
METHODS FOR COLLECTING JOB ANALYSIS INFORMATION

The methods of collecting job-related data are observational method, (ii) interviews, (iii) when the observation method is
used along with other method(s ) of job analysis. Usually, a structured interview form is used to record the information.

The analyst observes the incumbent as he performs his work and questions him to get the required data. When
a checklist has been prepared for a job, it is sent to the job holder. Group Interview Method: It is done like the
individual interview method but more people are interviewed simultaneously. For example, bus crew do not
carry passengers, but they drive vehicle and collect fare. Though a good method of data collection, this
method lacks accuracy because the actual job holders are not involved in collecting information. The problems
that may crop up while conducting job analysis are: 1. Some of the important job analysis methods are given
below: 1. This method is same the critical incident technique. And to avoid errors, it is always good to
interview more than one individual to get a pool of responses. These video tapes are used to assess the job.
Preparation of a checklist is a challenging job. It consists of job elements that describe generic human work
behaviors. Interviews are time consuming and training is needed. A brief description of each method is in
order. Observation In this method, the job analyst carefully observes the job holder at work and records what
he or she does, how he or she does, and how much time is needed for completion of a given task. The
questionnaires method has its own advantages and limitations. Disadvantages of Questionnaires: i. Finally, all
the job holders participate in the method unlike in an interview where one or two workers only would
participate. Rigid questionnaires tend to be less effective where the more affective aspects of work are
concerned. SMEs conduct brainstorming sessions to identify job elements. However, it seems one of the
easiest methods to analyze a specific job but truth is that it is the most difficult one. Different people think
different and interpret the findings in different ways. Also, this technique is amenable to tabulation and
recording on electronic data-processing equipment. On the flip side, it may be told that the method is time
consuming and inapplicable to jobs which involve high proportions of unobservable mental activities and
those which do not have complete and easily observable job cycles. There is no way to know if the respondent
has really thought the question through before answering. But there are occasions where these narrative
approaches are not appropriate. The limitation is that every person has his own way of observing things. The
method that was historically linked to the concept of job analysis was observation supplemented by the
interview. No wonder, the diary method is not used much in practice. Nonetheless, the effectiveness of the
interview method will depend on the ability of both interviewer and respondent in asking questions and
responding them respectively. Others may be influenced to participate based on the subject of the
questionnaire. Hence, this method is, best suited to clerical workers. These documents are available for
organizations applied to ISO standard. Relying on one source and method of data collection. The best results
can be obtained by a combination of these methods. It creates an atmosphere for the interviewees to open up
their minds and give information, share ideas, opinions, positive and negative aspects of the job. When using
questionnaires, there is a chance that some questions will be ignored.


