POSITION ANALYSIS PROCESS

The following blank job analysis form and attached examples A – G stem from the concept of position analysis, which can be helpful in structuring the recruitment, orientation, and performance management of employees of the University.  The job or position analysis serves as the foundation for several personnel- related tasks in an organization.  If thoroughly thought through and documented at the beginning of the hiring process, it can serve as the foundation for every other human resource recruitment and management function to follow.  It is time well spent, before any other steps are taken to secure new or reassign veteran employees. 

First and foremost the position analysis defines what or who you are looking for to fill a specific position.  It helps an organization describe what they are looking for as they craft advertisements or word of mouth descriptions, it is the basis for a job description, it helps an organization screen resumes when they come in through the use of a qualification matrix , which is built from the position analysis form and is a quick reference when screening resumes.   It also helps hiring managers decide what skills, knowledge and experience are critical to success in the job, and helps you develop a structured interview guide for candidate interviewing.   If done thoroughly, it can serve as the basis for how to focus orientation and training and it also sets the criteria for success on the job and thus the basis for performance evaluation. 
Included in the attachments to follow are blank position analysis form, a sample example of a selection strategy steps adapted from a successful assignment carried out for a national independent foundation, as well as examples of a completed job analysis for that assignment and the various “tools” that were created directly from the analysis to aid in the recruitment/ selection process.  
I believe you will find this process very versatile and time and resource saving, once the initial analysis has been completed by those who know and understand what is required for success in a given position. Steps B through G can obviously be abbreviated or in some cases omitted, however a full and comprehensive job analysis should always be performed.  
Developed by Robert Inskeep, PhD and Christine Emmons 

The Center for Nonprofit Management,
College of Management, Lawrence Technological University, 2007.

