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Understanding Roles, Responsibilities, and Value in the Workplace




What Are Job Analysis & Job Evaluation”

Job Analysis Job Evaluation A systematic process of
determining a job’s relative worth within an
organization to ensure fair and equitable
compensation. It focuses on the value a job
orings to the company.

A systematic process of gathering information about a
job’s duties, responsibilities, required skills, outcomes, and
work environment. It provides a detailed understanding of
what a job entails.

These two distinct yet interconnected processes are fundamental to effective human resource management, forming the
bedrock for strategic talent deployment and reward systems.
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Why Job Analysis Matters
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Clear Job Descriptions Training & Development Performance Appraisal
Defines precise duties, [dentifies skill gaps and training Establishes objective performance
responsibilities, and reporting needs, fostering continuous standards, ensuring fair and
relationships, providing a roadmap orofessional growth within the consistent evaluation processes.
for employees. workforce.

+
Workforce Planning & Recruitment Organizational Alignment
Supports strategic hiring and talent acquisition by Aligns individual employee output directly with broader
clearly outlining job requirements. organizational goals, enhancing productivity.
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Key Elements in Job Analysis

Job Description

Details duties, responsibilities,
reporting lines, and working conditions.

Job Diaries

Employees record their activities
over a period, offering a detailed
task log.

Observation

Directly observing employees
performing their tasks in the work
environment.
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Job Specification

Outlines qualifications, skills,
knowledge, abilities, and experience
required.

INnterviews

Direct conversations with
incumbents and supervisors to
gather insights.

Questionnaires

Structured surveys to collect
information from multiple employees
efficiently.
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VWhat 1s Job Evaluation?

Q ®

Compensation Planning Internal & External Equity
Determines a jolb’s worth for establishing fair and Ensures fairness across jobs within the organization and
competitive pay scales. competitiveness with external markets.

5

Employee Motivation Focus on the Job
Links job value to pay structure, fostering motivation and Evaluates the inherent demands and responsibilities of
job satisfaction among staff. the role, not the individual's performance.
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Common Job Evaluation Methods
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Ranking Method Classification Method
Simple method where jobs are ordered from highest to Jobs are categorized into predetermined classes or grades
lowest in overall value or difficulty. based on their general characteristics.
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Point Factor Method Factor Comparison
Points are assigned to various compensable factors (e.g., Benchmarking against key jobs and ranking them by
skill, effort, responsibility, working conditions) for each job, individual compensable factors, which are then monetized.

then summed.
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Job Analysis vs. Job Evaluation

Job Analysis

Focuses on studying and understanding the nature, responsibilities, and requirements of a job. It results in
detailed job descriptions and specifications that help in hiring, training, and performance evaluation.
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Job Evaluation

Determines the relative value or worth of a job within the organization. It is used mainly for creating a fair

compensation structure and ensuring internal equity.




Conclusion: Building a Fair and Efficient Workplace

Strategic Matching

] Job Analysis ensures the right personis matched to the right job, optimising talent

utilization.

Equitable Compensation

2 Job Evaluation ensures the right pay is matched to the right job, promoting fairness
and transparency.

Enhanced Efficiency

3 Together, these processes enhance organizational efficiency, fostering a
productive and harmonious environment.

HR Foundation

4 They form a strong foundation for HR planning, robust reward
systems, and sustained workforce engagement.
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