Job Specification — What is Job Specification? ®TITafRrydr - Srifafdrydr «ar 82

Job specification is another aspect of job analysis. It describes the type of employee required
(in terms of skill, experience, and special attitude, and test scores of various types) and
outlines the particular working conditions that are encountered on the job. It is essentially a
set of specification about people required on the job. The job specification (in the usual form)
includes a brief job summary designed to give the recruiter a feel of the job and to set the
stage for greater detail.

Job specifications translate the job description into terms of the human qualifications which
are required for the successful performance of the job. Job specifications serve as a guide in
hiring. They deal with such characteristics as are available in the application bank, with
testing, interviews and checking of references. Thus, it is the statement of the minimum
acceptable human qualities required for the proper performance of the job.
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According to Edwin B. Flippo, “A job specification is a statement of minimum acceptable
human qualities necessary to perform a job properly.”

According to Dale Yoder, “The job specification, as such a summary properly described is
thus, a specialized job description, emphasising personnel requirement and designed
especially to facilitate selection and placement.”

Gary Desslar has defined job specification as, “A list of job’s human requirements that is the
requisite education, skills, personality and so on.”
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Job Specification — Purpose/ mﬁﬁﬁm?n - 3%’52“&

i. Searching deserving candidate — Assists the HR department to find the right candidate for
the defined profile. It also helps the HR executives, who are not technically aware of the
exact requirement, to get the appropriate candidate. In addition, it helps the interviewer in
preparing the questionnaire to short-list the candidates.
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ii. Inducing the candidate to look into the offer — Requires that the job specification help the
candidate to decide his/her suitability for the stated job profile.
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iii. Establishing organizational competency — Involves setting up the core competencies of
the organization that can provide an edge to the organization over its competitors. The
identification of the organizational competency demands implementation of the competency
programs specific to organizations.
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iv. Recognizing candidates’ competency — Ensures the selection of the right candidate. Job
specification identifies the exact duties and competencies of various job positions, with which
skills and abilities of the employees are matched.
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v. Providing direction to candidate — Requires that the job specification gives brief
description to candidates so that they can determine if their experience and qualifications suit
to the job position.
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The characteristics of job specifications are:/ﬁﬂﬁﬁﬁﬁﬂﬁﬁ'ﬂmﬁ:

1. Physical Characteristics — It includes health, strength, endurance, age range, body size,
height, weight, vision, voice, foot coordination, colour discrimination and motor
coordination.
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2. Psychological Characteristics — It includes qualities like manual dexterity, mechanical
aptitude, judgement, analytical ability, resourcefulness, mental alertness and concentration.
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3. Personnel Characteristics — It includes the qualities like personal appearance, good and
pleasing manners, emotional stability, aggressiveness and submissiveness, extroversion or
introversion, leadership, cooperativeness, skill in dealing with others, unusual sensory
qualities of sight, etc.
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4. Responsibilities — It includes the qualities of supervision of others, responsibility for
production process and equipment, responsibility for the safety of others, responsibility for
preventing monetary loss.
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5. Demographic Characteristics — It includes features like age, sex, education, experience,
and language ability.
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Job Specification — Advantages and Disadvantages/ E'TI'CH%'&'E?IT B 3R RCRIGH
Advantages of Job Specification: e fafRrgar & Y

1. It is helpful in preliminary screening in the selection procedure.
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2. It helps in giving due justification to each job.
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3. It also helps in designing training and development programmes.
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4. It helps the supervisors for counselling and monitoring performance of employees.
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5. It helps in job evaluation.
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6. It helps the management to take decisions regarding promotion, transfers and giving extra
benefits to the employees.
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7. A job specification is useful for recruiting as it helps to specify job postings and website
recruiting material.
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8. The job specification is also useful for distribution in social media, for screening resumes,
and for interviewers.
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9. Job specification helps candidates analyze whether are eligible to apply for a particular job
vacancy or not.
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10. It helps in recruiting a team of an organization that understands what level of
qualifications, qualities and set of characteristics should be present in a candidate to make
him or her eligible for the job opening.
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Disadvantages of Job Specification:/ CICT| fafRryan & eI

Though it assists managers in decision making process but it has its own limitations.

1. The process may take very long and consume lots of human efforts. Since, it involves
collecting detailed information.
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2. Personal biases of job analyst can cause severe problems.
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3. The data collected may not be 100 percent genuine.
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Job Description: e} &1 faaur

A broad written statement of a specific job basically is known as a job description. It usually
includes roles, purpose, responsibilities, scope, and working conditions of a job along with
the job's title, and the designation of the person to whom the employee reports. In simpler
terms, a JD is a written narrative declaration that describes the general tasks, or related duties,
roles and responsibilities of a position. It may specify the hierarchy to whom the position
reports, parameters such as the qualifications or skills needed by the person in the job,
information about the kit, tools and work aids used, working conditions, physical and mental
health demands, and also a salary range. JD's are usually narrative, but some may cover a
simple list of proficiencies, for instance, strategic human capital planning channels may be
used to develop a competency architecture for an organization, through which JD's are built
as a shortlist of proficiencies.
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Job Description is important for the following reasons: Nt o1 faazor Fafafaa
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1. It gives a clear picture to the candidates about what their duties and responsibilities are for
that particular job.

2. A Job Description provides a consistent understanding across various departments of job
position roles and how they help the organization to bloom.

3. It helps employees to create specific goals and missions for job advancement.
4. It also helps create boundaries regarding employees’ roles and responsibilities.
5. A proper employee Job Description justifies an employee’s pay.

6. A well-crafted JD can be used to set measurable performance goals based on roles and
responsibilities in the job description, and then coach the employees to meet those goals
required.

7. Organizations can use their employees' job descriptions, along with the descriptions of
viable job promotions, as a source of incentives for employees to pursue classes, seminars
and other career development activities.

8. Job descriptions can be supportive in developing a standardized compensation program
with minimums and maximums for each position.




9. Employers can use the JD as a criterion for performance, and as a tool to encourage
employee performance to reach above and beyond the job description in respect to receive
recognition and rewards.

10. If required, organizations can use the job descriptions to embellish that an employee is
not adequately performing the job functions.
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