability, aggressiveness or submissiveness, etc.

4
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4)

5)

iti ification
.5.4. Writing Job Specific on il
ge?o:r mentioned are the guidelines for writing _]0? specification: ‘
1) Specifications for Trained versus Untrained Personnel: Tob

2)

}
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t involves supervision, responsibility for Proceg

Responsibilities: fety of other people, preventing logg i[;

production and equipment, sa
monetary terms, etc. : . ‘ |
Other Features of Demographic Nature: Age, sex, educatlon,
: _

experience, language ability, etc.

specifications ~ written for trained employees should .
straightforward. If the position of an accfountant,. _coux.lsellor. or
prog;ammer, etc., needs to be filled, t.he job spemﬁcatlor} migh
emphasise mainly on characteristics like duratlon of _prior ](?b,
quality of trainings relevant to the job, and performance. 1n the priqr
job. Hence, it is easy to determine the human requirements for
hiring trained people for the job.

Whereas, in making job specifications for untrained personnel
(intending to give them on-the-job training), the problems are of a
more complex nature. Qualities like personality, physical’ traits,
interests or sensory skills must be specified. These qualities display

that the person has the potential to perform or to be trained to
perform the job.

Specification Based on Judgement: Job specifications are
usually a result of educated guesses of HR m
supervisors. These judgements
using numerous methods. The
and the human skills and traits
from that. Job description can
competencies  avaijlable

anagers and
or educated guesses are attained
job duties can simply be assessed
needed for the job can be derived
also be chosen from the list of

Common sense is must while compiling the human requirements for

a job. Job specific human traits, which can be derived out of job
analysis, such as manua] dexterity and
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) Job Specification Based on Statistical Analysis: The most secure
! but difficult approach is specification based on statistical analysis

This targets to statistically determine the relation bétween:
i) Some human traits or predictors like intelligence, finger

| dexterity, or height; and
ii) Some criteria or signs of job effectiveness like performance
| rated by supervisor, etc.

Below mentioned are the five steps involved in the procedure:

i) Evaluate the job and find ways to determine job performance;

ii) Choose personal traits such as finger dexterity which forecast

successful performance;

iii) Assess candidate for the specified traits;

jv) Compute the successive job performance of these candidates;

v) Perform statistical analysis of job performance and human trait
(e.g., finger dexterity) relationship. The aim here is to find if the

latter is forecasted by the former.

This is a more justifiable approach than that of judgemental since
the legislation of equal rights forbids the use of traits which are
incapable of distinguishing between low and high job performers.

For example, hiring standards which discriminate on the basis of
race, gender, religion, age, Or national origin need to be shown in
order to forecast job performance. This is ideally done using a study
of statistical validation. Practically, most of the employers depend

more on the judgemental approach.

2.5.5. Motivational Job Specification

With changing demographics and a more competitive job market, human
resources are more challenged than ever before to hire, engage, maintain
and keep employees happy and motivated. Workers want more choice and

flexibility in how they approach tasks, for example, more opportunities to
work collaboratively. They look for more opportunities to change duties,
for exploration, to learn and to advance in their career in a less linear way.
It is not only desirable but essential for businesses to have motivated
employees. Today many human resource professionals are looking at how
to design jobs, and job specification that motivate employees. These include
emotional stability, flexibility, social adaptability in human relationships,

personal appearance including dress, posture €tc.
Res§:arch shows that there are five job components that increase the
motivating potential of a job: skill variety, task identity, task

significance, autonomy, and feedback.
1) Skills: People will be more motivated if they can use a variety of

skills in their positions, rather than one thing repeatedly.
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2) Tasks: Employees are motivated to complete tasks if thefy identify
with them and have seen them through from start tO ﬁmsh.. W.hen
employees feel that their work is significant to their organisation,

they are motivated to do well i
to be able to make decisions and have

3) Autonomy: Employees like izl ;
flexibility in their roles. Most employees will have fowered
motivation if they feel they have no freedom or are being
micromanaged. - .

4) Feedback: Employees need feedback (both positive and negative)
in order to stay motivated.

Example of Motivational Job Specification

1) Interestin the job composition;

2) Salary expectations;

3) Interestin potential future job aspects;

4) Attitude towards Travel/Mobility/ Timings,
5) Attitude towards other dissonance factors like;
i) Dealing with difficult customers,

ii) High job pressure,

jii) Poor working environment, .

iv) Any hazardous aspects,

v) Working with unknown brands,

vi) Contractual employment,

vii) Work under dictatorial.

256. Creation of Functional Specification

The functional specifications may contain requirements specific to the
sector (aerospace, automotive, railways, service, telecom, etc.) and/or
refer to industry documents. A functional specification serves the

purpose of precisely defining a system's intended behaviour. Such a
specification usually will be read by humans as well as input (0

synthesis tools.

To create a functional specification
1) Details the skills, experience, abilities and expertise that are

required to do the job.

2) Person specification required like age,
qualification, additional qualification.

3) Job Description should also include, company
responsibilities, essential skills from the desirable ones.

sex, experience,

Roles, duties,



2.5.7. reati
Creation of Be

- haviour : :
Behavioural specifications pl avioural Specification

- , . "1 : : . .
cand'ldarcs for higher-leve] ; (}j animportant role in selecting the
specilication seeks to de | Jobs in the organisational hierarchy. This
that cause the acts Th;cnbc lh-e acts of managers rather than the traits
' se specifications include judgments, research
. | b

creativity, teachi 1
. 11Ng ;
ominance etc. 3 conciliation, self-reliance,

While executin € s )

needs to execu%eazdsifr;?MIng the duties and responsibilities, a person

e o d ittt o oA manners, behavioural disposition, etiquette,

is the employee beh g CcomphSh'f‘g the task is not an end in itself. It
y ehaviour that constitutes the organisational culture.

Jumors learn from the demonstrated behaviours of organisational
Superiors. When persons are recruited, either through campus interviews
or experience, they need to be acclimatized with the organisational
culture. Otherwise, cultural contrast may jeopardize the functioning of
the organisation. -

ular manner. There cannot be a
ely a matter of feeling.
he recruitment, selection

Seniors are expected to behave in a'partic
written ' document in this aspect. It is larg
However, these are to be kept in mind during t

and placement process.

2.5.8. Specimen of Job Specification

anager is given below:

Specimen job specification of compensation m

Educational A degree or diploma in personnel management/HRM or

Qualification any other related disciplines from a recognised institution.

Work Experience Minimum experience of 2 years in a similar post in a
: leading industry.

KSA 1) Knowledge and expertise in the area of compensation

(Knowledge, administration in competing industries, procedures of

Skills and job analysis, techniques of compensation survey,

Abilities) performance appraisal issues.

2) Possess skills in writing job descriptions, in
conducting interviews for job analysis, in making
group  presentations, in performing statistical
calculations.

3) Ability to organise and conduct meetings.

Work The post may require 10 per cent of travelling.
Orientation

Factors

Age Maximum 30 years.
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ob Specification and

2.5.9. Difference between J
Job Description

Basis of
Difference

1) Meaning

Job Specification Job Description

Job specification is 2 Job description isa\Welr
summary of | written statement Which
minimum qualification, defines roles, tasks, dutie;
appropriate skills, [ and responsibilifie,
knowledge and a set of expecte:d to be performeq i
characteristics  that ~are|a particular job. It is ,
required by an individual to | primary tool to collect jop,.
fit in a job. related data.

Objective It helps~the candidates to|It helps the organism
find-out whether they are | gather data related to
eligible to apply for a|particular job so that it cqp
particular job position or be advertised.

not.

3) Importance |It facilitates = employee | It helps in b?uerﬁ
|development. performance in an
'» ; organisation.

written

2)

4) Orientation |Its main orientation is |Its main orientation - s
‘towards  specific human | towards task and
‘qualities which are required responsibilities ~ to . be
for a job. performed on the job.

f2.6. EMPLOYER BRANDING

2.6.1. Introduction ‘

The word ‘employer branding’ is a combination of two words; 1.t
‘employer’ and ‘branding’. Employer is a person or an institution
which hires or recruits people. Branding is a strategy which allows an
organisation to differentiate itself from other organisation and connect
with its customer to create brand loyalty.

The term ‘employer branding' is defined as the process of creating
reputation of the company in the mind of the employees and ifs
customers. It is about making sure that the employee feels good about
the company. Thus, employee is considered as the ambassador of the
company.

Employer branding is a marketing effort of an organisation in which
organisation tries to create an image of the organisation among the
employees so that they may feel that organisation is the best place’t0
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| work. On the other hand, the tar
perception of targeted customers
branding must reduce hiring cost

get marketing efforts influence the
and employees. A good employer

1 According to Si =
! the packfge g;m ;:):n lta rrow, “Employer Branding can be defined as
i provided by empl ctional, economic and psychological benefits
; ployment, and identified with the employing Company”.

f}t}clzor;lcilclfsstob Mﬂﬁf & Mang‘)ld,.“Employee branding is defined as
| Iz)lre . t'y which empl'oyees internalise the desired brand image
| and are mo ivated to project the image to customers and other
| organisational constituents”.

" Emplgyef brand is a part of employee value proposition. It is what an '
;, orgalmsat;on _commumcates. to its customers and its existing
| employees. It includes the vision, mission, personality and culture of

the organisation. A positive employer branding explains that the

' organisati9n in which employee work is best place to work. It affects
| the recruitment of new employees, employee engagement and
| retention of existing employees. Thus, it can be said that, emp
| branding is the overall perception of the organisation
| marketplace. It is a process of creating employer value proposition
| (EVP) which is conveyed to the existing and potential employees

loye’%r
in the

which explains that why organisation is unique and good place to work

irrespective of other organisation. A
. ; : !

2.6.2. Employer Branding Activities

Activities or sources of employer branding are as follows:

1) Connecting to Campus: Nowadays, organisations conduct various
programmes to connect with the campuses. In this way, the
organisation enhances its applicant pools by selecting good talent

from the campuses.

otivational Factors in EVP: In order to create
employer brand it is important to include some motivational and
hygiene factors in employer value propositions. For example,
mentorship, global exposure, sponsorship, etc. are the motivational
factors which must be included in EVP.

3) Collaborating with Marketing Team: The HR managers of
organisation may collaborate with the marketing team for
advertising their employee value propositions and for generating
right talent pool. Sometimes, it is required that the organisation
should reframe their perception in the marketplace.




It is the responsibility of the orga
of strong employer brand and its benefits. There are following benefy

of employer branding:
1) It is helpful for attracting and retaining the best employees for th,

2) It enhances the fi

3)
4) Tt increases emplo

5) It develops

6) It creates that type org

2.
Branding |

Guidelines for developing employer
1) Know the Organisation’s Business, Vision,

2)

3)

2.6.3. Importance of Emp
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4) Increasing Visibility of Successful Employees: Organisaﬁ :
should increase the visibility of its successful employees. By doj
this organisation can take the advantage of its career pmg,eSSi‘?
loyer branding. The succesgfy

plans under the process of emp
employees may S€rves as role model for other employees.

loyér Branding

nisation to understand the impoﬂanée

organisation.
nancial performance of the organisation..

Tt increases the employee engagement and motivation.
yee satisfaction, retaining existing employees,

attracting candidates for the job and motivating employee so that

they increase their performance. ,
an employer-friendly environment  within - the

organisation. | :
anisation where every individual wants tor

work. The applicants are continuously looking for those
organisations which offers more benefits. ,

6.4. Guidelines for Developing Employer

branding are as follows:
Mission, Values and
nd the objectives, vision and
loyer must understand what
nt of Organisational

" Culture: It is important to understa

mission of the organisation. An emp
type of people is required for the fulfillme

objectives.
Conduct Internal Research: Organisation should conduct interndl
research to understand the perception of employees and its targe!
customers about the organisation. It is also important to identify the
top talent of organisation and ask what they like most about th°

organisation in which they work.
ternal research should also

and the image of th°
etC

ted

Conduct External Research: Some €X

be conducted by the organisation to underst
organisation in the market. Internet searches, applicant survey,

are the methods- through which external researches are conduc
within the organisation.




e org::' P“?Posi.ti(m that clearly states the value of the
should really ref] 15ation is developing. The employee brand

re : .
should be a)j &y What is special about the organisation and
gned with its customer brand.

Develop ap Emplo
| marketing Strategy s

employer branding.
Firstly,

yee Marketing Strategy: An employee
hould also be developed for the purpose of
the 4 This strategy must have two approaches.
targeted TeéCruitment strategy should be focused towards the

geted applicants. Secondly, the organisation should focus towards

communicating employee value proposition to the existing
employees of the organisation.

) Align the Employer Brand with the Overall Company Brand: In
| order to ensure a holistic branding approach, organisation should
work with the marketing and communication groups.

) Ensure that the People and Management Practices Support the
|  Organisation’s Employer Brand: It should be ensured by the
organisation that management practices are aligned with
organisation’s employer branding. Thus, coaching, compensation,
training and several HR practices should support the brand.

18) Develop and Use Metrics: In order to assess the success of
| employer brand, various metrics should be developed within the
organisation. Employee referrals, employee satisfaction, brand
awareness, etc. are the examples of metrics.

2.7..  SOCIAL MEDIA AND HR .
12.7.1. Introduction
| Social media is a place where citizens across the world meet each other
| virtually and share a dialogue with each other. It is a super set beyond
' communication and a tool for social interaction. Social media and its
| popularity especially amongst today’s Gen Y followed by Gen X, and to
| extent baby boomers the late adopters. This has brought aboht the see
through change in which the HR managers today have started recruiting
scanning candidates profile live via different types of social media. A
| new way of working is emerging rapidly in the enterprise f“elled.b
|instant access to information on mobile devices an(,i ol
information-sharing through social networking. The preval on-going
networking and collaboration systems outside the prevalence of social
P - WO
| how individuals, regardless of their age ;
| technology and colleagues on the job, » €Xpect to interact with
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. d recruit top 't
The HR industry is using social media to sourcelf:]n fact, two-tl'?irc;islent
and, social media is where the candidates are- 3

i through O
hiring managers say they’ve found successful candidates gh sociy |

| ive at digitally bringing peqp. |
media. Social media, already so effgg;ls\: ea:d spurring conversation, j; |

together, facilitating the sharing of 1 when it comes to attracting gre, |

proving to be an excellent r‘ftsorlslfﬁflve access to fairl comprehensive ‘
employe ruite y
employees. It -also lets rec

licant intends that to be tp, |
wews.ofl C?ndldatgsé sw};g:lifar way to sidestep potentially unpleasay,
case, which provi

surprises (and hiring fails).
ave actually transformed every stage of the recruiting
ficant ways so much so that the traditional recruiting f
| can be recast in “gsocial” terms. .At .the top of the. funnel a, |
fuqnc?tief;aﬁke social advertising (i.e., placmg job ads on.soc1a1 networks f
la;;:(t(;vlf_acebook), social sourcing (i.e.,. searching for canfildates who Meet |
certain criteria on networks like Lln!(?dln), and socm.l refeqals (lle" |
having current employees share position openings with their Onhqe
personal and professional networks). An.d at the bot?om of t.he funnel s |
social screening (i.e., reviewing a candidate’s public activity in socig]
networks to identify potential hiring risks. , %

—
——

Social media h:
process in signi

2.7.2. Role of Social Media in Managing Human |
Resource _ |
Role of social media in managing HR is as follows: !
1) Sourcing and Pipeline Talent: Paper resumes are a thing of the |
past. Finding candidates has never been easier than it is right now §
with the rise of social technology. Because 96% of the online |
population is on atleast one social network, having a multi-channel
sourcing strategy has never been more important. With social
technology, the world has become smaller. It is important to |
recognise, however, that while new technologies make it easier to |
find talent, this boost from social media is also making sourcing for
talent much more complex and candidates even more segmented. In §
turn, the role of “sourcer” has evolved to that of a marketer, |
technologist, detective and the best salesperson at the company.

2) Employer Branding and Talent Attraction: Employer branding is ‘;
maturing into a profession of its own. Social has made employer |
branding extremely complex, which means one need a dynamic §
content marketing approach to his/her recruiting strategy. Employer |
branding today is all about content. Posting stories on social medi? |
by creating videos with employees and bring it all together: ‘-
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3)

4)

S5)

Organlsatlor;ls should be consistent With brang; »
. | n
accounts Wherever dnd. whenever they can hg, PTomote social
videos and have live social feeds on their glas; 5 Owcase employece
| oor

| profile.
gagement: Be

onal, Bt m:)Wfore social, recruiting
app]ications can be easy and extreme] » Social ang mobile

always been tal!d.ng about the COmpanz, ‘;’i}eg-:g;niﬂy. People have
online commun{tlgs have transformed talent acquiz- t_tCChnOIOgy and
candidates to join the conversation. Engage talllon by enabling
insights to help make the company culture soem }?nd gather
tweeting about. In today’s connected and mobjle wrgf-:ltd ing worth
expectations are high, which means recruiters need t’ (;aﬂdldate
making their lives easier on mobile! With social also comz OhCus on
for transparency. Real-time communication is absolutely rslet € need
Engage with audience and encourage them to learn mor:essbary.
company and brand. In short, it is al] about buildin ?alout
communities and shifting g talent

away from reactive

: recruiti
environments towards the present. ne

Talent Acquisition Technology: Social media sites like Facebook
and Pinterest have completely transformed how we think of
recruiting technology. CRM technology is now fused with social
technology, from capturing social profile data to conversations and
engagement. The time for candidate relationship management is

now — capture rich living profile data that can be stored and utilised
for strategic recruitment initiatives.!
)

The ability to create internal databdses of social profiles, competitor
intelligence and past applicants is at our fingertips. A rising trend in
talent acquisition technology is towards open web sourcing tools.
Technology like this simplifies th‘e vastness of web sources to a
single search of aggregated information on talent, making sourcing

more efficient and saving recruiters‘i time in identifying top talent.
»

Recruiting Analytics and Metrics: The great thing about social
media is that every bit of it is measurable. It is no longer j-ust about
time-to-fill or cost-per-hire — recruiters have to stz}rt thinking about
engagement metrics, reputation, brand impressions a.nd sou'rl(ze
analytics. One needs help from employees and leadership to ma g
his/her social strategy successful. Getting employees engaged aniS
signed on as ambassadors is a must to succeed, and 8(1)1 o
communication from leaders to the organisation as @ who

explaining the mission and plan.
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2.7.3. Changes in HR through Social Media |

Here are five major changes in HR that social media have brought aboy,.

1) Talent Recruitment: Gone are the days when managers Simply
advertised a job in the newspaper or on a corporate website and sat back |
to wait for resumes. Now employer can look for- PASSIVE candidates _ |
1.e., people who might be interested in changing jobs and have the |
qualifications employer need, but have not contacted to employer — ;.
all sorts of social media applications. And even when evaluating active
candidates in the traditional recruiting mode, emplOyer can use sociy
media to dig into their backgrounds and find out both what makes thep,

tick and how a range of people think about them.

2) Training and Learning of Employees: -The faf:e.-to-faCe,
instructor-led model will always have a place In t_he training mjx_
But social media — either through third-party sites or the owy
internal social platform allows employer to supplement Such
training with collaborative learning, games with a husinegg
objective, and/or tailored online courses.

Monitor Employees Activities: On the downside, .for at least some
people, social media allows HR executives to monitor the activities
of their employees. If employees are posting to their personal social
media accounts during the day and those posts do not relate to work,
or relate in a negative way, then the company can enforce its social
media policy. Some companies allow employees to use social media
throughout the day so long as their posts relate to the company in a
\\ positive way. For example, members of the media (newspapers,
- L. T.V. stations and radio stations) encourage their employees to post

| " on social media regularly in order to keep the public informed.

'4()';"Communication' with Employees: Another way social media has

. impacted human resources is that companies are now beginning to

communicate with their employees using social media. Some

companies will talk to employees on Twitter to discuss company

events so that the public can learn about them. Other companies use

messaging apps such as Google Hangouts to talk with employees in
one location or all over the world.

5) Company Branding: When it comes to reinforcing the brand of a
company, social media is becoming the go-to place for marketing
teams and human resource departments. When an issue arises with
the image of a company due to a customer complaint or other
reason, the HR department can take to social media to reinforce the
brand of the company and make sure the outcry does not get out of

control and turn into a viral frenzy.

3)
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1.8.1. Meaning and Definition of Jol, Desipn
Job design means combining different tasks in order to make
ob. It refers to structuring the job specifications, methods, cont

an entire
. 5 . i : . eénts, ¢

ob relationships 1n such a way that it efficiently meets diffc:enr::
Jo roanisational and technological requirements alongwith the personal
reauiremems of the job holder. il

For example, the_ job design for a mechanist would involve
- ecifications regarding the type of machines that he would be e

Xpected
10 operate, how they would be operated, and the expected performance

The job design for a manager may comprise of identification of
responsibilities and goals, defining decision-making responsibility areas,
and setting up suitable success indicators.

According to Davis, “Job design is the specification of the content,
methods and relationships of jobs in order to satisfy technological and

organisational requirements as well as the social and personal
requirements of the job holder”.

According to Michael Armstrong, “Job design is the process of
deciding on the contents of a job in terms (?f its dutigs al}d
responsibilities, on the methods to be used in carrying out the. Job,.m
terms of techniques, systems, and procedures, and on the relationships

that should exist between the job holder and his superior subordinates
and colleagues”. |

2.8.2. Purposes of Job Design

Following are the main purposes of job design:

1) Enhancing the quality of work life.
2)

3)
4

Meeting the quality and production targets of the company.
To increase motivation, satisfaction and safety of employees.

Making jobs such that they fulfil the organisational as well as

technological requirements.
S)

To make employees capable of implementing their df,:CiSion-m::)knl]ngt
Power and prudence, and bring about ﬂex‘blhty = ndP , -
feSponse with regard to the diverse needs of the marketplace:

S
S5 1 =
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2.8.3.

Following are the different fac

o |
<
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Factors Affecq‘in'g Job Design |

ors which impact job design:

on) v

Factors Aﬁ'ecl'ing Job Design

!

IR/ 1

Organisational Factors Environmental Factors Behavioural Factqp
i)  Characteristics of Task i) Employee Abilitiesand | i) Feedback
i)  Workflow Availability ii) Autonomy
iii) Ergonomics ii) Social and Cultural iii) Use of Ability
iv) Work Practices Exfectations iv) ' Variety

1) Organisational Factors: The following are include'd under this:
1) Characteristics of Task: A number of tasks are combingg

together to form a job or a group of jobs in a job design, Ap
employee might be designated on major task, made up of Many
interrelated smaller task%. Alternatively, task functions might pe
divided among differen(l)teams working together on the’ samg
task or attached to each bther as assembly line. Following three
elements form the internal structure of any task: G
a) Planning (selecting| the appropriate strategy, - timing and
resources needed), i J
b) Executing (implementing the strategy), and "~ VI
c) Controlling (observing performance and growth, and taking
remedial actions when needed). Faht 10
All the three elements must be included in a perfect job.design.
Workflow: The nature of product or service significantly affects
the amount of work done in an organisation. In order to attain
efficient results, the bal]‘ance and correlation between jobs is
proposed by the products and services are rendered. For example,
before building the fenders of a car, its frame is built, and the doors
are attached after this. Balance in the job is obtained only when the
sequence in which the tasks are to be done is finalised.

iii) Ergonomics: Jobs are designed in such a way that they are

g cE 8 ¥

physically and characteristically suitable for the people, who are
going to perform so that they can work efficiently. With the
help of ergonomics, employers can design the jobs in a manner
that balances the demands of the job and physical ability of. the
employees. Ergonomics, without altering the basic characteristi¢
of the job changes the location of the swi‘tches, tools fand mh::
facilities, keeping in mind that the main concern is prop

“handling of the job.
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3)

Job

ii) Social and Cultural Expe{taiions:

Behavioural Factors: Behaviourgl factors refer t
and the importance of fulfilling thpse needs. More

!
ﬁ lysis job Description and Job Design ( OJUIc 2)
| Ana 344

work Practices: Work is performeg in 89
pattern can either be traditiona] o A definjye
collective intention of the w

iv)

r dcsigned et Dﬂt'tcm. This

. orkers., In e Cording 1o (1.
department has limited options ' o Clther cpqe T Itihr:

when the pattern is a part of] gning 3 i,

, ! managemengynic. > SSPecially
work practices are ignored, theloutcomeg will Nion felations, |¢

not be f;

. W Y ay
pvironmental FaC_t?l:S. Following are the environme Ourable,
Employee Abilities and Availability: : ntal.f.act()rsz

availability of the employees, who ability

: ) are performin and
to be balanced against the effic ency Consideratioi the task, need

y With time .
knowledge, literacy and awargness has > Workers

: . : . enhanced signif
Alongwith this, their expectations from the job gh; ‘llzanilly.
increased. As a result, the job needs to be des;j S0

- gned in s
manner that it meets the worker’s expectation. uch a

O human needs,
consideration is

"given to higher-level needs. The jobs with the following dimensions

are considered more satisfying gnd demanding by people with
hjgher-level needs:

1)

iii)

Feedback: Employees prefer working on a complete product or
on some important. aspect of it in order to achieve meaningful
feedback on their performancg. This feedback can be attained

by self-evaluation of their jachievement and defining the
feedback. [+ 8 |

Autonomy: It refers to taking; responsibility for one’s work. It
also implies having the freedom to control the way one responds
to the environment. Employees with jobs that give them the
authority to take decisions feel n'lxore responsible towards their
jobs, and have higher level of !self-esteem and recognition.
Alternatively, jobs with low level of autonomy witness

employees displaying poor performance and lethargy and lack
of interest.

Use of Ability: The employees must believe th.at in (?rder to
perform their jobs efficiently, they must exercise skills and
capabilities that they value.

i) Variety: Errors, that are result of fatigue, can be reduced by

; ; . - is 1S
personnel specialists by introducing variety 1n the job. 'I;gtlsses
because lack of variety causes boredom which in turf

i . the
fatigue, thereby resulting in the mistakes on the part o
workers.



90

2.8.4. Techniques of Job Design

Following are the techniques of job dcsign:q

1) Job/Work Simplification: This is a technique wi

| which jobs arc specialised  or simplified. A wm? the h [ |

fragmented into smaller tasks (c.g. building a car) ginlCular job W
allocated to different person. Work simpliﬁca(t:-rc cach tznkl"'f "
comprises of: ' . preciSe;i
1) Mechanical movement of work, J

11) Doing work such as that on assembly line repetitivel
nl) Deciding the tools and techniques to be used'in advay’
iv) Limiting . nteraction between employees, and s

v) Need of lesser skills.

MBA Third Semester (Recruitment and §
selecr
on) ;
L E

Simplification of work is done keeping in 'm'ind the unskilled apq |
€d and §

less paid employees also.

This technique involves an increase i

: se
nnmb.er of .dutles and tasks that make up one complet:3n jgif
Practically, job fanlargement is the opposite of work sirnpliﬁc'aﬁbn' '
th?n more duties and tasks are added to the existing job, it d'oeé |

~ not imply that enhanced capabilities and skills will be needed to do “

the task. _

3) ~ Job Rotation: In the same way with jo

increases the variety of tasks. This 1

working-at the same level from one tas
b rotation does not involve a fixed time period. It §

period of time. Jo
ly or weekly. For example, the

can either be scheduled hourly, dai
duties of a nurse might be rotated monthly, taking C

patients for a month, then rehabilitation patients'the next month, and
surgical patients every third month.

4) Job Enrichment: When a job is enriched, it holds
- and responsibilities (vertical enrichment). The variety of tasks also
increases (horizontal- enrichment) and so does the op
grow. T he workers need less supervision

more controlling and planning and self-€
said that the duties of the supervisor (planning, o
y the worker’

supervising and jnstructing) arc now p€

2) Job Enlargement:

b enlargement, this techinique |
s done by shifting workers |

themselves.
Autonomous and Self-Directed Teams: As a result of
empowermcnt, the teams become self-directed or independent-
nsibly works to complete a segment Of
r service 0

d group that respo

~ntire work process, the output of which is a product 0
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external or an internal customer, is called a self-directed work team
Team members, to a certain extent join hands to handle regula;-
issues at work, improve operations and efficiently plan and control
the task at hand. However, empowered teams too have weaknesses
which must not be left unnoticed.

2.8.5. Approaches to Job Design

Following are the important approaches towards job design:

2.8.5.1. Job Characteristics Model of Effective Job and Job
Satisfaction

Hackman and Oldham devised the job characteristic theory which
states that when employees are rewarded for the work they do and when
they get satisfaction out of their work, they will work hard. .
They proposed that job designers should add performance, satisfaction
and motivation into job design.

" This approach states that every job can be expressed in the form of five
major job dimensions which are as follows:

Core Job Personal and
Dimensions t—>1 Critical Psychological States —> Work Outcomes
Skill Variety Experienced Meaningfulness \ High Internal
Task Identity [ of the Work Work Motivation

Task Significance : gl Gl
Autonomy Experienced Responsibility Wok Ferontages
—1| for Outcomes of the Work > " 3 - -
High Satisfaction
with the Work
Knowledge of the Actual
Feedback —»> Results of the Work Low Absenteeism
Activities ) and Turnover
T Moderators .
Knowledge and Skill
Growth Need Strength
“Context” Satisfactions

Figure 2.3: Job Characteristics Model

1) Skill Variety: Every job needs a variety of diverse activities where
the workers can employ their diverse skills and talents. This is
referred to as skill variety.

2) Task Identity: The extent to which completion of the entire and a

particular piece of work is needed by the job.
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i
3) Task Significance: The extent to which the job consm(‘—rab]y

impacts the lives or work of others. ;;
significant independence, freeq, :

4) Autonomy: The extent to wbich . 1
and prudence is given to the employef: while forecasting the Workl
and deciding the course of action to be implemented.

'5) Feedback: The extent to which an employee needs accury, |

:nformation regarding the efficacy of his performance.

b == ey

ntains core characteristics, the employs, k
jon that he is doing work of value, The ‘
e of personal responsibility towards t, |
makes. the employee psych010gicany

aware of his performance on the job. A single predictive index as,
called ‘motivating potential score’ is formed out of con"lbmatlon of core
job dimensions. It canbe calculated by using the following formula:

This justifies that'when-a job co
attains a psychological satisfact
autonomic factor imbibes a sens
outcome and the feedback factor

S LT

op s

(g 5y

Skill Variety + Task Identity + : _ , gl

TaskSignificance - « AutonomyxFeedback . . - =

Any job that has high motivating potential must contain any of th?t'l}ree ;
factors that result into significant work and must be abundant in }

feedback and autonomy and vice versa. Positive motivation, satisfaction
and performance are the results. of a high motivating potential score and |
vice versa. The end result of these - three important psychologicil |
conditions is: tases A ‘ | =8
_ 1) Increasein internal work motivation; - - - g “d
.\ 2) Increase in quality of work performance, ‘ ey
| 3) Increase in growth satisfaction, Sl
. 4) Increase in work effectiveness, !
' ' 5) Increasein general job satisfaction, and S |
. 6) Decrease in turnover and absenteeism. F
© As per this mode

convinced that he has given his best performance and is ¢C

about his work.

"

1, an employee earns internal rewards when he is |
oncerned [

=

2.8.5.2. Engineering Approach
The engineering approach envisioned by F.W. Taylor and others:

considered ‘task idea’ as the most important single element. “The work

designated to each workman is properly planned ahead of time by the B
management and assigned to the workman in the form of clearly writtel g
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| ctions, where the work that needs to be done
5 instru,b ed. This specification comprises of what the tagk j
desggne and the exact time that needs to be devoted to j
be-ncipl‘;s that scientific management offers to job d
S:mmed up as. ) . .t

: N work neefiS to be studied smentlﬁcally..lr} orfler to get the benefits
F of specialisation, Taylor promoted routinisation and fragmentation
of work.

2 work must be arranged in a manner that increases the efficienc
workers.

‘;:1 3) Workers should be selected in such a way that the
z requirements.

4) Workers should be given proper training for the work they perform.
|5) Outstanding performances should be monetarily rewarded.

is accurately
S, how it is to
t.” Hence, the
esign can be

y of

y match the job

5

|| The principles governing job design appear to be very balanced and
| attractive as they discuss about enhanced or

y disc ganisational performance.,
| With time, specialisation and routinisation make the worker expert in

ii his area of work and hence increase output. In spite of the assumption
»-.nf_{ that specialisation and routinisation increase efficiency, it has been

| discovered by behavioural scientists that many employees do not like
| routine jobs. «

2.8.5.3.. Human Relations Approach b _

| This approach discovered that jobs need to be designed in such a
i manner that they are rewarding and interesting. The last twenty years
\ have witnessed a lot of work being pointed towards satisfying the need
for recognition, growth and responsibility of the incumbents. Herzberg
| conducted a research that made the idea of need satisfaction with the aid
|of job enrichment popular. Job characteristic model is a very popular
«‘I approach to job enrichment.

- Herzberg reported the presence of two kinds of factors that are:

111) Motivators such as recognition, achievement, responsibility, work

- itself, growth and advancement, and

"'2) Hygienic factors (that help only in sustaining the employee on the job
and within the company) such as organisational policies, working
conditions, job security, pay and interpersonal relations In the opinion
of Herzberg, job dissatisfaction occurs when maintenance lectorsssaall:ye
not commenced up to the required extent in the job. It 1s'n0t_;}f;)cl‘; the
that once the required maintenance factors are ma(,je kil athé job
®mployee is fully satisfied. If motivators are: esmthhed =
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content, employee satisfaction will increase, increasing productivity ,

a result. Herzberg further stated that sufficient hygienic factors neeq
be introduced by the job designer in order to diminish dissatisfactig,
and develop motivating factors. Hence, Herzberg emphasised  thy

while designing jobs, psychological needs of the employees must b,
kept in mind.

2.8.6. Importance of Job Design

Following are the reasons due to which job design is important:

1) Gives Job Feedback: Effective job design provides the employees
with feedback on their performance which is expected from them.

2) Permits Adjustment: Job design enables the employees to change
their tasks according to their habits, social and personal needs, and

conditions at the workplace.
3) Motivates Employees: The level of motivation and job satisfaction
of the employees are enhanced by job design. Alongwith this,
employees also achieve work life balance and increased level of

morale. r .
4) Improves Performance: The efficiency and overall performance of

the organisation are increased by job_design. It can also assist the

organisation in increasing its profits thereby improving its bottom line.

5) Stresses on Training Employees: Training is a crucial aspect of
job design. Job design does not work on the belief of “leave them |
alone”. Rather, it believes in training employees to make them f
conscious of what work they have to perform and how to do it. ‘

6) Schedules Work as well as Rest: By giving a clear picture of the
total hours an individual needs to devote to his job, job design f
provides appropriate work and rest schedule. ’ ' '




