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About CPS Human

: Resource Services

CPS is a self- supporting public agency providing a
full range of human resource services to the public
sector. We have unique expertise in delivering HR
management and consulting services, employment
testing, assessment services, and applicant tracking
software to government agencies throughout North
America.

Our mission is to improve the quality of
human resource management in the public

sector. SCTS
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TALENT MANAGEMENT CONTINUUM

Our Services

Providing the complete range of human resource services for better recruitment, selection and development of employees.

Organizational
Strategy

Organizational
Assessment, Redesign
and Re-engineering

Workforce Planning
Succession Planning
Competency Models

Performance Management

Career Development
Systems

Acquisition
Recruitment

Staffing and
Classification Services

Employment Testing
Assessment

Applicant Tracking
and Testing Systems
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Development

Leadership and
Management
Development

Employee Training

Staff Development and
Mentoring Programs

Team Building and
Facilitation

Retention and
Deployment

Classification and
Compensation Studies

Employee Relations

Rules, Policies and
Procedures Development

HR Outsourcing

9,
<CPS

Human Resource Services




& Session Agenda

¥ Multipurpose Job Analysis

e
-

Covering and uncovering the basics -
the who, what, where, when, why
of effective JAs:

1. HR6s Data Buill di n

2. Review of legal underpinnings and recognized
orofessional practices

3. Multiple uses of job analytic data

4. Methodological issues/considerations

m Data collection - scales

m Analysis/interpretation of data e
W

5. Future-oriented job analyses 4 Human Resource Services
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a Three Key Objectives

4 Please ask guestions
4 Share stories and challenges
¢ HAVE FUN T Make the most of our time!
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Quick Check-in

m Current challenges/issues w/job
analysis?

m What is job analysis not doing for your
organization today?

m \What else could job analysis be doing /
should it be doing for your HR functions
today?
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Here we go!!

SCPS
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Job Analysis

Job analysis is a fundamental tool that can
be used in every phase of employment
research and administration; in fact, job
analysis Is to the HR specialist what the
wrench is to the plumber.

(Cascio, 1998)
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What else Is

Job Analysis?

A purposeful, systematic process
for collecting information on the
iImportant, work-related aspects of
ajob.

(Gatewood & Feild, 2001)
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What a Job Analysis

24 Entalls

IS IS meant to include:

A what a job holder does on the job
A what the job holder must know to do the job,

t
t

ne resources the job holder uses when doing
ne job, and under what conditions the job Is

C

In a

one
(Guion, 1998)

strategic, systemic sense,

this is who, what, where, when, how, and ,
y of job performpffde |
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Strategic Play

of Job Analysis

A strategic, systemic collection of data that defines
expectations/needs in line with overallmﬁmm%

organizational mission, vision for:;

AJob design/classification

ACompensation/pay (even/especially pay for performance)
ARecruitment

ASelection (entry and promotional appointment)
APerformance management, coaching, mentoring
ATraining/Development, needs analysis

AWorkforce planning GCPS
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The Strategic Play of

Job Analysis

Job analysis forms the basis for the
solution of virtually every human
resource problem.

(Brannick & Levine, 2001)
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Basic Steps of a

Job Analysis
1. Literature Review 5. Data Collection
2. Collect Job Information 6. Analyze Ratings
3. Develop Tasks & KSAs 7. Link Tasks & KSAs
4. Plan Data Collection 8. Document Study

Broaden focus of study beyond
traditional selectionrelated focus,
if possible, given magnitude of
value of the resulting data
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Job analysis is the collection of data

descri
job be
WO T

0ing observable or verifiable
naviors performed by

K er s e

Job analysis data should be
verifiable and replicable.

(Harvey, 1991)
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Methodology

B Refreshers

SMEs
Body of work in its context

Qualifications needed to perform
successfully in the environment

Disclaimer: e

: : : oo
Not intended to be inclusive of all JA %o
steps/requirements 15 Human Resource Services




l Reliance on SMEs

C Incumbent

C First Level Supervisor
C Higher Level Supervisor
C Technical Expert

C Other staff member with knowledge of the job
under study

C Job Analyst

Criteria for SME: &% ]ES
4 Familiarity with aspects of nature of work performed %o
4 Familiarity with environment/culture of work/job performance Human Resource Services




