
JOB ANALYSIS FUNDAMENTALS: 
YOUR BLUEPRINT FOR SUCCESS

LESSON 2

Introduction: The Foundation of a Great Hire
Before you can find the right person for the job, you need to have a deep and detailed
understanding of the job itself. This is the purpose of job analysis. It is the systematic process of
gathering and analyzing information about a job to understand its duties, responsibilities, and the
skills required to perform it successfully. A thorough job analysis is the blueprint for your entire
hiring process, and it is the foundation of a great hire.

Module 3: Understanding Your Needs

It Prevents Hiring Mistakes: By clearly defining the requirements of the job, you can avoid
hiring someone who is not a good fit.

It Creates Clear Expectations: A job analysis ensures that both you and the candidate
have a clear understanding of what is expected in the role.

It Reduces Turnover: When employees have a clear understanding of their role and what is
expected of them, they are more likely to be satisfied and engaged in their work.

It Provides Legal Protection: A job analysis provides a clear, objective, and defensible
basis for your hiring decisions, which is crucial for protecting your organization from potential
legal challenges.

A well-executed job analysis provides a number of critical benefits:

Why Job Analysis Matters
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Job analysis doesn't have to be a complicated or time-consuming process. By following these
four simple steps, you can create a clear and accurate picture of any job in your organization.

A Step-by-Step Process for Effective Job Analysis

The first step is to look beyond the job title and understand what the person in this role actually
does all day. Ask yourself:

What are the main tasks and responsibilities of this job?

What problems does this person solve on a regular basis?

Who do they work with most closely?

What does success look like in this role?
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Step 1: Understand the Real Job (Not Just the Title)

Job Title: "Front Desk Agent"

The Real Job: "A guest experience coordinator who is responsible for creating a positive
first and last impression, solving guest problems, managing reservations, handling
complaints, and coordinating with housekeeping and other departments to ensure a
seamless guest experience."

Hotel Front Desk Example:



Role Essential Skills Nice-to-Have Skills

Hotel Manager

Proficiency with property management
software (e.g., Opera), strong financial
acumen (P&L statements, budgeting),
excellent written and verbal
communication skills.

Fluency in a second language,
experience with social media
marketing, advanced data analysis
skills.

Restaurant
Kitchen Staff

Food safety certification, proficient
knife skills, experience with various
cooking methods (e.g., grilling,
sautéing), ability to work in a fast-
paced environment.

Experience with inventory
management software, menu
development experience, pastry
skills.

Office
Administrator

Proficiency with Microsoft Office Suite
(Word, Excel, PowerPoint, Outlook),
excellent organizational skills, strong
attention to detail.
  

Experience with database
management, basic web design
skills, knowledge of accounting
software (e.g., QuickBooks).

Next, identify the specific technical skills required for the job. It's helpful to categorize these into
"essential" and "nice-to-have" skills.
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Step 2: Create a Technical Skills Inventory

Step 3: Conduct a Performance Skills Assessment

These are the "human skills" that are often more important than technical skills for long-term
success. They include:

Communication Skills: Can they explain things clearly and concisely? Are they an active
listener? Can they handle difficult conversations with professionalism and empathy?

Problem-Solving Abilities: Can they think on their feet and find creative solutions to
unexpected problems? Do they learn from their mistakes?

Teamwork Qualities: Do they support their colleagues? Do they share information openly
and honestly? Do they handle conflict in a constructive manner?



Instead of saying: "Must be a team player."

Say specifically: "Shares information and resources with colleagues to help them succeed,
proactively offers to help others when they are busy, and celebrates the success of the team
as a whole."

Instead of saying: "Good customer service skills."

Say specifically: "Greets every customer with a warm and genuine smile, listens patiently
to their concerns without interrupting, takes ownership of their problem, and follows up to
ensure their issue has been resolved to their satisfaction."

Shadow a Current Employee: Spend a day observing a top performer in the role to
understand their daily tasks, challenges, and interactions.

Interview Top Performers: Ask them what they believe are the most critical skills and
behaviors for success in the role.

Talk to Customers or Guests: Find out what they value most in their interactions with
employees in this role.

Review Performance Data: Analyze performance reviews, customer feedback, and other
data to identify the characteristics of your most successful employees.

To conduct a thorough job analysis, you need to gather information from a variety of sources.
Here are some effective methods:

Job Analysis Tools: Gathering the Information You Need

8
Module 3: Understanding Your Needs

Step 4: Write Behavioral Descriptions

The final and most important step is to translate these performance skills into specific, observable
behaviors. This is the key to writing effective behavioral interview questions.


