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Introduction

All across the globe, jobs are very important to individuals. 

They help to determine standards of living, places of residence, status and even 
one’s sense of self-worth. 

They are important to organizations also because they are the means of 
accomplishing organizational objectives. 

Traditionally, organizations used to define jobs in a rigid way.







Disadvantages 
of Job 
Analysis







Observation Method

Direct Observation is a method 
of job analysis to observe and 

record behaviour / events / 
activities / tasks / duties when 

the worker or group engaged in 
doing the job. 

Observation method can be 
effective only when the job 
analyst is skilled enough to 

know what is to be observed, 
how to analyze, and what is 

being observed.



Interview 
Method

Interview method is a useful tool of 
job analysis to ask questions to 
both incumbents and supervisors in 
either an individual or a group 
setting. 

Interview includes structured 
interviews, unstructured interview, 
and open-ended questions.



Questionaire Method

• This involves using structured questionaires to collection about the job. 

• Job incumbents and/or managers fill out questionnaires about the KSAs 
necessary for the job. 

• HR compiles the answers and publishes a composite statement of job 
requirements. 

• This method produces reasonable job requirements with input from 
employees and managers and helps analyze many jobs with limited 
resources



Stakeholders in Job Analysis
• Company Management

• Top performers who have a good understanding of the position 
and who know how to do the job effectively, what tasks need to 
be completed and at what frequency, and what is critical to 
perform the job successfully.

• The supervisor to whom the employee will report

• HR Manager/Business Partner/Advisor/Consultant

• Current employees who will be affected by hiring the new 
employee, 

• A recorder or facilitator who is unbiased and has no current or 
past connection to the job position



Sources of Data for Job Analysis

Organizational chart job announcements, position descriptions; 
direct or indirect (e.g., 

review of video) 
observation; 

input from management, 
employees and/or a 

relevant subject matter 
expert, 

obtained through 
interviews or via 
questionnaires. 

An additional option for 
collecting data is the diary 

method, where a job 
incumbent keeps a diary 
or log of daily activities.



Information Collected Under Job Analysis

• Nature of jobs required in a concern.

• Nature/ size of organizational structure.

• Type of people required to fit that structure.

• The relationship of the job with other jobs in the concern.

• Kind of qualifications and academic background required for jobs.

• Provision of physical condition to support the activities of the concern.



Job Description and Job 
Specification

• The outputs of job analysis are job description 
and job specification.



JOB DESCRIPTION

It is an organized factual statement of job contents in the form of 
duties and responsibilities of a specific job. 

The preparation of job description is very important before a 
vacancy is advertised. It tells in brief the nature and type of job. 

This type of document is descriptive in nature and it constitutes all 
those facts which are related to a job.



Advantages of Job 
Description

It helps the supervisors 
in assigning work to the 
subordinates so that he 
can guide and monitor 

their performances.

It helps in recruitment 
and selection 
procedures.

It assists in manpower 
planning.

It is also helpful in 
performance appraisal.

It is helpful in job 
evaluation in order to 
decide about rate of 
remuneration for a 

specific job.

It also helps in chalking 
out training and 

development 
programmes.



Elements of Job Description

Title/ Designation of job 
and location in the 

concern.

The nature of duties and 
operations to be 

performed in that job.

The nature of authority-
responsibility 
relationships.

Necessary qualifications 
that are required for job.

Relationship of that job 
with other jobs in a 

concern.

The provision of physical 
and working condition or 

the work environment 
required in performance 

of that job.



Job 
Description 
Template

• [Job Title]

• Formal position title.

• Reports To:

• The [job title] will report to [position title or 
titles this position reports to].

• Job Overview:

• Provide a brief, four-sentence description of 
the role, what success in the position looks like, 
and how it fits into the company or organization 
overall.

• Responsibilities and Duties:

• List the essential duties required to carry out 
this job.

• List them in order of importance.

• Use complete sentences.

• Start sentences with verbs.

• Use the present tense.

• Use gender-neutral language.

• Qualifications:

• Education level.

• Experience.

• Specific skills.

• Personal characteristics.

• Certifications.

• Licenses.

• Physical abilities.



JOB SPECIFICATION

It is a statement which tells 
us minimum acceptable 
human qualities which 
helps to perform a job. 

Job specification translates 
the job description into 

human qualifications so that 
a job can be performed in a 

better manner. 

Job specification helps in 
hiring an appropriate 

person for an appropriate 
position.



Advantages of Job Specification

IT IS HELPFUL IN 
PRELIMINARY SCREENING 

IN THE SELECTION 
PROCEDURE.

IT HELPS IN GIVING DUE 
JUSTIFICATION TO EACH 

JOB.

IT ALSO HELPS IN 
DESIGNING TRAINING AND 

DEVELOPMENT 
PROGRAMMES.

IT HELPS THE SUPERVISORS 
FOR COUNSELING AND 

MONITORING 
PERFORMANCE OF 

EMPLOYEES.

IT HELPS IN JOB 
EVALUATION.

IT HELPS THE 
MANAGEMENT TO TAKE 
DECISIONS REGARDING 

PROMOTION, TRANSFERS 
AND GIVING EXTRA 
BENEFITS TO THE 

EMPLOYEES.



Elements of Job Specification

Job title and 
designation

Educational 
qualifications for 

that title

Physical and other 
related attributes

Physique and 
mental health

Special attributes 
and abilities

Maturity and 
dependability

Relationship of that 
job with other jobs 

in a concern.



Job 
Specification 
Template

• [Job Title]

• Formal position title.

• Reports To:

• The [job title] will report to [position title 
or titles this position reports to].

• Job Overview:

• Provide a brief, four-sentence description 
of the role, what success in the position 
looks like, and how it fits into the company 
or organization overall.

• Required Experience

• Specify the needed years of experience 
and areas where necessary

• Required Education

• List the expected educational 
qualifications

• Required certification or 
credentials

• List the required certifications, 
memberships and licenses where 
needed.

• Required Skills

• List all associated skills

• Personality Traits

• Identify all

• Demands

• Be clear on work demands eg
time, travelling, work overtime if 
any and others.



Role of Job Analysis in 
Establishing Effective 
Hiring Practices

• Job analysis process helps in 
establishing effective hiring 
practices and guides 
managers in identifying the 
selection criteria required to 
deliver the expected output.



Identifying 
KRAs:

Job Analysis process helps in identifying Key Result Areas/Key 
Responsibilities Areas (KRAs) such as knowledge, technical, 
communication and personal skills, mental, aptitude, physical and 
emotional abilities to perform a particular task. 

Different jobs have different requirements. 

Therefore, the process needs to be performed every time when 
there is a requirement to fill the job opening. 

This is a basis for developing questionnaires, devising interview 
questions and setting selection test papers. 

The information in the form of scores or grades can then be used 
for hiring process.



Setting Selection Standards:

Job Analysis also helps managers in 
setting certain standards for selection 

process in terms of educational 
qualifications, work experience, 

expertise, special skill sets, unusual 
sensory abilities, specific career track, 
certifications and licenses and other 

legal requirements.

This helps in identifying the basic 
requirements that make a candidate 

eligible for a particular post.



Identifying KSAs:

• The process also helps managers in determining Key Success 
Areas or Key Performance Areas. 

• These are performance measurement tools that are used by 
companies around the world to measure those aspects that 
determine success of a job such as organizational goals, 
individual goals and the actions required to achieve these 
goals. 

• This is about comparing the actual results delivered by an 
individual with pre-set success factors and analyzing the 
performance. Once through, the whole process may require 
few changes if achieved results are around the set standards. 

• They may require a complete change if there is a huge gap 
between the expected and delivered results.



In Summary



JOB DESIGN



Session Objectives

Explain the concept of Job DesignExplain

Discuss the techniques or methods for Job DesignDiscuss

Review Issues in Job DesignReview

Elaborate Factors Affecting Job DesignElaborate

Practice Job DesignPractice



Introduction

Job design follows job analysis i.e., it is the next step after job 
analysis. 

It aims at outlining and organizing tasks, duties and responsibilities 
into a single unit of work for the achievement of certain objectives. 

It also outlines the methods and relationships that are essential for 
the success of a certain job. 

In simpler terms it refers to the what, how much, how many and the 
order of the tasks for a job/s.



Introduction Cont’d

Job design essentially involves 
integrating job responsibilities or 

content and certain qualifications that 
are required to perform the same. 

It outlines the job responsibilities 
very clearly and helps in attracting 

the right candidates to the right job. 

Further it also makes the job look 
interesting and specialized.



Definition of 
Job Design

• According to Michael Armstrong, “Job 
Design is the process of deciding on the 
contents of a job in terms of its duties and 
responsibilities, on the methods to be used 
in carrying out the job, in terms of 
techniques, systems, and procedures, and on 
the relationships that should exist between 
the job holder and his superior subordinates 
and colleagues.”



Good Job 
Design 
Considerations

Employee Input: A good job design 
enables a good job feedback. 

Employees have the option to vary 
tasks as per their personal and social 
needs, habits and circumstances in 

the workplace.

Employee Training: Training is an 
integral part of job design. Contrary 

to the philosophy of “leave them 
alone’ job design lays due emphasis 
on training people so that are well 

aware of what their job demands and 
how it is to be done.

Work / Rest Schedules: Job design 
offers good work and rest schedule 
by clearly defining the number of 
hours an individual must spend in 

his/her job.

Adjustments: A good job designs 
allows for adjustments for physically 
demanding jobs by minimizing the 
energy spent doing the job and by 

aligning the manpower requirements 
for the same.



Benefits of 
Job Design

Job design is important because it allows you to stay relevant and create jobs 
that fulfill both the organizational and employee needs.

Alignment. When you can align both company and employee values and 
needs, you can create something beautiful. Successful job design means your 
organization experiences lower turnover and absenteeism and higher 
productivity.

Employee motivation. Employee motivation is the intangible ingredient 
needed for a productive workforce. Well-designed roles and responsibilities 
help your organization create motivation for employees. While there are ways 
to motivate employees extrinsically (rewards, incentives, bonuses), internal 
factors like job satisfaction are worth the investment.

Staying current. The global landscape for work is changing every day, 
including motivational factors and employee values. Job design allows you to 
stay current and competitive to attract and retain top talent and give your 
employees the opportunity to succeed.



Job Characteristics

Skill Variety Task Variety 
Task 

Significance 
Autonomy Feedback



Job Characteristics Cont’d

• Skill Variety

• Every job in an organization has its sets of skills. This means if you are an employee, you should have the necessary skills 
to perform that work efficiently. Therefore, skills are very essential in job performance.

• Task Variety

• If you are an employee, you always enjoy it when you are part of a company’s project from its commencement to when it 
is finalized. You will be discouraged if you do work halfway, and you are replaced by a new employee. Both of you will not 
be pleased.

• Task Significance

• This means that how a certain job is important or brings a difference to an organization. For example, if you are doing a 
certain job and bring more income to a company you are sure to be honored as an employee.

• Autonomy

• The ability for employees to decide on their makes work more enjoyable and satisfactory. Dictating and employees 
increase frustration, and one questions him or herself about their ability in performing the job described.

• Feedback

• To increase the productivity of a company you need workers to be competitive. This can be achieved by giving feedback 
individually or according to departments. This will motivate workers to work more efficiently. Furthermore, you can show 
your workers how customers rate products or services from your organization. This is also another factor to improve 
productivity.



Job Design Process

Do an assessment of 
current work practices.

Do a task analysis.

Design the job.
Implement the new 
job design gradually.

Get Feedback and Re-
evaluate job design on 
a continual basis.



Job Design Process Cont’d

• Do an assessment of current work practices.

• Is job design needed or feasible? Discuss the process with the employees and supervisors 
involved and be clear about the process, or any changes or training that will be involved.

• Do a task analysis.

• Examine the job and determine exactly what the tasks are. Consider what equipment and 
workstation features are important for completing the tasks. Identify problem areas.

• Design the job.

• Identify the methods for doing the work, work/rest schedules, training requirements, 
equipment needed and workplace changes. Coordinate the different tasks so each one 
varies mental activities and body position. Be careful not to under or overload the job.

• Implement the new job design gradually.

• You may want to start on a small scale or with a pilot project. Train employees in the new 
procedures and use of equipment. Allow for an adjustment period and time to gain 
experience with the new job design.

• Get Feedback and Re-evaluate job design on a continual basis.

• Make any necessary adjustments. Be sure to get feedback from all those involved.



Job Design Approaches

Human Approach Engineering Approach



Human 
Approach 
To Job 
Design

The human approach of job design lays emphasis on designing a job 
around the people or employees and not around the organizational 
processes. In other words, it recognizes the need of designing jobs 
that are rewarding (financially and otherwise) and interesting at the 
same time.

According to this approach jobs should gratify an individual’s need for 
recognition, respect, growth and responsibility. Job enrichment as 
popularized by Herzberg’s research is one the ways in human 
approach of job design. Herzberg classified these factors into two 
categories - the hygiene factors and the motivators.

Motivators include factors like achievement, work nature, 
responsibility, learning and growth etc. that can motivate an individual 
to perform better at the workplace.

Hygiene factor on the other hand include things like working 
conditions, organizational policies, salary etc. that may not motivate 
directly but the absence of which can lead to dissatisfaction at the 
workplace.



Engineering 
Approach 
To Job 
Design 

According to this approach the work or task of each 
employee is planned by the management a day in 
advance. The instructions for the same are sent to each 
employee describing the tasks to be undertaken in detail. 
The details include things like what, how and when of the 
task along with the time deadlines.

The approach is based on the application of scientific 
principles to job design. Work, according to this approach 
should be scientifically analyzed and fragmented into 
logical tasks. Due emphasis is then laid on organizing the 
tasks so that a certain logical sequence is followed for 
efficient execution of the same. The approach also lays 
due emphasis on compensating employees appropriately 
and training them continuously for work efficiency.



Job Design 
Techniques

Job 
Enrichment

Job 
Enlargement

Job 
Simplification

Job Rotation

Job Loading Job Crafting



Job Enrichment

Job enrichment refers to creating opportunities for an 
employee to find greater satisfaction in their current role. 

This could be done by grouping related tasks to create role 
clarity, helping the employee build relationships and role 
significance by introducing new partners and stakeholders, 
or finding opportunities to provide developmental 
feedback and career pathing.

This also comes with additional pay for the work done 
which helps workers to work more effectively as they 
know their tasks.



Job Enrichment

Advantages

Employees improve on 
different or new work 

skills

Work becomes 
enjoyable

The company’s 
productivity grows

Additional 
responsibilities hence 
boredom reduction

Motivates workers to 
work hard

Workers can make 
decisions on their own

Disadvantages

• Work may become more leading 
to poor results

• Other workers may not agree 
with this technique which will 
cause disagreement between 
workers

• Employees may be unprepared 
for this technique



Job 
Enlargement

Job enlargement refers to adding responsibilities to an 
existing role. This enables the employee to learn new skills 
and work on new tasks related to their current area of work. 

For example, if you have an appliance technician who 
routinely works only on refrigerators, you may expand their 
role to include washing machines. 

It can apply to white-collar work as well, such as an 
accountant that only does expense reporting enlarging the 
position to include assisting with general ledgers. 

This breaks up the monotony, allows the employee to build 
new skills, and adds variety to keep them engaged.



Job Enlargement

Advantages

INCREASE IN PAY. WITH 
ADDITIONAL DUTIES, AN 
EMPLOYEE RECEIVES AN 

ADDITIONAL SALARY

THE COST OF EMPLOYING 
MORE EMPLOYEES WILL 

REDUCE AS CURRENT 
WORKERS CAN DO MORE 

DUTIES.

INCREASES SKILL LEVEL OF 
EMPLOYEES.

Disadvantages

• Workers may become 
dissatisfied after a period

• The cost of training employees is 
high



Job 
Simplification

Job simplification is the act of removing tasks or 
responsibilities from a role to make it more specific. 
You could choose this for a couple of reasons. 

First, the job has taken on more responsibilities over 
time and is no longer manageable for one person, or 
second, you want to create a role focused on specific 
tasks to become productive at completing them.

This is an additional job design method where an 
organization makes the job easy, simple, and fast for its 
employees. This method is applied to achieve the 
performance of many duties in a short period.



Job Simplification

Advantages

Employees are not 
overworked

Less time in 
performing duties

Less cost of training
Employees become 
more efficient

Disadvantages

• Dissatisfaction because work is 
repetitive

• Workers are not able to learn 
new skills

• Employees are not able to 
decide by themselves



Job 
Rotation

This method is used in organizations to enable employees to 
have a vast ability to work in different departments or areas. A 
worker can gain skills of different which makes him or her 
flexible in the organization.

In job rotation, you move employees to different jobs in the 
organization enabling them to develop new skills, gain 
experience and learn about new roles.

Employees doing job rotation are uniquely positioned to cover 
absences for employees in other departments and develop an 
understanding of the full operation of the organization. 

This could prove useful in succession planning, minimizing skill 
gaps, and keeping employees engaged and adaptable to ever-
changing roles.



Job Rotation

Advantages

Increases 
productivity

Motivates the 
employee

The performance 
of the organization 

rises

Improves the skills, 
attitude, and 

abilities of workers

Employees don’t 
strain so much

Disadvantages

• Workers become anxious

• Employees may not have a main 
skill due to job rotation



Tips To Effective Job Rotation 
To Enhance Organizational 
Effectiveness

The purpose and 
objective of job rotation 

need to be clear and 
well defined.

Train employees before 
shifting them to new 

departments.

Carefully monitor the 
performance of every 

employee.

Give them feedbacks at 
every step.

Keep out Politics and 
Politicking



Job Loading

Job loading is redesigning a job to 
benefit the employee’s need for 
purpose in their role by adding tasks 
like decision-making authority.

This helps employees feel a sense of 
ownership in the work.



Job Crafting

Job crafting tends to happen naturally when employees 
change their responsibilities over time. This could 
include changing the tasks, the scope of tasks, or the 
amount of internal and external interaction with others. 

Employees may feel more ownership for a role that 
they’ve helped design, so including them in the job 
design process is helpful whenever a position is flexible 
enough to allow it. 

This employee involvement could be as simple as a 
survey or as thorough as an in-depth discussion.



Trends in Job 
Design



Factors Affecting Job 
Design

• A well-defined job will make the job 
interesting and satisfying for the 
employee. 

• The result is increased performance and 
productivity. 

• If a job fails to appear compelling or 
interesting and leads to employee 
dissatisfaction, it means the job must be 
redesigned based upon the feedback 
from the employees.



Factors 
Affecting Job 
Design

Broadly speaking the various factors 
that affect a job design can classified 
under three heads. They are: 

Organizational Factors 

Environmental Factors 

Behavioral Factors



Organizational 
Factors

Organizational factors that affect job design can be work nature or
characteristics, workflow, organizational practices and ergonomics.

1. Work Nature: There are various elements of a job and job
design is required to classify various tasks into a job or a
coherent set of jobs. The various tasks may be planning,
executing, monitoring, controlling etc. and all these are to be
taken into consideration while designing a job.

2. Ergonomics: Ergonomics aims at designing jobs in such a way
that the physical abilities and individual traits of employees
are taken into consideration so as to ensure efficiency and
productivity.

3. Workflow: Product and service type often determines the
sequence of workflow. A balance is required between
various product or service processes and a job design
ensures this.

4. Culture: Organizational culture determines the way tasks are
carried out at the workplaces. Practices are methods or
standards laid out for carrying out a certain task. These
practices often affect the job design especially when the
practices are not aligned to the interests of the unions.



Environmental 
Factors

Environmental factors affect the job design to a considerable extent. 
These factors include both the internal as well as external factors. 
They include factors like employee skills and abilities, their 
availability, and their socio economic and cultural prospects.

1. Employee availability and abilities: Employee skills, abilities 
and time of availability play a crucial role while designing of 
the jobs. The above-mentioned factors of employees who 
will actually perform the job are taken into consideration. 
Designing a job that is more demanding and above their skill 
set will lead to decreased productivity and employee 
satisfaction.

2. Socio economic and cultural expectations: Jobs are nowadays 
becoming more employee centered rather than process 
centered. They are therefore designed keeping the 
employees into consideration. In addition, the literacy level 
among the employees is also on the rise. They now demand 
jobs that are to their liking and competency and which they 
can perform the best.



Behavioral 
Factors

Behavioral factors or human factors are those that pertain to the 
human need and that need to be satisfied for ensuring productivity 
at workplace. They include the elements like autonomy, diversity, 
feedback etc. A brief explanation of some is given below:

1. Autonomy: Employees should work in an open 
environment rather than one that contains fear. It 
promotes creativity, independence and leads to increased 
efficiency.

2. Feedback: Feedback should be an integral part of work. 
Each employee should receive proper feedback about his 
work performance.

3. Diversity: Repetitive jobs often make work monotonous 
which leads to boredom. A job should carry sufficient 
diversity and variety so that it remains as interesting with 
every passing day. Job variety / diversity should be given 
due importance while designing a job.

4. Use of Skills and abilities: Jobs should be employee 
rather than process centered. Though due emphasis needs 
to be given to the latter, but jobs should be designed in a 
manner such that an employee is able to make full use of 
his abilities and perform the job effectively.



Job Redesign

Restructuring the elements including 
tasks, duties and responsibilities of a 
specific job in order to make it more 

encouraging and inspiring for the 
employees or workers is known as 

job redesigning. 

The process includes revising, 
analyzing, altering, reforming and 
reshuffling the job-related content 

and dimensions to increase the 
variety of assignments and functions 

to motivate employees and make 
them feel as an important asset of 

the organization. 

The main objective of conducting job 
redesigning is to place the right 

person at the right job and get the 
maximum output while increasing 

their level of satisfaction.



Job 
Redesign 
Process

• Revising the Job Content: Job redesigning process involves recollecting 
and revising job-related information to determine the inconsistency 
between person and the job. 

• Analyzing Job-related Information: Once the job analyst is through 
with recollecting and revising the job content, analyzing the 
discrepancies is the next step. It is done to determine the hindrances in 
performing job-related tasks and duties and investigate why an 
employee is not able to deliver the expected output. 

• Altering the Job Elements: The next step is to amend the job elements. 
It may include cut back on extra responsibilities or addition of more 
functions and a higher degree of accountability. The basic aim of 
altering the job content is to design a job in such a manner that 
encourages employees to work harder and perform better. 

• Reformation of Job Description and Specification: After altering the 
job elements, a job analyst needs to reform the job description and 
specification in order to make sure that the worker placed at a 
particular place is able to deliver what is expected of him. 

• Reshuffling the Job-related Tasks and Duties: Next is to reallocation 
of new or altered tasks and functions to employees. It may be done by 
rotating, enriching, enlarging and engineering the job. The idea is to 
motivate the performers while increasing their satisfaction level.



Advantages 
of Job 
Redesigning



Group 
Assignment

• You have been contracted as a HR 
Professional to design the jobs in a 
new company. Understudy the 
company and design the expected 
jobs for the company that will help 
them achieve their organizational 
goals and objectives.

• Choose any company of your choice



Thank You for 
Your Time and 

Attention.


