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Job Analysis Example Receptionist
Introduce future and current practitioners to the technical challenges, most recent
research and today's most popular selection tools with Gatewood/Feild/Barrick's
HUMAN RESOURCE SELECTION, 7E. This book's advanced coverage details the
development and implementation of effective selection programs within today's
organizations. A streamlined, yet thorough, approach and numerous current examples
focus on today's most important legal, global and ethical concerns; psychometric
measurement concepts; job analysis; predictors of job performance; and criteria
measures. A new chapter on HR recruitment and new coverage of staffing versus
selection, external versus internal job candidates, and self-presentation beyond the
structured interview equips readers for success in HR selection today. Important Notice:
Media content referenced within the product description or the product text may not be
available in the ebook version.
Book & CD-ROM. Ask any manager today and they will say their biggest concern is the
competition for talented, good employees. The business costs and impact of employee
turnover can be grouped into four major categories: costs resulting from a person
leaving, hiring costs, training costs and lost productivity costs. The estimated cost to
replace an employee is at least 150 percent of the persons base salary. As you can
see, managers must learn to hire, train and keep your employees highly motivated. This
book will help you to learn the fundamentals of sound hiring, how to identify highperformance candidates and how to spot evasions. You will learn to create a workplace
full of self-motivated employees who are highly purpose-driven. The book contains a
wide assortment of carefully worded questions that help to make the process more
effective. Innovative step-by-step descriptions of how to recruit, interview, hire, train and
keep the best people for every position in your organisation. This book is filled to the
brim with innovative and fun training ideas (that cost little or nothing) and ideas for
increasing employee involvement and enthusiasm. When you get your employees
involved and enthused, you will keep them interested and working with you, not against
you. With the help of this book, get started today on building your workplace into one
that inspires employees to do excellent work because they really want to!
Adverse impact analyses and test validation promote social justice and equity.
Employers who unknowingly use invalid tests or recruitment procedures that have an
adverse impact are reducing minority and/or female representation in their workforce,
unfairly screening out qualified workers and (worst of all) just plain discriminating. Dan
Biddle's Adverse Impact and Test Validation provides you with analyses that allow you
to identify which of your selection procedures have adverse impact. The validation
steps will help you decide whether to keep the selection procedure (because it's valid),
change it, or stop using it altogether. This second edition contains new material on
using multiple regression to evaluate pay practices and provides step-by-step
instructions for using SPSS or Excel for evaluating your company's pay practices for
possible inequities. New content on how to define "Internet applicants" and set up
defensible Basic Qualifications (BQs) for online recruiting will help employers ensure
compliance with EEO regulations and screen in qualified applicants. Specific guidelines
for developing and validating written job knowledge tests, such as those used for police
and fire promotional testing, have also been included in this new edition. The CD
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included in the back cover of the book includes tools (which may be used on a trial
evaluation basis) describing several of the functions described in the book, including
Adverse Impact Toolkit®, Test Validation and Analysis Program® (TVAP®), Guidelines
Oriented Job Analysis® (GOJA®) Manual, and Content Validity Checklists. This highly
pragmatic guide goes beyond the concepts, theories and ideas behind adverse impact
and test validation. It not only explains what to do but crucially, also shows you how to
do it. The second edition has been expanded to include two brand new chapters with a
new Appendix and comes with new editions of the accompanying software. As a means
of protecting your organization from litigation, damage to employee relations and to
your corporate reputation, Adverse Impact and Test Validation is a 'must-have'
purchase for human resource professionals, testing and recruitment specialists.
Striking a balance between research, theory, and application, the eighth edition of
INDUSTRIAL/ORGANIZATIONAL PSYCHOLOGY: AN APPLIED APPROACH helps
students discover the relevance of industrial/organizational psychology in everyday life
through practical application. The book guides students in analyzing topics such as
resume writing, interview survival, job description authoring, performance appraisal,
employment law, job satisfaction, work motivation, and leadership. Humor, case
studies, real-world examples, and a friendly writing style make the book both readable
and interesting. Numerous charts, tables, flowcharts, and exercises help students
conceptualize complex issues. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
""The book is a perfect reference document...this text is an essential to all professional
practitioners and deserves a place on every bookshop."" -- Training Journal
Human Resource Management in Sport and Recreation, Third Edition, provides current
and future practitioners with a solid foundation in research and application of human
resource management in the sport and recreation industries. The third edition prepares
students for success by bringing into focus the three divergent groups of people who
constitute human resources in sport and recreation organizations: paid professional
workers, volunteers, and the clients themselves. Dr. Packianathan Chelladurai, pioneer
in the field of sport management, continues to bring his expertise to this edition; he is
joined by new coauthor Dr. Shannon Kerwin, an active researcher in organizational
behavior and human resource management in sport. With more than 50 collective years
of experience in teaching management of human resources, Chelladurai and Kerwin
synthesize the core dynamics of human resources and the management of these
resources as well as the role of the sport and recreation manager. The third edition’s
updated references, examples, and studies reflect the increased growth, interest, and
complexity in human resource management in recreation and sport in recent years.
Additional enhancements of the third edition include the following: • A new opening
chapter on the significance of human resources describes consumer services,
professional services, and human services and provides a model for the subsequent
chapters. • A greater emphasis is placed on recruitment and training as an essential
component of success. • New “Technology in Human Resource Management” and
“Diversity Management of Human Resources” sidebars connect theory to practice for
sport managers as they confront contemporary issues in the workplace. • Case studies
at the end of each chapter help students apply concepts from the chapter to real-world
scenarios. • Instructor ancillaries help instructors prepare for class with the use of an
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instructor guide with a syllabus, tips for teaching, and additional resources, as well as
an image bank. In addition, updated pedagogical aids include learning objectives,
summaries, lists of key terms, comprehension questions, and discussion questions to
guide student learning through each chapter. Sidebars throughout the text provide
applied concepts, highlight relevant research, and offer digestible takeaways.
Organized into four parts, the text begins by outlining the unique and common
characteristics of the three groups of human resources in sport and recreation. Part II
focuses on differences in people and how the differences affect behavior in sport and
recreation organizations. In part III, readers explore significant organizational processes
in the management of human resources. Part IV discusses two significant outcomes
expected of human resource practices: satisfaction and commitment. Finally, a
conclusion synthesizes information and presents a set of founding and guiding themes.
Human Resource Management in Sport and Recreation, Third Edition, explains
essential concepts in human resources in the sport and recreation industries. The
authors present a clear and concise treatise on the critical aspects of management of
human resources within sport and recreational organizations to help aspiring and
current professionals maximize their potential in the field.
This is a revised edition of a long-standing and successful book, How to Measure
Training Effectiveness. In it, Leslie Rae describes a variety of ways in which training
can be assessed for effectiveness and value, building on the well-earned reputation of
the Third Edition. He covers the entire training process from selecting and planning a
training event to validating and testing its outcome.
This comprehensive manual helps you develop an effective strategy for job-description
implementation, shows you how to conduct appropriate job analyses and helps you
understand the attendant legal issues. Includes a disk of generic jo + descriptions to
use as-is or modify for your practice.
List Price: $24.95 Member Price: $19.95 Quantity: Task Analysis Job analysis can have
great organizational value despite the workplace trends that push the boundaries of
fluid job roles and responsibilities. This issue explains how to analyze work and work
processes using methods such as observation, interviews, checklists, critical incident
technique, and process mapping. It provides case studies that illustrate how training
practitioners apply the principles of analysis to create training deliverables.
Uncover the latest information you need to know when entering the growing health
information management job market with Health Information: Management of a
Strategic Resource, 5th Edition. Following the AHIMA standards for education for both
two-year HIT programs and four-year HIA programs, this new edition boasts dynamic,
state-of-the-art coverage of health information management, the deployment of
information technology, and the role of the HIM professional in the development of the
electronic health record. An easy-to-understand approach and expanded content on
data analytics, meaningful use, and public health informatics content, plus a handy
companion website, make it even easier for you to learn to manage and use healthcare
data. Did You Know? boxes highlight interesting facts to enhance learning. Selfassessment quizzes test your learning and retention, with answers available on the
companion Evolve website. Learning features include a chapter outline, key words,
common abbreviations, and learning objectives at the beginning of each chapter, and
references at the end. Diverse examples of healthcare deliveries, like long-term care,
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public health, home health care, and ambulatory care, prepare you to work in a variety
of settings. Interactive student exercises on Evolve, including a study guide and flash
cards that can be used on smart phones. Coverage of health information infrastructure
and systems provides the foundational knowledge needed to effectively manage
healthcare information. Applied approach to Health Information Management and
Health Informatics gives you problem-solving opportunities to develop proficiency.
EXPANDED! Data analytics, meaningful use, and public health informatics content
prepares HIM professionals for new job responsibilities in order to meet today’s, and
tomorrow’s, workforce needs. EXPANDED! Emphasis on the electronic health care
record educates you in methods of data collection, governance, and use. NEW!
Chapter on data access and retention provides examples of the paper health record
and its transition to the EHR. NEW! Focus on future trends, including specialty
certifications offered by the AHIMA, the American Medical Informatics Associations
(AMIA), and the Health Information Management Systems Society (HIMSS), explains
the vast number of job opportunities and expanded career path awaiting you.
Based on the board curriculum of the National Council for Hotel Management &
Catering Technology. the book empower students and professionals of the hospitality
ondustry with the necessary tools to manage their resources in these fast-changing
times.
Human resource compliance in today's increasingly complex legal environment has
become a critical component of all HR activities. This text will acquaint readers with the
major federal statutes and regulations that control management and employment
practices in the American workplace. It is designed as a tool for management and
business professionals, and the material is presented from a pro-business perspective
of protecting the employer's interests and reducing exposure to litigation through
monitoring activities and viable employee policies. "Employment Regulation in the
Workplace" includes many features that make it an effective learning tool. Each chapter
opens with learning objectives and an example scenario, and contains numerous
figures, boxes, and diagrams. Chapters conclude with listings of key terms, questions
for discussion, and case exercises. The book also includes a comprehensive
bibliography. It can be used for a wide variety of courses in Employee Relations and
Employment Law at both the graduate and undergraduate levels. An online Instructor's
Manual with test questions, chapter outlines, case notes, PPT presentations, and more
is available to adopters.
Chapter FivePerformance management5.0Pay structure stepsHuman professionals
might create the pay structure for their organization, or they might work with an external
compensation consultant. There are several steps to design a pay structure: job
analysis, job evaluation, pay survey analysis, pay policy and development and pay
structure information ( Milkovish, G., & Newman, J. 2008).Milkovich, G. & Newman, J.
(2008) explaines that the pay structure steps include as below:Step one : Job analysis
is the process of studying jobs in an organization. The outcome of this process is a job
description that includes the job title, a summary of the job tasks, asjust of the essential
tasks and responsibilities and a description that includes the knowledge, skills and
abilities needed to perform the job. Step two: Job evaluation is the process of judging
the relative worth of jobs in an organization. The outcome of job evaluation is the
development of an internal structure or hierarchial ranking of jobs. Job-based
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evaluation is used more often than person-based evaluation and so the former will be
the focus in this case. There are three methods of job-based evaluation: The point
method, ranking and classification. The job evaluation helps to ensure that pay is
internally worth perceived to be fair by employees. Step three : Pay policy identification
is the process of determining whether the organization wants to lead or meet the
market in compensation. The pay policy or strategy will likely influence employee
attraction. Pay policies can vary across families , i.e. groups of similiar jobs, and job
level of the top management feels that different areas of the organization. Step four:
Pay survey analysis is the process of analysising compensation data gathered from
other employers in a survey of the relevant labor market. Gathering enternal data , e.g.
base pay, bonuses , stock or share options and benefits is the essential to kep the
organization's compensation externally competitive within the industry. Employee
attraction can be improved by maintaining externally pay structures. Step five: Pay
structure creation is the final step, in which the internal structure ( step two of job
evaluation) is combined with the external market pay rates . Step four: Pay survey
analysis in a simple regression to develop a market pay line. Depending on whether the
organization wants to lead or meet the market, the market pay line can be adjusted top
or down. To complete the pay structure , pay grades and pay ranges are developed.In
this organization's job analysis, it can infleuce these positions or job titles. For example,
office support department has the lower level, front line receptionist, middle level,
admin. assistant and top level, assistant to the director of operatons. Operations
department has the lower level, operations trainee, operations trainess, middle level ,
operations analyst, top level, director of regional opertions, top level, director of regional
opertions. Human resource department has the lower level, payroll assistant, the
middle level, benefits counselor and benefits manager, the top level, HR director.In this
organization, the administrative assistatns, perform similiar administrative tasks across
departments and do not handle function-specific tasks , e.g. HR. Thus, this
organization's administrative assiatant ought be suggested grouping the front-line
administrative jobs in a separate job family called office support. However, in some
organizations, administrative assistant has possible to need to handle function-specific
tasks, e.g. HR. Hence, in these organizations administrative assitant can be the low
level group to HR department.
Textbook Of Front Office Mgmt & OpTata McGraw-Hill EducationAssessing the Value
of Your TrainingThe Evaluation Process from Training Needs to the Report to the
BoardGower Publishing, Ltd.

The latest edition of this classic text provides a comprehensive and
internationally relevant introduction to work and organizational psychology,
exploring the depth and diversity of the field in an accessible way without
obscuring the complexities of the subject. Third edition of a classic textbook
offering a complete introduction to work and organizational psychology for
undergraduate and graduate students with no prior knowledge of the field An
innovative new six part structure with two-colour presentation focuses the core
material around issues that are either Job-Focused, Organization-Focused, or
People-Focused Each chapter title is a question designed to engage readers in
understanding work and organizational psychology whilst simultaneously inviting
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discussion of key topics in the field The third edition introduces two new coeditors in Franco Fraccaroli from Italy and Magnus Sverke, who join Nik Chmiel
and will increase relevance and appeal for European students
Human professionals might create the pay structure for their organization, or they
might work with an external compensation consultant. There are several steps to
design a pay structure: job analysis, job evaluation, pay survey analysis, pay
policy and development and pay structure information ( Milkovish, G., &
Newman, J. 2008).Milkovich, G. & Newman, J. (2008) explaines that the pay
structure steps include as below:Step one : Job analysis is the process of
studying jobs in an organization. The outcome of this process is a job description
that includes the job title, a summary of the job tasks, asjust of the essential tasks
and responsibilities and a description that includes the knowledge, skills and
abilities needed to perform the job. Step two: Job evaluation is the process of
judging the relative worth of jobs in an organization. The outcome of job
evaluation is the development of an internal structure or hierarchial ranking of
jobs. Job-based evaluation is used more often than person-based evaluation and
so the former will be the focus in this case. There are three methods of job-based
evaluation: The point method, ranking and classification. The job evaluation helps
to ensure that pay is internally worth perceived to be fair by employees. Step
three : Pay policy identification is the process of determining whether the
organization wants to lead or meet the market in compensation. The pay policy or
strategy will likely influence employee attraction. Pay policies can vary across
families , i.e. groups of similiar jobs, and job level of the top management feels
that different areas of the organization. Step four: Pay survey analysis is the
process of analysising compensation data gathered from other employers in a
survey of the relevant labor market. Gathering enternal data , e.g. base pay,
bonuses , stock or share options and benefits is the essential to kep the
organization's compensation externally competitive within the industry. Employee
attraction can be improved by maintaining externally pay structures. Step five:
Pay structure creation is the final step, in which the internal structure ( step two of
job evaluation) is combined with the external market pay rates . Step four: Pay
survey analysis in a simple regression to develop a market pay line. Depending
on whether the organization wants to lead or meet the market, the market pay
line can be adjusted top or down. To complete the pay structure , pay grades and
pay ranges are developed.In this organization's job analysis, it can infleuce these
positions or job titles. For example, office support department has the lower level,
front line receptionist, middle level, admin. assistant and top level, assistant to
the director of operatons. Operations department has the lower level, operations
trainee, operations trainess, middle level , operations analyst, top level, director
of regional opertions, top level, director of regional opertions. Human resource
department has the lower level, payroll assistant, the middle level, benefits
counselor and benefits manager, the top level, HR director.In this organization,
the administrative assistatns, perform similiar administrative tasks across
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departments and do not handle function-specific tasks , e.g. HR. Thus, this
organization's administrative assiatant ought be suggested grouping the front-line
administrative jobs in a separate job family called office support. However, in
some organizations, administrative assistant has possible to need to handle
function-specific tasks, e.g. HR. Hence, in these organizations administrative
assitant can be the low level group to HR department.
Job and Work Analysis: Methods, Research, and Applications for Human
Resource Management by Frederick P. Morgeson, Michael T. Brannick, and
Edward L. Levine provides students and professionals alike with an in-depth
exploration of job analysis. Job analysis encompasses a wide range of crucial
topics that help us understand what people do at work and why. This one-of-akind text expertly unpacks the best job analysis methods and then illustrates how
to apply these methods to solve some of the most common workplace problems.
Readers will learn the best practices for helping people work smarter, improving
hiring and training, making jobs safer, and providing a satisfying work
environment. The new Third Edition includes new references, the latest research
findings, and expanded discussions of competency models, teams, and O*NET.
Not only is the trainer's role changing, but so are the people doing the training.
Line managers, coaches and other facilitators are now involved, just as much as
people with the title of training manager. How do you measure the skills and
abilities of both the full-time and the occasional trainer? The answer is Trainer
Assessment, which provides a framework for assessing trainer effectiveness,
along with the tools and techniques that you can use. There is a continuous focus
on the effectiveness of training in most organizations; this book looks at the role
and influence of every trainer in that process.
50 Activities for Performance Appraisal Training. Quick exercises that get results
in just minutes. By Wendy Denham and Jane Jestico. Teaching employees how
to deliver effective performance appraisals will pay big dividends in your
organization. But, too often, employees perceive the training as uninteresting
OCo even boring. HereOCOs a terrific resource full of hands-on exercises that
will make training in this vital area enjoyable and extremely motivating. Every
employee OCo regardless of how experienced they are in appraisals OCo will be
stimulated by learning how to question, listen, be objective, give feedback,
communicate and manage the process. Each activity is ready-to-use and
includes a description, when to use it, objectives, materials and time required,
and methods. Each activity takes under 60 minutes or so to complete. Need to
find a specific activity quickly? No problem. The activities are categorized into two
groups OCo the skills and the process OCo so they are easy to select. All
handouts are numbered using the same number as the activity. And some
youOCOll want to make into transparencies for use with an overhead projector.
Whether youOCOre a new or experienced trainer, youOCOll find all the support
you need to lead the activities, adapt them to your own training style and give
performance appraisal training the priority it deserves. Sample activities: Actions
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Speak Louder; Confirm It in Writing; Do You Really Mean That?; Just Stick to the
Facts; Praise versus Criticism; What Do You Think?; Where Do We Go from
Here?. 308 pp"
The long-awaited new edition of this highly praised text includes full coverage of
policy issues and professional practice in nonprofit organizations, as well as at
federal, state, and local levels of government. Retaining its accessible writing
style, this sixth edition: examines the latest management theories (such as
employee engagement and motivation) and current issues including disability,
privatization, merit systems, and family and medical leave; roots the discussion in
public policy issues, providing students with a better understanding of the actors
involved and the broader context of personnel administration; provides abundant
pedagogical tools, including learning objectives, summaries, and discussion
questions, to guide student understanding and foster critical thinking; includes
exercises and case studies throughout the book for individual or group work,
helping students apply public personnel management concepts to real world
situations. In addition to full coverage of the increasingly important role of
personnel management in nonprofit organizations, this new edition has been
thoroughly updated to include timely material on the effects of the 2008 global
recession, public service contracting, public sector unions, security concerns,
performance measurement, remote management, management of volunteers,
the challenges and opportunities of developing an organizational culture, and
lessons from the experiences of countries around the world. This is a textbook
that is ideally suited to prepare students to manage people, effectively, whether
in government, nonprofit organizations, NGOs, or in the private sector.
Human Resource Management is an operation in companies, designed to
maximize employee performance in order to meet the employer's strategic goals
and objectives. It is a process of recruiting, selecting employees, providing proper
orientation, induction, and training, and developing skills. This is a brief
introductory book that explains the methodologies applied in the rapidly growing
area of Human Resource Management. In addition, it also explains the issues
that we come across while managing workforce diversity and the major
challenges faced by HRM. This book will be useful for students from
management streams who aspire to learn the basics of Human Resource
Management. Professionals, especially HR managers, regardless of which sector
or industry they belong to, can use this book to learn how to apply the methods of
Human Resource Management in their respective project environments. Human
resource management (HRM or HR) is the strategic approach to the effective and
efficient management of people in a company or organization such that they help
their business gain a competitive advantage. ... HR professionals manage the
human capital of an organization and focus on implementing policies and
processes. Human Resource Management teaches HRM strategies and theories
that any manager—not just those in HR needs to know about recruiting, selecting,
training, and compensating people.
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This issue presents a simple approach that shows you how to organize your employee
learning curriculums around competencies. You will learn how to analyze and break
down employee job tasks, organize the tasks into courses, and create and revise
curriculums using a collaborative process.
Following the book will enable any trainer to devise a professional training and
development programme. Included are all the considerations a trainer needs to be
aware of, ranging from skills assessment and learning styles, to relative benefits of on
the job and off the job training, and the value of different types of training formats.
As the some of the human resource functions are passed to managers this title helps
managers understand their roles in giving training, advice and guidance on such
matters as recruitment and selection, working patterns and the complexities of
employment law. The traditional central human resource function of recruitment and
selection is diminishing in many organisations, with increasing involvement from the
manager who requires the new employee.
Many organisations spend a lot of time and money deciding what equipment to
purchase, how much money to spend on materials and the return on such an
investment. However, no matter how well this is done, without the right people, these
plans are unlikely to succeed. During this title we will explore human resource
management (HRM) and look at some of the ongoing debates within the profession and
some of the factors which have affected the role and nature of HRM and HR planning.
This no-nonsense guide to being a receptionist is just the handbook corporate America
has been waiting for! Every front desk employee should be required to read this
delightful, quirky little book. The illustrations keep it rolling, and the text is as insightful
as it is humorous. It covers topics on clothing and image, core reception skills and
more! With tips on how to get organized and examples of just what to say in every
situation, this is a "must have" for any receptionist who has ever felt upstaged by the
rest of the office!
Global Human Resource Management therefore is a very challenging front in Human
Resource Management. If one is able to strike the right chord in designing structures
and controls, the job is half done. Subsidiaries are held together by Global Human
Resource Management, different subsidiaries can function operate coherently only
when it is enabled by efficient structures and controls. Globally, the corporate experts
are putting in their best efforts to research, renovate and redefine the tools, techniques
and concepts of business management to provide customized services and improve the
efficiency level of employees. Apart from these tolls, techniques and concepts of
business management, there is a need to understand other things that can strengthen
professional acumen and can improve competencies. The new millennium prompts us
to take a hard look at what all has gone by, what is the scenario today and what needs
to be changed to meet the new demands of the future. Therefore, the human resource
function will be to survive, cope and adapt in the turbulent environment along with their
primary aim of working for an all-round development of our most important resource
'The Human Being'. This book is an aims in bringing the field closer together by
illustrating and analysing some of the analytic and practical links between the two. We
do not seek to submerge the distinctive and different contributions from industry and
marketing management makes to our understanding of management of human
resource and organisation.
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This self-study guide will show you how to create checklists, lists of steps, forms,
worksheets, decision tables, flowcharts all kinds of task aids to help employees take
corrective action and perform their jobs. A "must have" for any supervisor.
Launch Your Human Resources Career—Quickly and Effectively Written by an experienced HR
specialist, Human Resources JumpStart provides all the core information you need to
approach a human resources career with confidence: Introduction to the essential employment
laws Staffing requirements Compensation and benefits Occupational health and safety
Employee relations Employee communications Training and development Performance
management Maintaining employee records Introduction to strategic management in HR
Explore the foundations of, and latest developments in, industrial-organizational psychology
from employee and employer perspectives In the newly revised Eighth Edition of Industrial and
Organizational Psychology: Research and Practice, distinguished researcher and psychologist
Paul E. Spector delivers a robust and up-to-date review of the industrial-organizational field
that covers the latest research on contemporary trends and traditional areas of the subject.
The author draws on four decades of research and teaching experience, balancing employee
and organizational perspectives by covering issues relating to both employee well-being and
productivity. The new edition places a special focus on how technology is affecting a variety of
issues in industrial-organizational psychology, especially employee selection and training. The
growing trend of gamification as it relates to employee assessment, motivation, and training is
discussed. Each chapter includes a special feature that links to the author’s weekly blog
expanding on the topics explained within the book. The book includes an instructor guide for
using the blog in class. The book also offers: Current and balanced discussions of the most
pertinent issues in industrial-organizational psychology today A special focus on the use of
technology by employers to impact employee selection and training Practical discussions of
gamification as a tool in employee assessment, motivation, and training Special features in
each chapter that link back to the author’s popular, weekly blog on a variety of industrialorganizational issues Perfect for undergraduate and graduate students studying industrialorganizational psychology, Industrial and Organizational Psychology: Research and Practice
will also earn a place in the libraries of business students with an interest in organizational
psychology seeking an accessible overview of the industrial-organizational field.
Chapter FivePerformance management5.0Pay structure stepsHuman professionals might
create the pay structure for their organization, or they might work with an external
compensation consultant. There are several steps to design a pay structure: job analysis, job
evaluation, pay survey analysis, pay policy and development and pay structure information (
Milkovish, G., & Newman, J. 2008).Milkovich, G. & Newman, J. (2008) explaines that the pay
structure steps include as below: Step one: Job analysis is the process of studying jobs in an
organization. The outcome of this process is a job description that includes the job title, a
summary of the job tasks, asjust of the essential tasks and responsibilities and a description
that includes the knowledge, skills and abilities needed to perform the job. Step two: Job
evaluation is the process of judging the relative worth of jobs in an organization. The outcome
of job evaluation is the development of an internal structure or hierarchial ranking of jobs. Jobbased evaluation is used more often than person-based evaluation and so the former will be
the focus in this case. There are three methods of job-based evaluation: The point method,
ranking and classification. The job evaluation helps to ensure that pay is internally worth
perceived to be fair by employees. Step three: Pay policy identification is the process of
determining whether the organization wants to lead or meet the market in compensation. The
pay policy or strategy will likely influence employee attraction. Pay policies can vary across
families, i.e. groups of similiar jobs, and job level of the top management feels that different
areas of the organization. Step four: Pay survey analysis is the process of analysising
compensation data gathered from other employers in a survey of the relevant labor market.
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Gathering enternal data, e.g. base pay, bonuses, stock or share options and benefits is the
essential to kep the organization's compensation externally competitive within the industry.
Employee attraction can be improved by maintaining externally pay structures. Step five: Pay
structure creation is the final step, in which the internal structure ( step two of job evaluation) is
combined with the external market pay rates . Step four: Pay survey analysis in a simple
regression to develop a market pay line. Depending on whether the organization wants to lead
or meet the market, the market pay line can be adjusted top or down. To complete the pay
structure, pay grades and pay ranges are developed.In this organization's job analysis, it can
infleuce these positions or job titles. For example, office support department has the lower
level, front line receptionist, middle level, admin. assistant and top level, assistant to the
director of operatons. Operations department has the lower level, operations trainee,
operations trainess, middle level, operations analyst, top level, director of regional opertions,
top level, director of regional opertions. Human resource department has the lower level,
payroll assistant, the middle level, benefits counselor and benefits manager, the top level, HR
director.In this organization, the administrative assistatns, perform similiar administrative tasks
across departments and do not handle function-specific tasks, e.g. HR. Thus, this
organization's administrative assiatant ought be suggested grouping the front-line
administrative jobs in a separate job family called office support. However, in some
organizations, administrative assistant has possible to need to handle function-specific tasks,
e.g. HR. Hence, in these organizations administrative assitant can be the low level group to HR
department.
Wiley Pathways Human Resource Management walks readers through the steps involved in
managing the most important component of a company - its employees. The skills-based
approach covers everything from designing a new position and the interview process to
administering benefits and managing workplace safety so students will be able to apply their
knowledge in a professional setting.
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