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TOPIC OVERVIEW

A YEAR .. A INFO_ ... '
1903 Walter Dill
INTRODUCTION TO INDUSTRIAL- S;I::tTp;vL;zlrI)s/Zis
ORGANIZATIONAL PSYCHOLOGY Advertising
INDUSTRIAL ORGANIZATION (’;Sr;’tcggﬁey d”;zs
10 Psychology is the study of human behavior business)
in work settings and the application of ~ f----------- 13T  Haee T
psychological principles to change work Munst:rberg
behavior. . publishes
Why are |I/0 Psychologists referred to as Psychology
Scientist-Practitioners? and Industrial
Industrial-organizational psychologists are Efficienc
able to apply psychological theories to R 1° 1 Abbb il R SeTHeleney. .
explain and enhance the effectiveness of First Publication
human behavior in the workplace of i(:)l:)rlir:jl of
(Canadian Psychological Association) Psychology
Industrial-organizational psychologists rely TUTTTTUYYTANS T Robert Yerkes
extensively on research, quantitative methods, and .
testing techniques. They are trained to use Selection of
empirical data and statistics rather than intuition soldiers
to make decisions. * Army Alpha
» Army Beta

The purpose of I/0O Psychology is “to enhance
the dignity and performance of human beings,
and the organizations they work in, by advancing
the science and knowledge of human behavior”

John Watson developed perceptual and motor

tests for pilots
Henry Gantt increased cargo ship efficiency

(Rucci, 2008).

1.0 THE FIELD OF I/O

PSYCHOLOGY

MAJOR FIELDS OF 1/0 PSYCHOLOGY

T ———,—..

HUMAN FACTORS/
ERGONOMICS

OCCUPATIONALS

I ———. "

Employee behavior in the
organization
[ Interaction between
human and
machines

Safety and Health
Programs

BRIEF HISTORY OF I/0
I/0 psychology was
The term

born in the early 1900s
“industrial psychology” was

seldom used prior to World War I. Instead,
the common terms for the field were

GRANT CHART
Project schedule
Dependency relationships between activities

and the current schedule status

- ob 19
Planning ey |

Research | ———

Design R

Implemeantation JE—
Follow up ===
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HISTORY OF 1/0:1920-1940

S ———— S ———" "

ceeeeeo...YEAR . L INFO_______... '
1921 First Ph.D.in 1/0O
Psychology
awarded to Bruce
Moore and

Merrill Ream at

1932 First 1/0 text
book written
by Morris
Viteles
"""""" 1933 [T Elton Mayo’s
Hawthorne
Studies

published

______________________________________________________

Better lighting, more reqular breaks, etc. improve
productivity. However, when workers see that people
show concern for them, productivity rises more.

When workers know people are concerned about them
their productivity increases.

HISTORY OF 1/0:1920-1940 TO PRESENT
1937: American Association for Applied
Psychology formed
SIX ETHICAL PRINCIPLES OF APA CODE
COMPETENCE: A psychologist only does
work that he/she is competent to perform.
INTEGRITY: Psychologists are fair & honest
in their professional dealing with others.
PROFESSIONAL & SCIENTIFIC
RESPONSIBILITY: Psychologists maintain
high standards of professional behavior.
RESPECT FOR PEOPLE’S RIGHT & DIGNITY:
Psychologists respect the rights of
confidentiality & privacy of others.
CONCERRE: Psy@Rolo)tHERtSempt to help
others through their professional work.

SOCIAL RESPONSIBILITY: Psychologists have
a responsibility to use their skills to benefit
society.
1945: Society for Industrial and Business
Psychology established as Division 14 of APA (with
130 members).

1951 Marion Bills elected first
woman president
of Division 14

1964 First edition of The
Industrial-Organizational
Psychologist published
"""""" 1982 7| "Renamed “Society for
Industrial and
Organizational

Psychology”

1986 SIOP conference held
separately from APA
Tttt 1990 T TTT[TTTTT 2,500 members "~
TTTTTTTTTe 2000 T[T 3,600 members ~ """
Tttt 2016 T[T 8,000 members =" "
"""""" 2022 """ """ TTT[TT7710,000 éembersT T

FACTORS INFLUENCING 1/0 PSYCHOLOGY
TODAY AND THE FUTURE
rapid advancement in technology
Multigenerational workforce
women on the rise
work inclusivity

manufacturing jobs are shifted to developing
toondeizsd emiphadiswen sevaipes jobs requiring
human relations skills)

increasing number of employees work in other
countries (understand various cultures)
OTHER FACTORS:

high unemployment rates

flexible work schedules

family friendly work policies (flexible

benefits)
Flatter organization structures
ARTIFICIAL INTELLIGENCE

11 RESEARCH IN I/O PSYCHOLOGY

WHY SHOULD | CARE ABOUT RESEARCH
Answering questions and making decisions.
We encounter research every day.
Common sense is often wrong.

HOW DO | KNOW WHAT TO RESEARCH?
(CONSIDERATION IN MAKING RESEARCH)
Idea or question
Hypotheses or prediction (well thought out
suggestions or ideas)
Theories or explanations (systematic sets of
assumptions regarding the nature of cause of a
particular event.

WHAT RESEARCH METHOD SHOULD | USE?
Experiment
Quasi-experiment
Case study
Survey
Interview
Natural observation
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& Pre-experimental
o research design
experimental research design

Influences

All tested at
research
. No caffeine
design These are ( “wo®
t l praviously
True experiments: Quasi-experiments: controis
Emphasize internal validity Emphasize external validity Types of Variables
= Assess cause & effect (in = Describe “real”/ naturally
relatively artificial environment) |  occurring events The one thing The change that Everything you
= Test clear, a priori hypotheses | = Clear orexploratory hypotheses ;’:7‘:5'22" only one OF et — g:“:";':‘f;'s;n';""
Participants randomly assigned | Non-equivalentgroups D
to exp. or control groups = Existing groups T e te T e et vvs.
= Participants & experimenter » Non-random assignment e
Blind to assignment » Participants not blind
« Self-selection el i e
Control study procedures [Eull control may not be possible J_
« Manipulate independent variable [« May not be able to manipulate the|
« Control procedures & measures | Independentvariable ™Y G
« Partial control of procedures & \ i
measures
VARIABLE
A variable is a concept or abstract idea that QUASI-EXPERIMENTS
can be described in measurable terms. Used when experiments are not practical or
In research, this term refers to the measurable when manipulating a variable may not be ethical.
characteristics, qualities, traits, or attributes of a
particular indiVidUaI, Object, or situation beinq A Study is a quasi-experiment rather than an
studied. experiment when
Anything that can vary can be considered a The independent  variable is not
variable. manipulated {or}
For instance, age can be considered a variable Subjects are not randomly assigned to
because age can take different values for conditions
different people or for the same person at Can not determine cause-effect relationships
different times. Similarly, Income can be Example:

considered a variable because a person's Income

. Measurement of a learner's performance in a
can be assigned a value.

college on a weekly basis and then introducing a
----------------- new teaching technique. Then again measuring

Independent Dependent Controlled on a weekly basis.

! Variable ' Variable '

- i i QUASI-EXPERIMENTAL DESIGNS

Cause Effect Everything Non-equivalent control groups design:

| ' | you want to Pretest-posttest

: : Tl Example

: | i constant and P - .

| ' ! unchanging. Individuals high on self-esteem and

———— ——————— SRS low on self-esteem

NI ULATEL & e R e Pretested on depression levels
Intervention given to low self-esteem

Independent Variables Dependent Variables q rou p
Posttested on depression levels

m‘??fi“:ﬁ:l?:m Example

In a study of the effectiveness of a new
management technique one branch office
is given a new TQM method to
implement another branch office retains
the traditional management policy
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SURVEY
Mail
Phone
Face-to-face
Magazine
E-mail
Internet
Callin
Fax
Online

DOES METHOD MATTER?
INCREASING RESPONSE RATES
MAIL SURVEYS

Pre-contact participants

Personalize the survey (e.qg., original
signature)
Ensure survey responses will be

anonymous by using identification numbers.

EMAIL SURVEYS
Compared to regular mail, email
surveys are:
Faster
Cheaper (5-20% of reqgular mail cost)
Results in longer, more candid
open-ended responses
Has similar response rates (about
30%)
Survey length
response rates
PHONE SURVEYS
Immediately
affiliation
Provide a phone number if participant
is suspicious
Stress the
information
Keep the interview short
Limit the number of response options
Speak clearly
QUESTION CONSIDERATIONS

Will the participant understand the gquestion?

does not affect

identify  self  and

importance of the

Will the question itself change the way a
person thinks?

Do the response options cover the construct?

What are we going to do with the data?
What question are we trying to answer?
How much time, effort, and money are we
willing to spend in coding and analyzing
responses?
Does the format increase or decrease the
probability of responding?

+ Open-ended & Provide richer quality

! items ' e Difficult to analyze

| it b i L e L T e T T e T e e e
. Restricted e Easier to analyze

' items ; e May limit responses

Closed Question

Objective of Closed

. Questions: To get facts

i To confirm Facys, ' Subjective Questions:
clear-up ' To get feelings
: confusion, or : and

i narrow the focus perspectives

! : Speculative

: Questions:

To be thought
provoking, good for
i Creative potential

META ANALYSIS
“A statistical method for cumulating studies”
A meta-analysis is a quantitative study
wherein a set of statistical procedures is used
to summarize and synthesize results of a
number of independently conducted research
studies.

If done well it can be very valuable to
researcher, because it provides an extensiv
bibliography of existing research on a topic whil

a
e
e

also providing a combined analysis of a number of

studies.

A very time consuming, understanding and
usually conducted by a team of researchers.
STEPS OF META-ANALYSIS

Define the Research Question

Perform the literature search

Select the studies

Extract the data

Analyze the data

Report the results

META ANALYSIS
“A statistical oo -
method for " o
cumulating bl
studies”

1.2 ETHICS IN I/O PSYCHOLOGY

Systemizing, defending, and recommending
concepts of right and wrong conduct
norms for conduct that distinguish between
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acceptable and unacceptable behavior.
Includes:
Informed Consent
Debriefing
Research Review Boards
ETHICAL DILEMMAS
“Ambiguous situations that require a person’s
judgment of what is right or wrong.”

| Ethical Dilemmas

High level of uncertainty

as to what is right or wrong,
there appears to be no best
. solution, and there are both
positive and negative
» consequences to a solution

R e I
|

| Type A

'
"
'
"
'
"
'
0
P
"
'
'
0
i
'

i eB . “Rationalizin dilemma”
: Typ . g

: » rationalize unethical behavior
! ' because “everybody else does
i v it
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R R R RS R HE AR EHARRGANRATION

ORGANIZATION THEORIES & PRINCIPLES

ORGANIZATIONAL THEORY
A set of propositions that explains or predicts
how groups and individuals behave in varying
organizational structures and circumstances.
A study of how organizations function and how
they affect and are affected by the
environment in which they function.

2.0 THREE MAIJOR THEORIES OF
ORGANIZATION

; 3 THEORIES OF , _INFO ;
ORGANIZATIONS EFour Basic con?porjen'ts to:
" CLASSICALTHEORY |~ aRy-Organization:----
(RRRE System of differentiated

activities.
People.
Cooperation toward a
goal.
Authority.

Critique of the 4
structural principles of

classical theory:

NEOCLASSICAL THEORY
(WORKER)
Functional
Scalar
Line/Staff
Span of control
Five parts of an
organization:

SYSTEM THEORY L
Individuals

Formal organization
Small groups
Status & Roles
Psychical setting

CLASSICAL THEORY
Focuses on Work
Formal organizational structure (to increase
management efficiency by dividing professional tasks)

Taylor, Weber, Fayol
CLASSICAL ORGANIZATIONAL THEORY:
BASED ON 3 APPROACHES/THEORIES

: APPROACHES/THEORIES: INFO .. '
SCIENTIFIC Planningofwork
MANAGEMENT to achieve
APPROACH, FREDERICK efficiency,
TAYLOR, 1947 standardization,

specialization and
Simplification.

BUREAUCRATIC
APPROACH, MAX WEBER,|definition: “Bureaucracy i
1947 an
organizational structure
that is
characterized by many
rules,
standardized processes,
procedures and
requirements,
number of desks,
meticulous
division of labor and
responsibility, clear
hierarchies
and professional, almost
impersonal interactions
between employees”.
Accomplishment of

ADMINISTRATIVE tasks, and include
THEORY, HENRI FAYOL, principles of
1949 management, the
concept of line and
staff, committees and
functions of
management.

PRINCIPLES OF SCIENTIFIC MANAGEMENT
(FREDERICK TAYLOR, 1947)

Science, not rule-of-thumb

Scientific selection of the worker (Job

analysis)

Management and labor cooperation,
rather than conflict (cooperation not
Individualism)

Scientific training of the worker (be
trained by experts; assigned according to
mental and intellectual capacity)

' ‘Pri‘ iples of Scientific Management

BUREAUCRATIC THEORY
The Bureaucratic Theory is related to
the structure a n d administrative
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t h e organization and is

given by Max Weber, who is regarded as
the father of bureaucracy.

What __is

Bureaucracy? The term

burea
requlations,

ucracy means the rules and
processes, procedures,

patterns, etc. that are formulated to

reduce the

complexity of an

organization's functioning.

Structure
Specialization
Predictability & Stability
Rationality

Demo

cracy

ADMINISTRATIVE MANAGEMENT THEORY

According to Fayol, administrative

management  was

concerned or

focused on the formal organization
structure and the delineation of the

basic processes of general
management:
A TERMS . R INFO . :
PLANNING Examining the future &
drawing up the plan of
S N - <1111, S
ORGANIZING Building up the structure
material, human
resources of the
eeeeeiimeieeeeoeeof... undertaking.
COMMAND Maintaining activity
among the personnel.
" COORDINATION /[ 7T Binding together "
TUUUUTTEONTROL T[T Conformity "~

____________________________

Line & Staff
Committee
Functions of Management (PLOC)

Princip

les (14)

2 ) Principle o f Autho
3) Principle

1) Principle of Division of Work

4) Principle of Unity of Command
5) Principle o f Unity o f Direction
6 ) Principle o f Subordination of Individual
Interest t o Organisational Interest
7) Principle o f Centralization

rity and Responsibility
o f Discipline

8 ) Principle o f Remuneration
9 ) Principle o f Scalar Chain
10) Principle o f Order
11) Principle o f Equity
12) Principle o f Stability of Tenure
13) Principle of Initiative
14) Principle o f Esprit de corps (Team work)

srce: Ban

NEOCLASSICAL THEORY
Focuses on Worker (and the emotional and
psychological components of people’s behavior in an
organization like leadership, morale, cooperation)

Informal Organizational Structure

Hawthorne

Neo-classical theory is the extended version
of classical theory, where behavioural science
gets involved in the management.

Elton Mayo pioneered the neoclassical
approach, and his subordinates performed the
Hawthorne experiment to construct this theory's
foundation.

NeoClassical approach primarily focuses on the
human beings in the organization. According to
this theory, the organization is the social system,
and its performance does get affected by human
actions.

PRINCIPLES OF NEOCLASSICAL
ORGANIZATIONAL THEORY

Individual

Work group

Participative Management

SYSTEM THEORY
ORGANIZATIONS AS OPEN SYSTEMS

External Environment

ﬁdh‘;&
Subsyster

o

Sl
| Subsystem e

Transforming inputs
to outputs

Subsyste
Subsystem |5 e gtem |

OPEN SYSTEMS MODEL

Environment
Inputs _ | Transformations Lr Outputs
* Information | * Social Component ' * Goods
* Energy 1 /| * Technological L,,«”’J * Services
* People { Component ‘ * Ideas

f :

Feedback
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CLASSICAL | NEOCL ASSICAL SYSTEMS
THEORY THEORY THEORY
“""Scientific | Individual [ INPUT

Management
Approach
(F. Taylor)

““Bureaucrafic |7 Work Group™ [~ Transformation
Approach (Process)
(M. Weber)

“"Administrative | " Participative | OUTPUT
Approach
(H. Fayol)

2.1 MODERN THEORIES OF
ORGANIZATION

MODERN THEORIES

Tend to be based on the concept that the
organization is a system which has to adapt to

changes in its environment.
This theory considers interactions between
people within an organization and the
surrounding environment, as well as the
interpersonal interactions between members
- of the organization.

Environment

CHARACTERISTICS OF MODERN THEORY
It considers organizations as a system
composed of many subsystems.
It regards individuals as complex beings who
can be motivated in a multitude of ways.
It is a descriptive approach to studying
organizations.
It is dynamic in interaction with the structure.
It is constantly subject to change as the
environment changes.

It is both macro and micro in its approach.
It ensures better flow of communication at all

the levels and effective control.
MODERN THEORIES OF ORGANIZATION
SYSTEMS APPROACH
considers the organization as a system
composed of a set of interrelated a n d thus
mutually dependent sub-system.

Systems Approach |
R s ee—

| Systems phil;sophy_} | systems m:'magement | | _st{t;r;; Analysis |

‘ Business ‘ | organization 1 [ technology |

ﬁ Political frame I l HR frame J | Structural frame “ Symbol frame J

Ifunctiona!| | project ' [ matrix |

s e e e,

ELEMENTS OF SYSTEM
APPROACH :

COMPONENTS the formal and informal
organization

patterns of behavior
role comprehension

the physical
environment
Communication

Balance
“TLINKING PROCESS [ 777 Decision analysis

growth

stability
GOALS OF ORGANIZATION ~~~ interaction

SOCIO-TECHNICAL APPROACH

considers the organization as composed of a
social system, technical system and its
environment.

THE SOCIAL SYSTEMHE|TECHNICAL
Individual & team BehaviorpYSTEM
Organizational/ Teappes|of production
Culture tgchnology
Management prdaticdof [nterdependence
Leadership Styl€hysicpl work setting
Compllexity of work
process
------------- DESIGN-FOR-JOINT-ORTIMIZATION- - - -
Work roles, tasks, work flow
Goals & Value
Skills & Abilities

It is not just job enlargement and

enrichment which is important, but also
transforming  technology into a
meaningful tool in the hands of the users.

Technology

CONTINGENCY/SITUATIONAL APPROACH
recognizes that organizationalsystems are
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interrelated with their environment and

different environments require different

organizational relationships for effective

working.

Also sometimes called the SITUATIONAL

APPROACH

There is no one universally applicable set of
management principles (rules) by which to
manage organizations.

Organizations are individually different,

different situations  (contingency
variables), and require different ways of

managing.

face

Contingency theory, also called decision theory, views
organizations as a structure composed of
choice-makers, and argues that there is no one right
way to make a decision.

Contingency theorists believe that management is

responsible for analyzing business situations and then

acting accordingly to address any issues or
challenges.

Organization

FIEDLER’S
LEADERSHIP

CONTINGENCY MODEL OF

Effective Leadership

= Dominant Style
matches Situation

- ™~

T

nghly Favorable and Highly I i

Unfavorable Situation =
Task-Oriented Style

Anything between =
i i Relationship-Oriented Style

Situational Leadership

nmokingl  Enabi the possibity
| bum i

Focus on Task

SITUATIONAL LEADERSHIP® II

THE FOUR LEADERSHIP STYLES

(High)

High Supportive
and

Low Directive
Behaviour

SUPPORTIVE BEHAVIOUR

(Low)

DIRECTIVE BEHAVIOUR ——— (High)

MOTIVATION THEORY & OPEN SYSTEM THEORY

MOTIVATIONAL THEORY

OPEN SYSTEM THEORY ¢

Includes the study of what
drives & inspires
members of an
organization to work
toward their professiona
goals.

EX.: theory X & theory Y

oncept that arques that
an organization’s
environment influences iff
and understanding the
impact of this influence
may help managers
develop more effective
leadership strategies.
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TOPIC OVERVIEW

A. JOB ANALYSIS
B. JOB EVALUATION

JOB ANALYSIS & EVALUATION

3.0 JOB ANALYSIS

process of gathering and analyzing information
about the work an employee performs, the conditions
under which the work is performed, and the worker
characteristics needed to perform the work under the
identified conditions.

IMPORTANCE OF JOB ANALYSIS
Training
Manpower Planning
Performance Appraisal
Employee Selection
Writing Job Description
Job Classification
Compliance with Legal Guidelines
Job Evaluation
Job Design
Organizational Analysis

JOB ANALYSIS INTERVIEW
Obtaining information about a job by talking to

a person performing it.

JOB DESCRIPTION Job Title
Job Summary
Duties and
Responsibilities
Tools and Equipment
Work Context
Performance
Standards
Compensation
Information
Competencies
................................ Qualification ........
JOB SPECIFICATION Experience
Training
Skills
Responsibilities
Emotional
Characteristics
Sensory Demands

______________________________________________________

v RightPERSON forthe
v Right JOB at the

v/ Right TIME and in a
v Right PLACE

JOB DESCRIPTION
A written summary of tasks, duties and
responsibilities of a job.
a brief, two-to-five page summary of the tasks
and job requirements
it is the result of the job analysis
Job description is simply: “A description of the
job”... intended to express the company’s
expectations of the employee in that job

“transfer responsibilities to an employee”
pass the baton on job responsibilities, not just glve
some a job.

JOB TITLE Describes the nature of
the job
Assists in employee
selection and
recruitment
Affects perception of
job worth and status
Job evaluation resulfs
Employees feelings of
personal worth
Affects clarity of
resumes

JOB SUMMARY Useful for recruitment
advertising
* One paragraph in
length, briefly stating the
nature and purpose of the
job
« Jargon and
abbreviations
should not be used
--------------------------- Organize by dimensions

BUTIES & ze by dimen:
= Similar activit
RESPONSIBILITIES (WORK et ien

ACTIVITIES)

= Temporal order

Task statements

= List only one activity pgr

statement

= Statements should be

able to “stand alone”

= Should be written in arf

easy to understand style

= Use precise rather tham

general words

“Responsible for”
“Oversees”

“Handles accounts”




WORK CONTEXT

WORK PERFORMANCE
STANDARDS

COMPENSATION
INFORMATION

JOB COMPETENCIES

INDUSTRIAL/ORGANIZATIONAL PSYCHOLOGY

Use for employee
selection

and training.
""" Work schedafe """
*Degree of supervision
*Ergonomic information

= Physical and
Psychological Stress
= Indoors v. outdoors

= Lighting/heat/noise/ph
sical space
= Clean v. dirty
environment
= Sta ndin g/sitting/b e
g/lifting
performance is evaluated
*This section might
include
= Standards used
= Frequency of evaluatio
= Evaluation dimensions
= The person doing the
evaluating
...... -lob_evaluation. ...
dimensions
* Exempt status
» Pay grade (cluster of
jobs
with similar worth)
» Job group
Common Names
= Knowledge, skill, ability
and other characteristics
(KSAOs)
= Job specifications
«Competencies should be
separated
= Those needed before
hire
= Those that can be
learned after hire.

~<

h din

____________________________

BREAKING BARRIERS: DISABILITY & EMPLOYMENT
(MY DISABILITY DOES NOT DEFINE MY WORKING
ABILITY.)

_____________________________

“When ajob changes
significantly”

“Job Crafting”-process in which
employees unofficially change
their job dutiesto better fit their
interestsand skills.

Ideally reviewed annually
or at least every 2 years

_______________________________________________________

2 things:
v Both manager & employee signs the JD
v JD is reviewed by the manager and
employee annually
JOB SPECIFICATION
The minimum skills, education and experience
necessary for an individual to perform a job.
Qudbpesble gthadificatinimsntbat a person must
possess to perform the job effectively

QUALIFICATION

“Minimum qualifications required to
successfully perform the job. These are the
qualifications necessary for someone to be
considered for the position.”

Reminder!: If the position is part of a job
family (ex: Staff, Senior Staff, be sure to show
the increase in the knowledge, skills and
abilities to perform the daily tasks and job
duties.

A. Education & Professional Certification
Degree in
Professional certification / specialized
training in
Holder of license in
Other preferred qualification
B. Work Experience, Training and/or Track
Records
Experience or equivalent experience
in
Broad knowledge in
Demonstrated ability to
Active affiliation/membership in
Entry level (no prior-related work

experience)

Experienced (minimum of 2 years of
job-related experience)

Specialist (minimum 5 years of job
related experience)

Expert (established subject matter
expert, 7+ years experience)

C. Character & Personal Attributes
Subscribes to the Christian values and
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ethical standards of the company
Please list other qualities you are
looking for
the job holder
D. Competencies
Ethics - Treats people with respect.
Keeps commitments. Inspires the trust
of others. Works with integrity and
ethics. Upholds KMBI’s organizational

values and its business  of
transformation.
Professionalism - Approaches others in
a tactful manner; reacts well under
pressure; Treats others with respect
and consideration regardless of status
and position; Accepts responsibility for

own actions; Follows  through
commitments.

Team Values & Interpersonal skills -
Demonstrates  effective working
relationships; Focuses on  Solving
conflict, not blaming; Maintains
confidentiality; Openness and
readiness to contribute

COMPETENCIES
>

Competencies are the knowledge, skills,
abilities, personal characteristics and
other "worker-based" factors that help
differentiate superior performance from
average performance under specified

emzunddahifiess toCochpmtigncidsfine the
essential functions of the job.

@
COGNITIVE
LEADERSHIP SKILLS
Analytical Orlentation
Business Acumen
Creativity
Decisiveness
Objectivity
Prioritizing
Risk Taking
Technical Orientation
Thoroughness

0Q Q S5
1=
INTERPERSONAL PERSONAL SENIOR
lLADERSHIPSSgLLSA LEADERS&I’OQUQJTIES LEADERSHIP SKILLS
Active Listening Achievement and Motivation Assuming Responsibility
Client/Customer Focus Ambition Attracting Staff
Communication Dependability Delegation
Conflict Management Desire to Learn Developing/Coaching Others
First Impression Emotional Control Emphasizing Excellence
Formal Presentation Flexibility Facilivating Teamwork
Interpersonal Relations Independence Inspirational Role Model
Negotiation Integrity Involving Direct Reports
Operating Upwards Open-Mindedness Manitoring and Controlling
Persuasiveness Productivity Motivating Others
Sensitivity Self-Discipling Qrganizational Spokesperson
Social Astuteness Self-Esteem Organizing the Work of Others
Valuing Diversity Short-Term Planning
Work/Life Balance Strategic Planning
Vision

Physical Demands & Work
Environment

What to write: What is physically required to perform the daily tasks and job duties? Be
specific. If the job requires a person to work in special working conditions, this should be
stated in the job description. Special working conditions cover a range of circumstances from
regular evening and weekend work, shift work, working outdoors, working with challenging
clients, and so forth. If the job is physically demanding, this should be stated in the job
description. A physically demanding job is one where the incumbent is required to stand for
extended periods of time, lift heavy objects on a regular basis, exposure to noise level, do
repetitive tasks with few breaks, and so forth.

Example:

While performing the duties of this job, the employee is regularly required to sit, use hand and fingers to
handle or feel, and talk and hear. The employee Is frequently required to reach with hands and arms. The
employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by the job
include close vision, depth perception and ability to adjust focus.

Acknowledgement

ACKNOWLEDGEMENT & AGREEMENT

Job descriptions assist our company in making certain our hiring process is fairly administered and qualified
employees are selected. We view job descriptions as essential to our performance appraisal system, and
related staff movements.

All job descriptions are reviewed to ensure that essential functions and basis duties are included. Job
requirements, skills and abilities have been determined to be the minimal standards required to
successfully perform the job. In no instance however, should the job requirements, skills and abilities be

interpreted as all-inclusive. periors may assign i appropriate activities and
requirements.
Employes Kame Position Title Sigrature Date
immediate Superor's Name Position Title Sigature Oate
WHO WILL CONDUCT IT?

Job analysis can either be done ...
Committee-based job analysis (SMEs)
Field-based job analysis

WHO WILL CONDUCT?

Internal Department
Human resources
Compensation  Training

Engineering

Internal task force
Supervisors

Employees

Consultants

Interns/class projects

WHO WILL PARTICIPATE?
Choices
All employees
Random sample
Representative sample
Convenience sample
Potential Differences
Job competence

Race

Gender

Education level

Personality

Viewpoint
BASIC STEPS in CONDUCTING JOB
ANALYSIS

* Interviewing subject matter

"""""" Gathering existing information '
experts (SMEs)
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* Individual interviews
= SME Conferences
= Ammerman Technique
* Observing incumbents
« Job participation

Ammerman technique. A job analysis method in which
a group of job experts identifies the objectives and
standards to be met by the ideal worker.

1. Convene a panel of experts that includes
representatives from all levels of the
organization.

2. Have the panel identify the objectives and
standards that are to be met by the ideal
incumbent.

3. Have the panel list the specific behaviors
necessary for each objective or standard to be
attained.

4, Have the panel identify which of the behaviors
from step 3 are “critical” to reaching the
objective.

5. Have the panel rank-orde

Cross-sell bank products.
» Study daily rate charts.
= Explain new products to customers.

Balance drawer within 30 minutes at end of day.
» Accurately count money.
» Trial balance drawer during downtimes.

Comply with federal and state regulations.
» Notify federal government of cash transactions in excess
of $10,000.
» Treat customers equally regardless of age, race, gender,
or national origin.

Accurately complete paperwork.
* Obtain all necessary information from customers.
* Obtain all necessary signatures.

Make each customer feel a “part of the family.”
* Know each customer's name.
* Refer to customers by their first names.
* Smile and greet each customer.

Task inventory. A questionnaire
containing a list of tasks each of
which the job incumbent rates on
a series of scales such as
importance and time spent.

Required elements to a task
statement
= Action
= Object

Optional elements
= Where the task is done
= How it is done
= Why itis done
= When itis done

CHARACTERISTICS OF A
WELL WRITTEN TASK
STATEMENT:

v One action and one object
v Appropriate reading level

V' The statement should make sense by itself
v All statements should be written in the same
tense
v Should include the tools and equipment
used to complete the task
v Task statements should not be competencies
v Task statements should not be policies

Poorly written Properly written task statement

task statement

Sends purchase |Sends purchase requests to the purchasing

requests depariment using campus mail

Drives Drives a five-speed truck to make food
deliveries within the city of Toledo

Locks hall doors |Uses master key to lock hall doors at
midnight so that nonresidents cannot enter
the residence hall

_______________________________________________________

TASKS CAN BE RATED ON A
VARIETY OF SCALES:
vImportance
v Part-of-the-job
v Frequency of performance
v Time spent
v Relative time spent
v Complexity
Vv Criticality
Research shows only two scales are necessary:
frequency and importance

RATING SCALE
USING THE RATING:
» Create a chart summarizing the ratings
» Add the frequency and importance ratings to form s
combined rating for each task
* Include the task in the final task inventory if:
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« Average rating is greater than .5 for both frequency
and importance {or}
« Combined rating is 2.0 or higher

Frequency

0 Task is not performed as part of this jeb

1 Task is seldom performed

5 Task is occasionally performed

3 | Tosk is frequently performed

Importance

0 Unimportant. There would be ne negative
consequence if the task were not performed or not
perfermed properly

1 Important: Job perf would be diminished
if task were not completed properly

2 Essential: The job could not be performed
effectively if the incumbent did not properly
complete this task

Combined Average

“When competencies are tied to an organization’s
strategqic initiatives and plans rather than to specific
tasks, the process is called competency modeling.”

1 2 0 2 3 0 3 25 0.0 25
2 2 2 4 2 1 3 2.0 1.5 35
3 0 0 0 0 0 0 0.0 0.0 0.0
4 3 2 5 3 2 5 3.0 2.0 5.0

« Average rating is greater than .5 for both frequency and importance for}
* Combined rating is 2.0 or higher

Knowledge | A body of information needed to
perform a task

Skill The proficiency to perform a
certain task

Ability A basic capacity for performing a
wide range if different tasks,
acquiring a knowledge, or
developing a skill

Other Personal factors such as personality,
characteristics | willingness, interest, and motivation and
such tangible factors as licenses,
degrees, and years of experience

Analytical
COMPETENCY Probiam Analysi

MODEL |

snavatan
Profesiionsl Expertise

Management
Delegaten & Perfemance
Mansgement

[ ——

Execution.
Coatiing & Developing Talent

Managing Diference!
Confilct

Pasition,
Questie
Critical i) Job
Incldent Structure
Technique Profile

Fleishman s
Job Analysis Tools

= and Techniques

Related "‘f::""
Position
E Analysis
Job Job
Adaptability
Irventory Threshold Inventory
Traits
Imventory

POSITION ANALYSIS
QUESTIONNAIRE (PAQ)

* A structured instrument of job analysis to measure
job characteristics and relate them to human
characteristics, developed at Purdue University by

— McCormick, Jeanneret, and Mecham (1972)
* The PAQ contains 194 job elements that describe
generic human work befiaviors organized into six

main dimensions -

» Standardized
« Difficult to read for average employee

PAQ Model - Position Analysis Questionnaire PAQ
model is known as Position analysis questionnaire is a
job analysis questionnaire and a technique that
evaluates job skill level and basic characteristics of
the applicants. This method involves a series of
detailed questioning the employees or the expert we
are hiring and to evaluate them on the basis of these
questi ires and analysis the final reports. The
questionnaires are designed and evaluated by the
Experience job analyst and subject matter experts.
The PAQ Model is largely based of Worker-oriented
Method and it

or the worker behavior at their work. This Position
Analysis Questionnaire is filled by job incumbents and
their superiors and one can use this PAQ Model Tools
and techniques at all types of job across levels.
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Contents of PAQ method/technique

194 items of job elements includes 6
categories:

InlchersonaI activities 36 elements

Work situation and job context (the 19 elements

physical and social environment))

Information input 35 elements

Mental processes (decisions; armngcmcnls:! 14 elements

Work output (physical activities and tools 49 elements
needs)

Other related aspects (such as working 41 elements

time arr:mgv:mcnr or way OF compms:{llon}

Portion of a Completed
Page from the Position
Analysis Questionnaire

Questionnaire )

[Sample Position Analysis

INFORMATION INPUT
1 INFORMATICN INPUT

Figure 3 - 4

« Job Structure Profile (J5P)

« Designed as a replacement for the
PAQ, developed by Patrick and
Moore (1985) to be used more by
the job analyst than by the job

gt}

incumbent |
* Easier to read than the PAQ lmaing E
+ Good reliability ey 5
* Job Elements Inventory (EI) [raraaes N
+ Developed by Cornelius and Hakel |~ C
(1978)

+ 153 items | maanare
+ 10" grade readability level |
+ Correlates highly with PAQ mpaS——

Functional Job
Analysis (FIA)
* Designed by Sidney

FJA: A Real World Example

Waork Functions

Fine (1955) that Data People Things
rates the extent to 0. Synthesizi 0. Meatoes o & )
which a job ' . .
incumbejnl Is 1. Coordinating 1. Negotiating 1. Precisionwork
involved with 2. Analyzing 2. Instructing 2. Operating
functions in the + Compiling 3. Supervision 3. Driving
categories of: + Computing 1. Diverting 1. Manipulating
- Data (information + Copying 5. Persuading 5. Tending (nurturing)|
and ideas) Comparing 6. Speaking 6. Feeding
—Pe;:p!efdrems, 7. Serving 7. Handling
customers, )

coworkers:l 8. Helping

- Things (machines,

tools, equipment)

3.1 JOB EVALUATION

It aims to provide this equity & consistency by
defining the relative worth of different jobs in an
organization. The process of determining the relative
worth of different categories of jobs by analyzing
their responsibilities & consequently,

fixation on their remuneration.

THE IDEAL COMPENSATION SYSTEM
Will attract and retain desired employees
Will motivate current employees while also

providing security

Is equitable
Is in compliance with legal guidelines
EQUITY
TYPES OF EQUITY
S TERM oo DEF =
INTERNAL EQUITY Fairness of the pay
structure, relationship
among jobs within a
R B single organization __
EXTERNAL EQUITY Comparisons of similar
jobs in different
e eeaoo .|, OTOANIZAtONS
INDIVIDUAL EQUITY Comparisons among
individuals in the same
job within the same
organization
INTERNAL PAY EQUITY

the comparison of employee positions in
your business to ensure fair pay
DETERMINING INTERNAL PAY EQUITY
Determine compensable factors
Determine levels for each factor
Assign weights to each factor
Convert weights to points for each

factor
Assign points to each level within a

factor
Assign points to jobs
Run regression to determine how well

points predict salary midpoints

Compensable (Universal) Factors -
A Definition

Compensable factors - measurable qualities,
features or requirements (attributes) that are
common to many different kinds of jobs. They
are:

qualities required to accomplish the job

easy to describe and document

must be addressed in an acceptable manner if the job

is to be performed satisfactorily

should yield consistently similar results, regardless of

the evaluator

What factors make onejob worth more than the

another?Examples:
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* responsibility
» complexity/difficulty
* skill needed
* physical demands
* work environment

Example of Compensable Factor

Makes no decisions 75
Makes decisions for self 150
Makes decisions for 1-5 225
employees
Makes decisions for > 5 300
employees

Total 300

Weighting
Factor Max Points. % of Possible Points
Skill (62.6%)
knowledge 120 14.6%
work experience 135 16.4%
analytical skill 110 13.3%
independent judgment 150 18.3%
Effort (9.4%)
mentalivisual strain 7 9.4%
Responsibility (21.9%)
contact 75 9.1%
supervision 105 12.8%
Working Conditions (6.1%)
physical environment 50 6.1%
e e L '
' '
' '
' '
' '
' '
.. FACIVUKS '
Education

* High school degree or less
» Two-year college degree
* Bachelor’s degree
* Master’s degree

Responsibility
* Makes no decisions
» Makes decisions for self
* Makes decisions for 1-5 employees
» Makes decisions for more than 5 employees

Physical demands
« Lifts no heavy objects
« Lifts objects between 25 and 100 pounds
» Lifts objects more than 100 pounds

Factor Weight Points
Education 20 200
Responsibility 30 300
Physical demands 15 150
Safety 10 100
Experience 25 250
Total 100% 1000

Position: Production Supervisor

Factor Points
Education 200
Responsibility 300
Physical demands 150
Safety 100
Experience 250
Total 1000
TABLE 6-9 Sample Job Evaluation Worksheet
Job Title:
Evaluation Date:
Name of Evaluaior:
Degree
Compensable Factor 1 2 3 4 5 Total
Skill
Mental skill &0 120 180 240 G 300
Manual skill 0 180 240 00 120
Effart
Mental effort 0 20 30 40 G 50
Physical cffort 10 20 GD 40 50 30

Responsibility

Supervisory 25 50 @ 100 125 75

Department budgeting @ 30 75 100 125 25
Warking conditions

Hazands 10 20 30 GO 50 40

Total job value 640

Point Assignments for Four Compensable Factors

Weighted
Compensable Factor percentage Degree/Points
1 2 3 4 5
Skill (40%) 20 32 48 72 100
Responsibility (30%) 15 24 36 54 75
Effort (20%) 10 16 24 36 50
Working Conditions (10%) 2 8 12 18 25
Example:
Regrind Op C le Factor Degree Points
Skill 3 48
Responsibility 2 24
Effort 4 36
Working Conditions 4 18
Total Points 126
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EXTERNAL PAY EQUITY ’ """"""""""""""""""""""""""""""""""" '
the use of salary surveys is critical in your --Iiés:;-;éh::.;;-a-t-é """"""""""""""""""" 1
ability to determine if your compensation  organization conducted CRITICAL PAY SURVEY
i imi PROBLEMS
and benefits are comparable to similar « trade group conducted e A
i i i 2 e B . aining a proper job match.
roles in other organizations * Finding comparable jobs . colecting useful pay data.
DETERMINING EXTERNAL PAY EQUITY * Do salary surveys . Ensuringanacczplagalesampleof
organizations and jobs.
Worth based on external market pgrpgtqate_ * Relaling data to organizational pay
Determined through salary surveys discrimination? policies.
. . i, "
Information obtained *Do 5{’|3W surveys “fix . o
salary range salaries at low levels?
starting salary
) , Focus on Ethics
actual salaries paid : y .
. Compensating CEOs and Chief Executive
benefits Executives Officer (CEO)
cer
* Are CEOs being paid too much or are they (068
Sa |a ry S U rvey Exa m p | e worth the high compensation packages istheli
they receive? mtc:o;;;mr.gu
* It ethcal that a O receives a bonus (7 T
when employees are being laid off or
* Does high compensation for CEOs actually Aot
Production increase company performance? mm‘"‘
Foeperson | 18 | 286 | S221 | 1167 | 1896 | 2167 | 27.69 | 36.44 * Should a company’s number one focus be i
Machinist 9 419 | §1983 | 928 | 1679 18.63 21.09 | 25.80 . ::,:; :k:gx::e;&:i:sg:::ef:::;s? of acompany.
Planner 9 36 $18.73 | 16.64 | 18.68 20.63 23.59 | 36.44 surrounding this issue? hesondo
Production 15 3,487 $17.91 849 12.24 15.08 15.62 2327 .
Quality Ins 10 45 $14.23 10,00 12.84 14.01 20.31 23.18 JOb Evaluatlon MEthOds
Maintenance [ l ]
Janitor 10 322 $11.00 7.85 9.02 10.15 11.04 19.81 [ N A | Method: ‘ Analytical Method
Maint A 17 112 $14.90 9.65 12.54 14,97 19.40 | 26.78 ‘ e "a'vtlca ethods nalytical Met s
Mechanic 1 382 S18.80 11.99 17.10 18.30 20.27 24.98 I_l_l I_I_I

_ 5 Classification Factor X
Salary Survey Report Example |RanklngMethod || Method | o I | Point Method |
S
Methods designed on the Methods designed on the

basis of the jobs as a
whole

Responsibility

basis of the requirements
and elements of the jobs

Under this system, all jobs are

arranged or ranked in the

order of their importance
Rank from the simplest to the
hardest, or in the reverse order,
each successive job being higher or
lower than the previous one in the
sequence. It is not necessary to have|
Jjob deseriptions, although they may
be useful. Sometimes, a series of
grades or zones are established, and

all the jobs in the organization are
arranged into these.

5
W~ e

Identification of market /
organizations/ Compensation
components. ] ]

— Job to be surveyed.
— Job contents.

Job Classification or Grading
Method:

Under this system, a number of
predetermined grades or classifications
are first established by a committee
and then the various jobs are
assigned within each grade or class.
Grade descriptions are the result of the
basic job information which is usually
derived from a job analysis. After
formulating and studying job descriptions
and job specifications, jobs are grouped
into classes or grades which represent

— Potential issues.
* Methods to be used.
—Job matching.
— Class matching.
— Job evaluation.
— Occupational ,Survey,. Method.

HR Finance  Marketing

Clevele Clevele Colevele
CHRO CF0 o
Directore Directors Directore

HR-directer Finance-director MarketingDirector

)
Managere Nanagere Margerw
HR-manager Finance-manager Marketing-Manager
Aalyste P Anatyste
HRanalyst AN st Marketing-analyst

different pay levels ranging from low to
high.




INDUSTRIAL/ORGANIZATIONAL PSYCHOLOGY

9 g Under this system, jobs are evaluated
Houlyrate Skl o by means of standard yardstick of
2 value. { ‘benchmark’ jobs for which there|
are dearly understood job descriptions
and in other zati

Admin
Assistant

Under this methed, each job is ranked
several times — once for each

Secretary compensable factor selected. For
example, jobs may be ranked first in
terms of the factor ‘skill’. Then, they are
ranked according to their mental
Supensor o requirements, Next, they are ranked
according to their ‘responsibility’, and so
forth. Then these ratings are

Manager ! combined for each job in an overall
numerical rating for the job.

This method is the most widely used type of job evaluation plan. It requires
identifying a ber of comp ble factors (i.e., various characteristics
of jobs) and then determining degree to which each of these factors is present in
the job.

A different number of points is usually assigned for each degree of each factors.
Once the degree to each factor is determined, the corresponding numbers of
points of each factor are added and an overall point value is obtained.

The point sy is based on the iption that it is possible to

ign points to respective factors which are essential for evaluating
an individual’s job. The sum of these points gives us an index of the relative
significance of thejobs that are rated.

o I P | > C—
wostsiownad | 7 |y P )
[Epematin,
Cepent o procen] 5w B = o
ebsateil e proct s w s om
ety o stbars s woowoow o
scimatsvte = s w0 w »
e Comaeom
e I P C—
eaturts ! A N
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