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Job
Analysis

Job Analysis is the process of

studying and collecting

information relating to the
operation and responsibilities of a

specific job.
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Types of Job Analysis

JOB
ANALYSIS

Job Description Job Specification

1. Education, work

1. Title, position, 2 5
experience, skills

location

2. Duties, reporting 2 Resp9n§|b|llt|es,
trainings

3. Machines, workplace

Lo L Eent 3. Personal & emotional

characteristics
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Contents of Job Description:

1.Job Classification

2.Job Summary

3.Duties and Responsibilities
4.Relation to other jobs
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Job Specification

Contents of Job Specification

1.Physical Qualifications

2. Mental Qualifications

3.Social and Emotional
Specifications

4. Behavioral Qualifications
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COMMON METHODS OF JOB ANALYSIS

OBSERVATION
METHOD

INTERVIEW

METHOD
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PROCESS OF JOB ANALYSIS

’Deﬁmng Objecttves

l Preparing Job Analysis

' Performing Job Analysis

| Designing Job Descriptions
'and Job Specifications

| Controlling Job Descriptions
and Job Specifications
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The job analysis process Is necessary for
when HR  professionals carry out
performance reviews.

True or False

24.03.2024 Dr.S.Senthil Kumar-AP/MBA- HRM



Job Analysis

Job Description

Job Specification
Methods of job Analysis
Process of Job Analysis
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https://businessjargons.com/process-of-job-

analysis.html
https://studiousguy.com/job-analysis/

https://www.mbaskool.com/business-
concepts/human-resources-hr-terms/1797-
job-analysis.html

https://blog.careerminds.com/job-analysis-
methods
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