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e largely on the quality of
¥ "ﬂuﬁr effective management. No
on can ’bﬁ successful without having

ﬁ’m umber and the right type of people.

In mﬁn to procure the right quantity and the

right quality of employees, it is necessary o

obmmlhﬁmn&m:hnutmauanue and

nts of all ﬁlejobl in thn organisation.

{ Job analysis is a fnnml and

mmofm It refers to a scientific and

Mmlym nfajuhmordaurtunhm:n

lﬂmmﬂMtﬁnjdﬂg

been defined as “the process

observatic ,jmﬂmﬂﬂhemks.whmhcumpns:

the job, the methods and equipment used, and

mmmmﬂu ired for successful
ﬂmnﬂ n!,' the job." Job analysis is

therefore, performed upon ongoing jobs. As | '

are always subject to change, a job analys

become obsolete within a short penod

Job analysis provides the following informal

a'l:-uul a job :

) Identity of the job in terms ol its Ltl
code number.

. () The operations and tasks mvols +d in
job including their timing, signihcan
complexity and sequence

(iti) Location, physical sctting, hazards and

ot dlscumfnrts SUPETVISIOn £ 1.I.‘u en and recen
and other significant characteristics ol 10
job.

"v('w] Duties involved in the job along with the

frequency of occurrence of each duty

{¥) Materials, methods and equipments used
in performing the job.

}}'I] How the job is performed, r.e.,
nature of operations like cleanng, lifting,
handling, drilling, feeding, driving,
guiding, assembling, etc.

(i) Relationship of the job with other ]
the organisation.

(viii) Human resource attributes required for

performing the job, e.2., physical strength,
education, mental skills. attitudes,

pen:ntcumm“g:lﬂ

the

jobs 1n




\ be taken on the basis of
1 obtained through job analysis:
T iuman Resource Panning,Job ansy s
- | 4 'ﬂﬂﬁﬂﬁﬂ for forecasting
Wﬁﬂﬁiﬁ in terms of lmnWif{dEE
and skills. It also helps in planning for promotions
and transfers by indicating lateral and vertical
relationships between different jobs. Job analysts
helps in determining quality of human resources
required in an organisation. It also famh.tatﬁs
division of work. Therefore, job analysis 1s an
essential element of effective human resource
planning.

ecruitment and Selection, Information

relating to the tasks, responsibilities, knowledge
and skills serves as a realistic basis for hiring
people. Job vacancy 1s advertised on the basis
of job description and job specification. Job
analysis provides understanding of what an
employee is expected to do on the job. Such
understanding serves as the basis for meaningful
forecast of job performance. Selection methods
are based upon such forecasts.

4. Placement and Orientation. A clear
understanding of job requirements helps in
matching these requirements with the abilities,
interests and aptitudes of people. Each job can
be assigned to the person who is best suited for
it. Similarly, the orientation programme can be
geared towards helping the employee learn the
activities, tasks and duties that are required to
perform a given job more effectively,

5. Training and Development. Job analysis
provides valuable information required to identify

o, T
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gt performance standarg
in Wh* qupln?ﬁn PEriorm nce
cal s 01 1 gainst known sty
can.-ther al activities. The superior can l:ﬁmpmz |
:ﬂijl;:lfmmmcﬂ with the standards sct with§
e helpiotaob analysise i

7. Career path Planning. JO ysis

vides a clear idea of pppﬂrllllﬂ:l?ﬂﬂ in terms of
career paths and jobs available in 1€ ﬂrgamslahun_
with the help of such understanding Er[[;p oyees
and the organisation both can make efforts for
career planning and carcer developmenty

8. Job Design. With the help of kﬂ'il:lWledge
about job requirements, improvements in work
design and work methods can '_mz ma-:l; to improve
productivity and job satisfaction. Thls takes two
forms. namely industrial engineerng and human
engineering, The former is concerned with
measurement, simplification and improvement
of work.so as to improve efficiency and reduce
costs,/The latter involves redesigning jobs to
match the physical and psychological capabilities
of emplovees.

9. Job Evaluation. Job analysis serves as
the *basis for determining the relative worth of
different jobs. It, therefore, helps in developing
i_iiilll"i.'rpri.ate wage and salary structures, with
internal pay equity between jobs.

V. Labour Relations. Information
obtained through job analysis is helpful to both
mﬂﬂﬂgm_nent and trade unions for collective
bargaining. It can also be used to resolve

disputes and grievances relating to workload,
work procedures, etc.

11. . , .

Employee C ounselling. Job analys!s
out carcer choices
Such information 18

E;zwdes infurmzniun ab
personnel limitalinnﬁ.
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safety of employees.

- Thus, job analysis provides information

which is useful almost in all the operative
ijons of human resource management.
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Meaning : The data collected through
job analysis provides the basis for preparing
job descriptions and job specifications. Job
description is a functional description of what the
job entails. Tt is deseriptive in nature and defines
the purpose and scn_pa_____r:ﬁajgl:!.‘}lnh descriﬁm
= written record of the appropriate and authorised
contents of a job. It 15 A factual and organised
statement describing the job in terms of its title,
location, tasks, duties, responsibilities, working
conditions, hazards and relationship with other
jobs. It tells us what is to be dong, how it is
to be done and why. The main object of a job
description is 10 differentiate it from other jobs
and to set out its outer limits. Job description
is an important document as it helps to identity
the job and gives a clear idea of what the jab is.
2.2.1 Relevance of Job Description

Job description is helpful in the following
areas of human resource management :
~~T1) Job grading and classification.
__{ii) Placement of new employees on a job.
_ i) Orientation of new employees towards
hasic duties and responsibilities.
(iv) P_‘rnmntinns and transfers.
(v) Defining and outlining career paths.

of a job between management and
workers.

(xiv) Determining jobs for occupational
therapy.

{xv) Employee counselling and vocational
guidance.

(xvi) Organisational change and development.

(xvii) Framing questions to be asked in the
selection interview.

Qome enterprises prepare more than one job

description for each job. A brief version is used in
hiring employees while a detailed version 15 used
in training and evaluating a job. The job analyst
first prepares the preliminary draft from the data
obtained through job analysis. Comments and
suggestions of the jobholder and the supernor are
obtained. After this the final draft is prepared. A
job deseription is not a perfect reflection of a job.

Moreover, jobs are modified when work patterms
i the organisation are changed. Jobs tend 10 be
dynamic not static. Therefore, job description
can quickly become outdated. It is necessary to
make a job description as accurate as possible.
The concerned parties should record appropriate
nformation depending on 1ls USES. They should
also agree that a job description fairly reflects the
job. Some degree of subjectivity enters into job

description. Job description reduces flexibility
and it has been criticised on the ground that a
job is largely what the jobholder makes it to be.
Job descriptions once prepared are periodically
reviewed and updated in the light of changing

conditions and shortcomings revealed.
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(i A ots * chairman
: () Conducts periodic age and salary surveys in the community and
(v) Administers the company's fringe hene_f:t‘s programme,
 Recommends changes in and additions to existing benefits,

Normal working conditions. Eight hours per day. Five days a week.
Reports to the Director, Human Resources and exercises supervision

. - on officers in the wage and salary department in the Human
2 s Resource Division of the company.
- Relationships (a) With equivalent levels of management in other departments.
r (b) Maintains social and official contacts with local officials.
Job Analysis
= : l
Job DEEEHPHL‘IH Tob Specifications
(What the job is) (What the job requires) Job Evaluation
Fig. 2.1 : Job Analysis Components
" Table 2.2 : Distinction between Job Analysis
IM of Distinction Joh ﬂnﬂl}’ﬂii e
, 1 ]Mﬁaning A formal and detailed Study of [ A e Sitsiatiey
a job Statement describin
: s e £ the pature and
2. Purpose To serve as the basis for vari zontents of Job
: HR finictione ous | To gm‘de plucetm:ril. orientat e
3. | Nature A process ete, of employees on, training,
4. | Sequence Carried out before 3 job & Satement
dggc it : F'l‘c i : .
rption {s prepared pared r."tﬁl:r Jub -'1ﬂu'i|_']."5i5
___________‘H‘-\\—\‘_

e il eopaay-wide 10 evalusin
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{e) Ability to work long hours

1 h
(f) Innovative approac 1
(g) Good knowledge of computer applications .

ning { Job Enlargement s the process
scope of a job by adding more
tasks to it. The related tasks are combined. The
widened and more complex job is expected to
satisfy the higher order needs of employees,
Due to variety of tasks, an employee gets the
Opportunity to make greater use of his mind and
skill. In the words of Strauss and Sayles, “It
implies that, instead of assigning one man to each
Job, a group of men can he assigned to a group of
Jobs and then allowed to decide for themselves
how to organise the work. Such changes permit
more social contacts ang greater control over
the work process.” For example, in 3 company
there are three £roups of sales persons for three
different sales functions namely booking orders,
delivering the product and Providing afier-sajes
service. Under job enlargement all the groups
are merged together so that every salesperson
performs all the three functions.

Original Joh

- -
Fig, .'..’.Ir: Job Enlargemen;

employee a more complete or whole }rkuh to
do. It helps to increase interest in work and
efficiency. It is also a method of trﬂlnm‘g and
developing more versatile em[_:-l::ny::e:-‘;. But it dﬂﬂs
not increase the depth of a job.) Enlarged jobs
require longer training period a< there are more
tasks to be learned.

2.5 MEANING AND RELEVANCE OF
JOB ENRICHMENT

Meaning : Job Enrichment involves
designing a job in such a w ay that it provides
the worker greater autonomy for planning
and controlling his OWn performance. It is
based on the dssumption that jip order to
motvate employees, the job itself must provide
Opportunities for achievement. recognition,
esponsibility, advancement and growth, '}hruugh
10b enrichment, 4 JOb is made mgre Interesting
fCmoving the functions
job is Enriched wi]i]”m.”.- _\:ﬂ “mployee whose
-ﬁl]'JC'H'i_H'IS 01 plannipg I-.!L”mm e [m”:mgﬂnm.“
OWN Work i Z & and contrp] o far as his

: emed
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Job Specification

of a job

Title. duties, working conditions,
supervision. relationships 1

A written statement of the qualities

A writlen statement of the conienls ; .
required for performng a job

Education, training, experience,
aptitude, etc. required fora particular

job

nvolved

in a job
3. | Purpose To identify, define and describe & job | To facilitaic recruitment, se'lv:cfinn
training, etc. of people for the job
4. | Sequence Prepared before job specification Prepared after job description

Relevance :‘;an specification tells what
kind of a person is required for a given job.
It serves as a guide in the recruitment and
selection processes. It is also helpful in trammg
and appraisal of employees. Job specification is
criticised on the ground that it involves a greal
deal of subjectivity, Jt is restrictive in nature as
it restricts the development of an individual n

the job. (Organisations generally tend 10 specify

relatively high requirements for formal education

and training with the result that highly qualified
personnel end up dong routine jobs. Despite
these problems, it is necessary 10 specify for
every job the mimmum acceplable human
qualities. A specimen Job specification is given

below :

Table 2.4 : Job Specification of C pompensation Manager

Pasition Title :

Manager, wage and administration.

Department : Human Resource Division.

Education and Training : (&)

A good bachelor degree w ith at least 50 per cent marks.

(b) MBA with specialisation in HRM/MA Social Work/Diploma in
HRM or other equivalent qualification.
(¢) A degree or diploma in labour law will be an additional desirable

qualification.

il




D1 makes the job interesting thereby
reducing monotony and boredom for
the jobholder
M provides job satisfaction to the
Jobholder by making the job challenging.
‘_t;l,l.i') Ithelps to reduce employee absenteeism
and employee turnover.
L) It improves motivation of jobholder
- through opportunity for advancement
and growth in career,
%) It helps to increase quantity and quality
of job performance.

ME ' AND RELEVANCE OF
'MANPOWER ESTIMATION
Meaning |'r Before starting recruiting or
hiring employees, a company must estimate
the number of employees and the quality of
employees, it will need during a future time
period. Such estimation is called manpower
estimation or manpower planning. |According
to Eric Vetter, manpower estimation is “the
process by which management determines how
an organisation should move from its current
Mmanpower position to jts desired manpower
pasitioh. Through it management strives to have
Wie right number and the right kind of people ar
the right place, at e right time, doing things
which result in both the organisation, and the
individual receiving maximum long range
benefit.” There are two dimensions of manpower
w - T_lﬂ_:l_‘_l;l‘.auve. and qualitative,

1. Quantitative Aspect. This aspect of
r"ﬁfp-nnrer, estimation involves estimating the
umber of employees required in a fytyre time
uuru_:d, In nrdr.l'r o estimate the Quantity of
quired manpower, workload analysis and work

iree analysis are done,
y

L™

iy

siliad .]ym. the workload of each
e t is estimated. The tota]
workload dividtfi by workload per
employee will yi:!d the number of
B & fekey docdos
, @ lactory
50,000 cars during 2018-2019. Standaeg
man hours needed to prnuz?uce one car
are 10. Total man hours will be 50 figg
= 10 = 5.00,000. Man hours availabje
per worker are 2500 per year. The
5,00,000
factory will require = o 200

workers during 2018-2019.

‘éﬂy Work Force Analysis : All the existing
workers in the f[ﬂ,'!f_:-]"‘_‘-.' are not Hkﬂi}' lo
be available during 2018-2019. Some of
the current workforce or manpower will
be lost due to retirement. resignation,
promotion, etc. In order to estimate the
loss of current workforce. workforce
analysis is done. The work uistory of
each of the existung workers in the
factory is prepared. O the basis of past
experience, the loss of manpower is 10
PErcent every vear [If 160 workers are
already employed in the factory only
144 (160-16) workers will be available
m 2018-19 The tactory will have to
recrut 56 |
year,

200-144) new workers pext

2. Qualitatiye Aspect. The estimate of the
i-;nuwledgu, skills.

“Xperience, etc, of required
Manpowe

ris the Qualitatiye aspect of manpower
1. =1 H ; -

The Quality of manpower can be
basis of Job analysis and job

Releyy =
manpower pI"EE- : Mﬁ“lm“'rr estimation or
ﬂﬂﬂll’lg !Ei, FEI-E"L-" :

= + . dln » mn
the fu!lmumg Wiy - U and helpful i

| ssesrssnsnill \ S -

Short .
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‘Under it more tasks of a similar | U i

o el e Its purpose is to reduce monotony
- in performing repetitive jobs by

z a_ lengthening the operating cycle. |
144, | Skills Required | It may not require acquisition of high | It requires acquisition of higher level
- level skills on the part of job holders. skills on the part of job holders.
Wrﬂirﬂcﬁnn and | Tt does not reduce the need for|It reduces the need for direction
Control direction and control by the superior. | and control by the superior as the
jobholder uses self-direction and
control.

| _",'-:--TI'-'_'." e i E R S ;.'._":'.".7_"-.'-._-_-.'_-'_-:'-,",--." g A R e L S TR
# .r._.-ru WAMYES (X T '--:."': I MOr1F0 =18
J'.I-l e | i e i ]
'1. [T - . . T 1 .
! ‘ oading of a job. h "
il
X o
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Job enrichment needs to be differentiated more work al the same level of responsibility.
from job enlargement. Job enlargement involves Jobs are restructured so that they become more
a horizontal loading of the job by adding a variety ~ meaningful interesting and challenging. Cﬂn'll':ﬂlﬂ
of operations which the jobholder will perform. are reduced to provide greater freedom of action
On the other hard, job enrichment consists of a  and to increase accountability. For instance, an
vertical loading of the job so that the jobholder employee may be assigned total responsibility
himself controls the planning and execution of for a complete job. Jjob enrichment involves
his job. In job enlargement, employees are given  grouping together jobs at different levels.

Job Enrichment Job Enlargement

High

' Tob Job
Depth Scope

Low

Fig. 2.4 : Comparison of Job Enrichment and Job Enlargement

Steps in Job Enrichment
The process of job enrichment consists of
the following steps :
(i) Selecting jobs which are amenable to
job enrichment.
(ii) Identifying the changes that may enrich
the selected jobs.

(ni) Changing the contents of a job so
to provide self-control.
achievement and advancement 1
can be done by forming naty |
STOUpS, combining tagke
feedback channels ‘

responsibil

dan
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| eryiay | SUMMARY

t means increasing the autonomy and r&:pﬂnsuhilit\r 50 that t
of estimating the e

teresting 3 and challenging. Manpower ectimation is the process O
de qua!iw of manpower needed during a future time period. Wurklaad analysis and ﬂ
e analysis are used to estimate the quantity of required manpower. Job analysis, job

. on and job specification are helpful in estimating the quality of required manpower.

short Answer Type Questions

: ¥
2.

Define Job Analysis.
Define Job Description.

3. Define Job specification.

4. Define Manpower Estimation.

Long Answer Type Questions

Explain the meaning and
Discuss the meaning and relevance of Job De

1.
2.
&
4,
5.
b.

7.

Disti nguish between :

relevance of Job Analysis.
scription.

Explain the meaning and Relevance of Job specification.

Discuss the meaning and Relevance of lob Enlargement.

Explain the meaning and Relevance of Job Enrichment.

(a) Job Description and Jab specification
(b) Job Enlargement and Job Enrichment
What is Manpower Estimation? Explain its quantitative and qualitative aspects.
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