
Index

Page references followed by fig indicate an illustrated figure; followed by t indicate
a table.

A

Ability: definition of, 22–23; as KSA
(knowledge, skills, and ability)
component, 21–24, 41

Accommodating disabilities dimension:
described, 58; interpreting the WCP,
60, 252

Accommodating diversity dimension:
described, 58; interpreting the WCP,
60, 252

After-action reports, 33
Agreeableness, 24

B

Barrick, M. R., 24
BARS (behaviorally anchored rating

scales): applications for the, 77–78;
concerns about using, 79–82;
examples of, 75fig, 79fig, 80fig, 81fig,
82fig; implementing the, 74–75;
origins and overview of, 73–74;
recommended shortcut for using,
76–77

BARS examples: on entry-level
performance levels, 79fig; on
production operations performance
levels, 80fig; on senior management
performance levels, 82fig; on
supervisory performance levels, 81fig;
on teamwork performance, 75fig

Big Five (or five-factor approach), 24
Brown, B. K., 5
Burke-Litwin model, 54
Burke, W. W., 54, 55

C

Campion, J., 5
Campion, M. A., 5
Candidates: job analysis application for

selecting, 13–15; ‘‘perfect fit,’’ 15;
psychological testing of, 14–15;
recruitment of, 5–6, 13, 56, 64–65;
verification of references, 7–8. See
also Employees; Hiring process

Career ladder: creating, 65–66;
definition of, 65

Cascio, W. F., 21
Centralization of authority dimension, 57
Change management dimension:

description of, 58; interpreting the
WCP, 61–62

Clerical/administrative services job
analysis template: description of, 44;
example of, 151–163; on job
competencies, 158–163; on work
activities (WA), 153–157

Clerical job analysis templates:
description of, 42–43; example of,
121–134; on job competencies,
129–134; for work activities (WA),
123–128

CLUES (five factors), 24
Commercially available questionnaires:

description of, 34; recommended
alternative to, 34–35

Communication dimension: description
of, 57; interpreting the WCP, 60,
252; WCP scale on, 57

Competencies. See Job competencies

259

CO
PYRIG

HTED
 M

ATERIA
L

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



260 INDEX

Conformity and propriety dimension,
56

Conscientiousness, 24
Controlling harassment dimension:

description of, 58; interpreting WCP
of, 62, 254

Costa, P. T., Jr., 24
Crisis management dimension, 57
Critical incidents: BARS development

use of, 73–74; group interviews on, 32
Critical incidents technique, 32
Cronshaw, S. F., 21
Custom-designed questionnaires,

33–34

D

Deal, T. E., 54
Debriefing techniques, 33
Deficient criterion measure, 67
Digman, J. M., 24
Direct observations, 28–29
Distributional errors, 72
Diversity dimension: described, 58;

interpreting the WCP, 60, 252
Document reviews, 32–33

E

Effectiveness dimension: description of,
56; interpreting the WCP, 60,
253–254; WCP scale of, 57

Efficiency dimension: description of, 57;
interpreting the WCP, 60, 251

Employees: accommodating persons with
disabilities, 58, 60, 252; creating
career ladders for, 65–66; halo effect
phenomenon and, 72; job orientation
of, 8–9; performance appraisal of,
17–18; psychological testing of,
14–15; recruitment of, 5–6, 13, 56,
64–65; training and development of,
9–10, 15–16. See also Candidates

Entry-level job analysis template:
description of, 42; on job
competencies ratings, 99–104; sample
of, 93–104; on work activities (WA),
93–98

Executive secretary job description,
89–91

Experts. See SMEs (subject-matter
experts)

Extroversion, 24

F

Farr, J. L., 72
Feedback and reward dimension, 56
Femininity vs. masculinity, 55
Final selection, process of, 7–8
Fine, S. A., 21
Flanagan, J. C., 32, 73
Fleishman, E. A., 34
Fleishman Job Analysis Survey, 34
Formalized job roles dimension, 57
Functional Job Analysis (Fine), 21

G

Gender equality dimension: description
of, 58; interpreting the WCP, 61,
253

Goodstein, L. D., 19, 23, 24
Graphic rating dimension: example of,

68fig–69; example of anchored, 69fig;
focused on meeting expectations,
70t

Group interviews: conducting, 30–31;
critical incident technique used in,
32; individuals included in, 30;
questions asked during, 31–32

H

Halo effect, 72
Harassment control dimension:

description of, 58; interpreting WCP
of, 62, 254

Harvey, R. J., 11, 17, 23
Hiring process: benefits of conducting

effective, 3–4; job analysis application
for, 13–15. See also Candidates

Hofstede, G., 54
Hofstede, G. J., 54
Hughes, G. L., 36
Human capital life cycle: overview of, 4;

six steps of the, 4–10
Human capital life cycle steps: 1. job

analysis, 4–5; 2. recruitment, 5–6; 3.
screening, 7; 4. final selection, 7–8; 5.
job orientation, 8–9; 6. training and
development, 9–10

Human resources (HR): custom-designed
questionnaires developed by, 33–34;
organizational planning and
management role of, 18–19;
performance management role by,
16–18

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



INDEX 261

I

Independence of action dimension:
description of, 58; interpreting WCP
of, 62, 254

Individualism, 54
Interviews: critical incident technique

for, 32; group, 30–32; individual,
29–30; initial recruitment, 6; job
analysis using, 29–32

J

James, J., 14
Jeanneret, P. R., 34
Job analysis: benefits of conducting, 2–3;

caveats and cautions regarding,
36–38; definitions of, 11–13;
importance of completing a
competent, 1; low accuracy of, 36–37;
purpose of, 4–5; summary of process,
82–83; Uniform Guidelines definition
of, 12. See also Templates

Job analysis applications: candidate
selection as, 13–15; employee
training and development as, 15–16;
litigation protection as, 19–20;
organizational management and
planning as, 18–19; performance
management as, 16–18; recruitment
as, 13

Job analysis elements: knowledge, skills,
and ability (KSA) as, 21–24; levels of
job performance as, 24–25; work
activity (WA) as, 20–21; workplace
characteristics as, 25–26

Job analysis methods: direct observations
as, 28–29; document reviews as,
32–33; interviews as, 29–32;
overview of, 27–28; questionnaires
and surveys as, 33–35; self-reports as,
28

Job competencies: job performance levels
related to, 63–64; KSAs (knowledge,
skills, and abilities) required for,
21–24

Job competencies rating templates:
essential competencies (rated 5),
230t–234t; meanings of different,
228–229; moderately important
competencies (rated 3), 240t–244t;
two step process for ratings, 194; very

important competencies (rated 4),
235t–239t

Job competencies templates: for
clerical/administrative services job
analysis, 158–163; for clerical job
analysis, 129–134; for entry-level
template job analysis, 99–104; for
production operations job analysis,
114–120; for professional
administrative job analysis, 176–181;
for sales and sales management job
analysis, 144–150; for senior
management/executive job analysis,
202–209; for supervisory/first-line
manager job analysis, 186–189

Job description: benefits of writing good,
2–3; caveats and cautions regarding,
36–38; changes over time, 36;
definition of, 11; resistance to writing,
2; sample of executive secretary,
89–91

Job orientation, 8–9
Job performance: appraisal of, 17–18;

lack of stability in, 37–38; levels of,
24–25, 63–82; measuring, 67–71;
WCP scales assessing, 56–62, 253;
work activity (WA) factor in, 20–21.
See also Organizational performance

Job performance data: creating career
ladders application of, 65–66;
evaluating organizational
performance application of, 66;
improving organizational
performance use of, 66; problems with
ratings used as part of, 71–73;
recruitment application of, 64–65

Job performance levels: BARS
(behaviorally anchored rating scales)
establishing, 73–82fig; competencies
and jobs elements of, 63–64;
description of, 24–25; as job analysis
component, 63; methods for
measuring, 67–71; problems with
performance ratings on, 71–73; uses
of data on, 64–66

Job performance management: appraisal
process of, 17–18; as job analysis
application, 16–18. See also
Organizational performance

Job performance measures: objective,
67–68; subjective, 68fig–71

Judge, T. A., 24

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



262 INDEX

K

Kendall, L. M., 73
Kennedy, A. A., 54
Knowledge: definition of, 22; as KSA and

KSAO component, 21–24, 41
KSAO (knowledge, skills, ability,

Other), 23, 41
KSAs (knowledge, skills, and abilities):

job analysis on required, 21–22;
knowledge, skills, and ability
components of, 21–24; O (Other)
component of, 23. See also Job
competencies

L

Lack of stability, 37–38
Landy, F. J., 72
Lanyon, R. I., 24
Latham, C. P., 72
Litigation protection, 19–20
Long-term orientation, 55

M

Major job requirements, 21
Management: job analysis role in

organizational, 18–19; organizational
planning and, 18–19; performance,
16–18; WCP scales assessing,
56–62

Management control dimension:
description of, 57; interpreting the
WCP, 61–62, 251; WCP scale of, 58

Managing change dimension: description
of, 56; interpreting WCP, 61–62,
253; WCP scale of, 59

Managing work for effectiveness:
description of, 56; interpreting the
WCP, 60, 253–254; WCP scale of,
57

Manning, J., 14
Mann, S., 72
Masculinity vs. femininity, 55
McCormick, E. J., 34
McCrae, R. R., 24
Mehcam, R. C., 34
Morgan, G., 54
Mount, M. K., 24

N

Neuroticism, 24

O

Objective job performance measures,
67–68

O (Other), 23
Openness to New Experience, 24
Open-systems model, 54
Organizational climate, 55
Organizational culture: definitions and

models of, 54–55; significance of,
53–54

Organizational performance: evaluating,
66; improving, 66. See also Job
performance

Organizations: creating career ladders in,
65–66; job analysis role in
planning/management of, 18–19;
open-systems model of, 54; protecting
against litigation, 19–20

Orientation (long-term vs. short-term),
55

P

Palmer, D. K., 5
Persons with disabilities, 58, 60,

252
Ployhart, R. E., 9
Position Analysis Questionnaire, 34
Power distance, 54
Prien, E. P., 12, 19, 23, 36, 56
Production operations job analysis

template: description of, 42; example
of, 105–120; on job competencies,
114–120; on work activities (WA),
107–113

Professional administrative job analysis
template: description of, 44–45;
example of, 169–181; on job
competencies, 176–181; on work
activities (WA), 171–175

Promoting gender equality dimension:
description of, 58; interpreting the
WCP, 61, 253

Promoting independence of action
dimension: description of, 58;
interpreting the WCP, 62,
254

Promoting specialization dimension:
description of, 58; interpreting the
WCP, 62, 254

Psychological tests, 14–15
Pursell, E. D., 5

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



INDEX 263

Q

Questionnaires/surveys: benefits of using
job analysis, 33; commercially
available, 34–35; custom-designed,
33–34

R

Recruitment: description and process of,
5–6; initial interviews during, 6; job
analysis applied to, 13; job analysis
role in, 56; job performance data
applied to, 64–65

References verification, 7–8
Reiter-Palmer, R., 14
Responsibility dimension,

56
Role specialization dimension:

description of, 57; interpreting WCP
of, 62; scale of, 58

S

Sabre Travel Network, 15
Sales and sales management job analysis

template: description of, 43–44;
example of, 135–150; on job
competencies, 144–150; on work
activities (WA), 137–143

Sashkin, M., 74
Schein, E. H., 54
Schmitt, N., 9
Schneider, B., 9
Screening, description of, 7
Self-reports, 28
Senior management/executive job

analysis template: description of,
45–46; example of, 195–213; on job
competencies, 206–213; rating the
competencies, 194–209; on work
activities (WA), 198–205

Short-term orientation, 55
Skills: definition of, 22; as KSA

(knowledge, skills, and ability)
component, 21–24; as KSAO
(knowledge, skills, ability, Other)
component, 23, 41

SMEs (subject-matter experts):
commercially available
questionnaires completed by, 34;
custom-designed questionnaires role
of, 34; group interviews and role of,
30–32; job candidate interviews

conducted by, 29–30; providing data
for BARS method, 74, 75

Smith, P. C., 73
Specialization of role dimension:

description of, 58; interpreting WCP
of, 62, 254

Standardization of roles dimension:
description of, 57; interpreting the
WCP, 61, 252–253

Standardization of tasks dimension:
description of, 57; interpreting the
WCP, 61, 253

Standards for Educational and Psychological
Testing (1999), 14

Strange, J., 14
Subjective job performance measures:

anchored graphic rating scale of,
69fig; description of, 68; graphic
rating scale focused on meeting
expectations, 70t; simple graphic
rating scale of, 68fig–69

Supervisory/first-line manager job
analysis template: description of, 45;
example of, 183–193; on job
competencies, 190–193; on work
activities (WA), 185–189

T

Task identity dimension, 56
Task standardization dimension, 57
Technology dimension, 57
Templates: clerical/administrative

services, 44, 151–163; clerical job
analysis, 42–43, 121–134;
development of the, 39–40; eight job
types of analysis, 41; entry-level job
analysis, 42, 93–104; instructions for
using the, 46–48; production
operations job analysis, 42, 105–120;
professional administrative, 44–45,
169–181; sales and sales
management, 43–44, 135–150; senior
management/executive, 45–46,
195–213; summary of important work
activities ratings, 211–248t; summary
of job competencies ratings,
232–248t; supervisory/first-line
manager, 45, 183–193; Workplace
Characteristics Profile (WCP),
249–258. See also Job analysis

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



264 INDEX

Training and development: description
and purpose of, 9–10; job analysis
application to, 15–16

U

Uncertainty avoidance, 54
Unequal opportunity, 68
Uniform Guidelines on Employee Selection

Procedures: on job analysis based of
hiring, 19; job analysis codified by
the, 12

W

Wilson, M. A., 12
Work Activity Importance Ratings form:

example of, 48–51; instructions for
completing (Appendix J),
48

Work activity (WA): job analysis
description of, 20–21; KSA
(knowledge, skills, and ability)
required for, 21–24; summary of
ratings on importance of, 48–51; two
aspects of, 23

Work activity (WA) rating templates:
essential work activities (rated 5),
213t–217t; meanings of different
ratings, 215–216; moderately
important work activities (rated 3),
223t–227t; very important work
activities (rated 4),
218t–222t

Work activity (WA) templates:
clerical/administrative services job
analysis, 153–157; clerical job
analysis, 123–128; entry-level job
analysis, 93–98; list and ratings of, 41;
production operations job analysis
template on, 107–113; professional
administrative job analysis, 171–175;
sales and sales management job
analysis, 137–143; senior
management/executive job analysis,
195–201; summary of important
ratings, 215–248t;
supervisory/first-line manager job
analysis, 181–185

Workplace characteristics: description
of, 25; organizational climate
component of, 55; organizational
culture component of, 53–55

Workplace Characteristics Profile
(WCP): administering the, 59;
description of, 56; fourteen
dimensions of the, 56–57;
interpreting the, 60–62, 251–254;
inventory and scales of, 57–59

Workplace Characteristics Profile
(WCP) template: how to use the,
249; interpreting the WCP, 255–258;
questionnaire for constructing WCP,
250–258; scoring the WCP, 255

Work Setting Characteristics Inventory,
56

Y

Young, M., 14

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om


