JOB ANALYSIS
Check List for systematic job analysis

	
First point – Key-questions



What is the work? What’s to be done?



When?



Why?



Where?



How?


Second point - Responsibilities



Responsibility for the staff



Responsibility for the machines, equipments, materials 



Responsibility for the expectations of quality



Responsibility for the money



Responsibility for the targets of revenue and profit 


Third point – Relations within the workplace


Relationship with superiors



Relationship with colleagues



Relationship with other divisions, departments, units



Relationship with other companies 


Fourth point – Requirements


School attendance and qualification



Professional knowledge and practical experiences 





Competences of leadership 





Intelligence 



The required level of the execution and of the results



Requirements, expectations



Physique, state of health


Fifth point – Working conditions 


Placement, material conditions, environment 



Social conditions and the work-group



Economic conditions 


Sixth point - Control


Checking up with the employees working in the given activity



Coordination with the supervisors




(A.G.Cowling - C.J.B. Mailer: Planning of Human Resources, Edward Arnold, 1981)

In case of manual work the direct study can be useful, but we can obtain the most information, if we enter into conversation with the person in job and with his / her supervisors. Probably there will be differences between the two opinions: individuals always set a high value of their own job; but the things, that may seem needless (boring) for you, can be important for the person who do the job. It is worth also to ask questions about the negative sides of the job, (about unpleasant, disagreeable, or  extreemly difficult things).   

Exercise: Suppose, that you will have a new job in a short time, and you have to find somebody to replace you in your job. For finding the new employee at first you have to start to analyse your job with the help of the Check List. Approximately in 5 minutes look through the list and write a short memorandum to each key word.

