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Aspects of Job Analysis
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Aspects of Job Analysis
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Job Analysis is required to:



Job Analysis is required to:



Reliable Techniques:
data gathering



Reliable Techniques:
data gathering
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Research Technigues:

data analysis
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Step 2. Draw a grid like this.
Write the names of your people along the top.
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Step 6. Place a small dot in the box of the first row of your
grid underneath the name of each person you have chosen









Step 9. Put a cross in the singleton’s box and a tick in
each of the pairs’ boxes.



Step 10. In the column on the left, under the tick, write
down the word that describes the pairs



Step 11. In the column on the right, under the cross,
write down the word that describes the singleton



Step 12. Decide if the remaining people are friendly or
aloof and put a tick or cross in their box. Include yourself.


















REPERTORY GRID
INTERVIEW

Usually used with the managers of the
target job being analysed.

They compare and contrast current job
Incumbents regarding their job
performance

The technigue extracts the competencies
that are needed for good job
performance.
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Selection Methods



Records



Talking of records...
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Competency Profiles
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I
./ Displays few or none of the behaviours typical of the

competency

0/Displays some of the behaviours typical of the
competency

1/Acceptable or average: displays about half of the
behaviours typical of the competency

3/Displays many of the behaviours typical of the
competency

5/Displays all or nearly all of the behaviours typical of the
competency
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Too many dimensions
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An example of a good Assessment Matrix

Might be improved by putting it into Excel
and calculating the results.

Could be helpful if different weights were
ascribed to different competencies

Could be helpful if many candidates are
being compared and an overall score is
needed
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EMPLOYMENT EQUITY ACT
(AUGUST 1998) Ch. 2

Prohibition of unfair discrimination: Psychological
testing and other similar assessments

Psychological testing and other similar assessments of
an employee are prohibited unless the test or
assessment being used

has been scientifically shown to be valid and reliable
can be applied fairly to all employees, and
IS not biased against any employee or group
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“A’s performance on the verbal
reasoning test places him within the
middle band when compared to the
reference group.

His score is typical of the comparison
group, suggesting that his verbal
reasoning ability Is as strong as most
other people's.”
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“While he will be able to understand
Instructions and explanations without
too much difficulty, it may take him a
little time to fully appreciate the logic
underlying complex arguments.”



&S #
21/ @3

“As able as most to use words In a
logical, rational way he should be able to
explain concepts with which he is familiar
with with a fair degree of clarity.”
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“B's performance on the Numerical
Reasoning Test places her in the 'below

average' category when compared to the
reference group.

This suggests that B will not be as proficient
as most when working with numbers and
may have a little difficulty fully understanding
complex numerical problems.”
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“Although she should be able to
benefit from further training in this area
such instruction will need to be
structured, focusing upon specific skills
rather than abstract concepts”
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“C’s score on the Abstract Reasoning
Test shows that she has performed at
an above average level when
compared to the reference group.

This indicates a high level of natural
or fluid ability.”
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“This should enable her to grasp new
and complex concepts which fall outside
of her previous experience with relative
ease.

Fairly quick to learn, she should put
training and instruction to good use.”
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“D’s score on the Abstract Reasoning
Test Is noticeably weak when compared
to the reference group.

As a conseguence, he is likely to have
some difficulty fully appreciating new
and abstract concepts which are outside
of his previous experience.”
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“He Is likely to require a structured
approach to learning which focuses
upon the more concrete and practical
aspects of a task.”
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Gives insight into preferred:
Interpersonal Style
Thinking Style
Coping Style
Team Role Orientation
Management Style
Subordinate Style
Selling Style
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“A very moody person F is extremely
excitable and quite easily upset.
Temperamental and quick to take offence she
IS very easily annoyed by trivial matters. Quite
anxious, she Is inclined to worry about things,
and come away from situations feeling that
she could have done better.”
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“Having a fairly trusting nature, F will tend to
take people at face value. Not particularly
Inclined to question others' motives, she will
generally see little reason to hide her true
feelings from close friends and colleagues.
Not prone to be cynical or sceptical she will
generally believe what others say without

being unduly credulous.”
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OPQ can generate a report on a set of
generic management competencies (IMC)

This makes It very useful as dimensions In
Assessment and Development Centres
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Personal Qualities

Is quite supportive and sympathetic to colleagues in need. 1 2 3 4 5
Consults others and encourages them to contribute. Interpersonal
Finds some difficulty in holding back criticism of others' views. Sensitivity

Values co-operation somewhat more than competition.

Slightly more comfortable when working with a routine. 1 2 3 4 5

Generally demonstrates the same style of behaviour. Flexibility

Moderately inclined to follow the consensus decision.
Is fairly optimistic when faced with change.

Finds it easy to remain relaxed. 1 2 3 4 5

Unlikely to be overly upset by negative feedback. Resilience

Will retain a moderate degree of control over emotions.
Is fairly likely to take an optimistic and positive view.

Very low levels of energy may limit sustained output. 1 2 3 4 5
Unlikely to be highly driven by career ambition. - Personal

Is quite unlikely to be motivated by the prospect of winning. Motivation
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ldentifies cognitive functioning trends and
tendencies such as:

strengths and development areas in terms of
problem solving

capacity to deal with various levels of
complexity

potential to improve current cognitive
functioning

a suitable work environment
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G. has an EXPLORATIVE style. She:
Likes to constantly investigate a problem.

Thoroughly explores many different kinds and
sources of information.

Checks information carefully and precisely,
even repeatedly.

Ensures effective exploration by asking ‘what
IS relevant?’



Focuses on the information that she thinks Is
relevant to the problem.

May explore and check so much that she gets
confused and becomes ineffective.

May explore without purpose when
confronted with unfamiliar information.
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G has a REFLECTIVE style. She:

Tends to explore and consider information
very carefully.

Constantly compares and links new elements
Into existing information structures.

Checks own application of task instructions.
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Has a very careful approach and revisits
Information once it has been processed.

May work relatively slowly (though is capable
of working at a greater pace) but does
monitor pace.

Is slow, careful and thorough, to avoid
making mistakes due to omission or
misinterpretation of information.
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! level of work: Diagnostic

People who are best suited to the Diagnostic
work environment may have an analytical /
sequential approach, following clear, linear
procedures to diagnose and solve problems
that are not always obvious.
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12 B

People who are best suited to Tactical work
environments, usually work with whole operating

systems — particularly with the interaction between
tangible intra-system components. They

tend to plan, structure, measure, control and pull
Information together in order to achieve a

pre-specified goal......
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..... Examples of roles reflecting the Tactical
work environment are doctors, lawyers,
company secretaries, financial advisers,
project managers, chief engineers and
departmental or business unit managers.
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Definitions and behavioural examples of
generic competencies are often very close
to an organization’s own competencies.

Sometimes only name change is needed,if
the behaviours are the same.

Sometimes a blending of two or more
competencies is needed
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X managed his time well. He competed the
task in the time allocated to him, paid
similar attention to all elements of the
tasks and dealt systematically and
methodically with the information
presented.
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His prioritization was marginal. He was
unable to differentiate between what was
urgent and what was important. He
specified a deadline in only one action.
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He did not indicate his objectives. He could
have greatly increased the value of his
output from these tasks if he had
remembered to say clearly, what was to be
done, what result he expected, who was to
do it, by when and if there were
Intermediate milestones.
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He failed to incorporate into his action
plans, any monitoring and evaluating
procedures to measure progress and
ensure success.
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While he did delegate on one occasion, for
example he delegated training, he did not
specify the results he wanted to obtain.

On another occasion he said he would
compile a list of names, with dates, for
training. This could rather have been
delegated.
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His action plans, while they would have
served as a personal aide memoir, or “to
do” list, would have failed as a blueprint
from which he and others could work,
since they contained no timelines,
deadlines or names of accountable

PErsons
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Defining Your Organization’s AC Objectives and Polic vy

Do you have a policy?



Activity..... 1 minute

)



Clarify the purpose(s) of your AC



Decide the aims of the AC



If your aims are SMART
H < =



The Importance on an AC
Policy
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The Policy Statement should
Indicate:
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The Policy Statement
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The Policy Statement should
Indicate:
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The Policy Statement should
Indicate:
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The Policy Statement should
Indicate:
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The Policy Statement should
Indicate:
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Assessor Selection and Training
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Assessor Training
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Assessor Training
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How meaning Is typically
derived from first impressions

@ nonverbal
B words
[]voice




1 B ] |

«Skin colour (if it stands out)
*Gender

*Age

eFacial Impression

*Eye contact

Body movement



| B (|

sPersonal space

srHow they're dressed

»Toucn (all tne above 55% of meaning)
“Voice (38% of meaning)

“\Words (7% of meaning)



The key skills...



The key skills...



IS It an Inference or a
Behaviour?

She was rude.

She stood up, poked
her tongue out at John, shouted, “You pig! |
hate you.” walked out of the room and
slammed the door
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Rather than:



Suggested personal
gualities of assessors
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Suggested personal
gualities of assessors
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Suggested personal
gualities of assessors
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