HRM lesson 2

Job Analysis: A detailed analysis of the important duties, tasks, knowledge and
skills which constitute a particular job.
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Job Design: the initial process in which positions are divided into parts in order to
establish their basic components and relative importance to the organization.
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Job responsibility: One or a group of duties that identifies and describes the
major purpose or reason for the existence of the job.
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Job duties: The specific tasks the employee performs to accomplish the goals.
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Task: One or more task elements make up a distinct activity that constitute logical
and necessary steps in the performance of work by an employee.
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Job Description: A written statement that explains the responsibilities and
qualifications of a given job, based on job analysis.
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