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ABSTRACT

Job analysis is a systematic process used by organizations to identify and determine the duties,
responsibilities, skills, and qualifications required for a particular job role. It plays a vital role in
human resource management by providing accurate information about job requirements and employee
competencies. Through job analysis, organizations can clearly define job descriptions and job
specifications, which help in effective recruitment, selection, training, performance evaluation, and
compensation management. This study focuses on the importance of job analysis in improving
organizational efficiency and employee performance.

By collecting data through methods such as observation, interviews, questionnaires, and work

diaries, organizations can gain a comprehensive understanding of job roles and responsibilities. A
well structured job analysis process helps in aligning employee capabilities with organizational goals
and ensures that the right person is placed in the right job. Furthermore, job analysis contributes to
workforce planning and supports decision-making in various HR functions. It enhances productivity
by reducing role ambiguity and improving employee satisfaction. Overall, job analysis serves as a
fundamental tool for effective human resource planning and organizational development.

I. INTRODUCTION e Job Specification — Qualifications,
Job Analysis is a systematic process of skills, experience, knowledge, and
collecting, examining, and organizing abilities required to perform the job.
information about a  job’s  duties, It answers important questions such as:
responsibilities, necessary skills, outcomes, e  What tasks are performed?
and work environment. It helps organizations e How are they performed?
understand what a particular job involves and e  Why are they performed?
what type of employee is required to perform e What skills and qualifications are
it effectively. required?

Job analysis forms the foundation of all major Importance of Job Analysis
human resource management functions such as e Helps in accurate recruitment and
recruitment, selection, training, performance selection
appraisal, compensation, and workforce e Identifies training and development
planning. By clearly defining job roles and needs
expectations, organizations can ensure the e Assists in performance evaluation
right person is placed in the right position. e Supports fair wage and salary
Meaning of Job Analysis administration
Job analysis focuses on: e Improves organizational efficiency
e Job Description — Details about tasks, In simple terms, job analysis provides a clear
duties, responsibilities, and working understanding of every job role in an
conditions.
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organization, ensuring smooth workflow and
better employee performance.
NEED OF THE STUDY

e To understand the importance of job
clarity in improving employee
performance and productivity.

e To identify the roles and
responsibilities associated with
different positions in the organization.

e To support effective recruitment and
selection by defining job requirements

accurately.

e To determine training and
development needs based on job
specifications.

e To establish fair compensation
systems according to job value and
responsibilities.

e To reduce employee role conflict and
ambiguity  through  proper job
descriptions.

e To improve performance appraisal
systems by setting clear performance
standards.

e To assist in manpower planning and
workforce management.

e To ensure legal compliance in
employment practices.

e To enhance organizational efficiency
and effectiveness.

SCOPE OF THE STUDY

Study of Job Duties and Responsibilities —
Analyzing the tasks performed by employees.
Preparation of Job Descriptions — Defining
job title, duties, authority, and reporting
relationships.

Preparation of Job Specifications -
Identifying educational qualifications, skills,
experience, and competencies required.
Recruitment and Selection Support -
Assisting in hiring suitable candidates.
Training and Development Planning -
Identifying areas where employees require
skill enhancement.

Performance Appraisal Standards -
Establishing performance benchmarks.

Compensation and Salary Structure -
Determining fair wages
evaluation.

Workforce Planning — Supporting manpower
planning and resource allocation.
Organizational  Structure
authority — and

based on job

Analysis -
Clarifying responsibility
relationships.
Improving Employee Efficiency — Reducing
role ambiguity and enhancing productivity.
Objectives of Job Analysis
The main objectives of job analysis are:
1. To determine the duties and
responsibilities of a job.
2. To identify the knowledge, skills, and
abilities required.
3. To establish performance standards.
4. To assist in recruitment and selection.
5. To determine
development needs.
6. To design compensation and salary

training and

structures.

7. To ensure proper manpower planning.

8. To improve organizational efficiency
and productivity.

II. METHODOLOGY

Research Design

The study adopts a descriptive research
design to understand and analyze job roles,
responsibilities, and requirements within the
organization.

Type of Data

a) Primary Data:

e Collected directly from employees and
HR managers.

e Methods include questionnaires,
interviews, and observation.

b) Secondary Data:

e Collected from company records, HR
manuals, websites, books, joumals,
and previous research studies.

Data Collection Methods

1. Questionnaire Method — Structured

questions distributed to employees.
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Method -~  Direct
interaction with HR managers and
employees.

3. Observation Method — Observing
employees while performing tasks.

Sampling Technique

e Sampling Method: Simple Random
Sampling / Convenience Sampling
e Sample Size: 100 employees
Tools for Data Analysis
e Percentage Analysis
e Tables and Charts
¢ Graphical Representation
e Interpretation based on responses

LIMITATIONS:

e Time Constraint — The duration of the
study was limited, restricting detailed
analysis.

2. Interview

e Response Bias — Employees may not
provide completely accurate or honest
responses.

e Limited Access to Information — Some
confidential organizational data was
not accessible.

e Scope Restricted to One Organization
— Findings may not be universally
applicable to other companies.

e Changing Job Roles — Job
responsibilities may change over time,
affecting the long-term relevance of
the study.

e Dependence on Secondary Data —
Accuracy depends on available
documents and records.

e Lack of Complete Cooperation —
Some respondents may not have fully
cooperated during data collection.

III. REVIEW OF LITERATURE
Introduction

Job analysis is a fundamental human resource
management (HRM) function that
systematically identifies and documents the
duties, responsibilities, skills, knowledge,
abilities, and work environment of a specific
job. It provides a structured understanding of

what a job entails and what kind of individual
is best suited to perform it effectively.

Over decades, researchers and management
scholars have examined job analysis from
multiple perspectives—task-based,
competency-based, strategic, psychological,
and technological. The literature shows a
gradual transformation from traditional task
orientation to a more dynamic, competency-
driven and strategy-aligned approach.

Concept of Job Analysis

According to Edwin B. Flippo, job analysis is
“the process of studying and collecting
information relating to the operations and
responsibilities of a  specific  job.”
Similarly, Gary Dessler defines job analysis
as the procedure used to determine the duties
of a position and the characteristics of the
people to hire for it.

Job analysis results in two main documents:

e Job Description — A written
statement of duties, responsibilities,
and working conditions.

e Job Specification — A statement of
required qualifications, skills,
education, and experience.

Conceptual Framework of Job Analysis
The concept of job analysis has been defined
differently by various scholars:

¢ Edwin B. Flippo (1984) defined job
analysis as the process of studying and
collecting information about job
operations and responsibilities.

¢ Gary Dessler (2017) described it as a
procedure for determining job duties
and the characteristics required to
perform them.

e Michael Armstrong (2006)
emphasized job analysis as the
foundation for job descriptions and
specifications.

e Cascio & Aguinis (2011) viewed job
analysis as a systematic process used
to gather job-related information for
making HR decisions.
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From these definitions, it is evident that job
analysis serves as the cornerstone of HR
planning and organizational design.
Components of Job Analysis
Job Description
A written statement describing:

e Jobtitle

e Duties and responsibilities

¢ Reporting relationships

¢ Working conditions

e Tools and equipment used
Job Specification
Includes:

e Educational qualifications

e Experience

e Skills

e Physical and mental abilities

e Personal traits
Job Evaluation
Determines the relative worth of jobs for
compensation purposes.
Methods of Job Analysis
Observation Method
Suitable for manual jobs. Researchers
highlight its accuracy but note limitations for
cognitive roles.
Interview Method
Involves structured interviews with employees
and supervisors. It allows detailed data
collection.
Questionnaire Method
Includes standardized instruments like PAQ.
Useful for large organizations.
Diary/Log Method
Employees record daily activities. Ensures
comprehensive task tracking.
Critical Incident Technique (Flanagan,
1954)
Focuses on behaviors leading to success or
failure.
Functional Job Analysis (FJA)
Developed by the U.S. Department of Labor;
evaluates data, people, and things interactions.
Competency Mapping
Modern technique focusing on behavioral
competencies rather than tasks.

Literature  suggests combining multiple
methods increases reliability and validity.
Theoretical Perspectives on Job Analysis
Scientific Management Theory
Focus on efficiency and task specialization.
Human Relations Theory
Emphasizes  employee
psychological well-being.
Systems Theory
Views job analysis as part of an integrated
organizational system.
Strategic HRM Perspective
Aligns job roles with long-term organizational
goals.
Job Analysis and Recruitment
Studies indicate that accurate job descriptions
lead to:

e Better candidate-job fit

¢ Reduced turnover

e Improved selection decisions
Research by Schneider & Konz (1989)

motivation  and

suggests strategic job analysis improves
staffing accuracy.
h =

P
{ JOB ANALYSIS
Skills,
Jobh Position Enowledge,
Attitude
Job Description Role &
Responsibilitie
L—» Education,
Job Worth Experience
N /
\7 ~

Job Position

A Job Position Description is a
formal written document that clearly defines
the duties, responsibilities, qualifications,
reporting  relationships, and  working
conditions of a particular job within an
organization. It is prepared based on job
analysis and serves as a foundation for
recruitment, training, performance appraisal,
and compensation management.
Job Description
A Job Description is a formal written
document that clearly outlines the duties,
responsibilities, authority, reporting
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relationships, and working conditions of a
specific job in an organization. It is prepared
after conducting job analysis and serves as a
foundation for  recruitment, training,
performance evaluation, and compensation
management.

According to Edwin B. Flippo, a job
description is a written statement of what the
job holder does, how it is done, and why it is
done.

Job worth

Job worth refers to the relative value or
importance of a job within an organization. It
determines how much a particular job
contributes to achieving organizational
objectives and helps in deciding appropriate
compensation levels.

In simple terms, job worth answers the
question:

Compensation Process

v JOB CONTENT MABKER STsr(AulCATVRE

SURVEY &
EVALUATION DATAANALYSIS ¢ BANDING

5 RPTH [ tRADITIONAL
SDESCEION ‘ CAREER BANDS
s JOB WORTH ey INTERNAL DATA / 1
HIERARCHY AN '

ECUERMENES PAY PHILOSOPHY
MARKET DATA |
INTEGRATION
| AteROACH AND ANALYSIS AORNSTRATKN

PERFORMANCE
DIMENSION PERFORMANCE

COMPETENCIES EVALUATION
CRITERIA

]

COSTING
PAY DELIVERY
MONITORING

Approaches to Job Analysis

Job analyses in rehabilitation are
typically completed by specialists who have
education and/or experience in job analysis
procedures. Occupational therapists use task
analysis as a fundamental practice skill, and
most also receive training in applying task
analysis principles to comprehensive job
analysis. They also have a broad background
in understanding the physical, emotional and
behavioral components of  activity.
Ergonomists are trained to perform job
analysis from a human
perspective, and apply engineering and human
kinetics principles to the analysis of jobs.
Other rehabilitation professionals who conduct

performance

job analyses include physical therapists,
vocational rehabilitation  specialists and
occupational health personnel who have a
specialized practice in work rehabilitation.
Often an inter-professional rehabilitation team
will contribute to the conduct or interpretation
of a job analysis.

Data collection for a job analysis is
done systematically, guided by a job analysis
framework. A wide variety of approaches are
used in rehabilitation, and the focus will vary
depending on the nature of the job and the
purpose of the analysis. Data sources include
interviews with
supervisors, on-site observations of jobs being
performed, trialing selected aspects of a job,

worker interviews,

and review of government and company
descriptions of jobs.
IV.  DATA ANALYSIS AND

INTERPRETATION
1. Physical Working Conditions Taken Care
by Superiors
Particulars | No. of | Percentage
Respondents
Yes 40 40%
No 25 25%
Some Time | 25 25%
Can’t Say 10 10%
| Total 100 100% |
Chart Title
150
100
50
o M = = —- I
Yes No Some Can’t Total
Time Say
B No. of Respondents M Percentage
Analysis:

Majority (40%) of employees agree that
physical working conditions are taken care of
by superiors. However, 50% either disagree or
feel it happens only sometimes, indicating
scope for improvement.

2. Working Under Many Supervisors

Particulars | No. of | Percentage
Respondents
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Yes 25 25% Agree 80 80%
No 50 50% Disagree 20 20%
Some Time | 25 25% Agree  to |0 0%
Some
Can’t Say 0 0% Extent
Can’tSay |0 0%
Total 100 100%
Total 100 100%
Chart Title
120
100
80 No. of Respondents
60
40 I o
20
o |
Yes Mo Some Can't Say Total = AEFEE
Time
m No. of Respondents  m Percentage - DISEEFEE
= Adree to Some Extent
Analysis: « Can’t Say
Half of the employees (50%) stated that they
do not work under multiple supervisors,
indicating a clear reporting structure. Analysis:

3. Work Commitment vs Fear of Survival

Particulars | No. of | Percentage
Respondents

Yes 30 30%

No 70 70%

Some Time | 0 0%

Total 100 100%

No. of Respondents

n¥es s« Mo » SomeTime = Total

Analysis:

70% of employees work out of commitment
rather than fear, reflecting a positive
motivational climate.

4. Friendly Working Atmosphere

Particulars | No. of | Percentage
Respondents

A strong majority (80%) agree that the
workplace atmosphere is friendly, showing
healthy organizational culture.

5. Rapport with Peers and Superiors

Particulars | No. of | Percentage
Respondents

Very Good | 50 50%

Average 30 30%

Below 20 20%

Average

Low 0 0%

Total 100 100%

No. of Respondents

= Very Good = Average

n Below Average » Low

= Total

Analysis:
50% report very good rapport, while 30% rate
it average. Only 20% feel it is below average,
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indicating generally healthy interpersonal o 75% agree that job enrichment
relationships. supports personal development.

V.  FINDINGS o 25% are either dissatisfied or partially

40% of employees stated that physical
working conditions are properly taken
care of by superiors.

However, 50% feel it is either not
consistent ~ or maintained
sometimes.

This indicates moderate satisfaction
with scope for improvement.

50% of employees reported that they
do mnot work under multiple
Supervisors.

25% stated they work under many
supervisors, while 25% experience it

only

sometimes.

Overall, reporting structure appears
clear for the majority.

70% of employees work out of
commitment rather than fear.

Only 30% feel fear influences their
work.

This reflects a positive and healthy
motivational climate.

80% of employees agree that the
workplace atmosphere is friendly.
Only 20% disagree.

The organization maintains a strong
and positive work culture.

50% rated their rapport as very good.
30% rated it as average.

20% rated it below average.
Interpersonal relationships
generally healthy but
improvement for some employees.
60% believe work is fairly distributed.
30% disagree and 10% say it happens
sometimes.

Workload management needs better
balancing.

75% feel their job is secure.

are
need

15% feel insecure and 10% are
doubtful.
Job security 1is strong but not

universal.

VI.

satisfied.

Training and development programs
are positively perceived.

60% strongly agree that technology
and increase
productivity.

35% are either partially satisfied or
disagree.

Further technological upgrades may
enhance productivity.

80% are aware of organizational goals.
20% lack clarity or awareness.
Communication of objectives is
effective but can still improve.

70% confirm receiving incentives.
20% receive them occasionally.

5% do not receive incentives and 10%

environment

are unsure.
Reward systems are fairly effective
but require better transparency.
SUGGESTIONS

Improve physical working conditions
through regular safety audits and
supervisor accountability.

Clearly define reporting hierarchy to
avoid confusion under multiple
supervisors.

Strengthen commitment-based culture
through recognition and performance
appreciation programs.

Maintain and enhance friendly
workplace atmosphere through team-
building activities.

Conduct interpersonal skills training
to improve rapport among peers and
superiors.

Ensure fair and transparent workload
distribution using systematic job
allocation methods.

Enhance job security perception
through clear communication of
company policies.
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e Expand job enrichment programs to
promote employee skill development.

e Upgrade technology and infrastructure
to further improve productivity.

e Increase awareness of organizational
objectives through regular meetings
and interal communication.

e Implement performance-based
incentive schemes consistently for all
employees.

¢ Introduce grievance redressal

mechanisms for resolving workplace
concerns effectively.

e Conduct periodic job analysis reviews
to update roles and responsibilities.

e Provide leadership training for
supervisors to improve employee
management.

e Establish clear performance appraisal
systems linked to rewards and
promotions.

VII. CONCLUSIONS
The study reveals that the organization
maintains a generally positive and supportive
work environment. A majority of employees
perceive the workplace as friendly, secure, and
development-oriented. High levels of job
security (75%), awareness of organizational
objectives (80%), and a friendly working
atmosphere (80%) indicate strong internal
communication and a healthy organizational
culture.

The findings also show that most employees

work out of commitment rather than fear,

which reflects a positive motivational climate.

Job enrichment initiatives and incentive

systems are appreciated by a significant

proportion of employees, contributing to
personal growth and overall job satisfaction.

However, certain areas require improvement.

A considerable percentage of employees

expressed concems regarding physical

working conditions, fair distribution of work,
and consistency in incentive allocation.

Additionally, some employees experience

moderate levels of rapport and occasional

reporting confusion, suggesting the need for
clearer role definitions and enhanced
interpersonal communication.

Overall, the organization demonstrates good
employee relations and effective HR practices,
but strategic improvements in infrastructure
management, workload balancing,
communication clarity, and reward
transparency will further enhance employee
satisfaction and organizational performance.
By addressing these areas, the organization
can strengthen employee commitment,
improve productivity, and achieve sustainable
growth.
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