	
	 KEY TERMS


job analysis


The procedure for determining the duties and skill requirements of a job and the kind of person who should be hired for it.

job description


A list of a job's duties, responsibilities, reporting relationships, working conditions, and supervisory responsibilities – one product of a job analysis.

job specifications

A list of a job's "human requirements;" that is, the requisite education, skills, personality, and so on – another product of a job analysis.

organization chart

A chart that shows the organization-wide distribution of work, with titles of each position and interconnecting lines that show who reports to and communicates with whom.

process chart


A work flow chart that shows the flow of inputs to and outputs from a particular job.

diary/log


Daily listings made by workers of every activity in which they engage along with the time each activity takes.

position analysis

A questionnaire used to collect quantifiable data concerning the duties

.

job enlargement

Assigning workers additional same-level responsibilities, thus increasing the number of activities they perform.

