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O

ZI27|= XM (Job description)

» [dentification of the tasks, duties, and responsibilities of a job

O AEEHM A (ob specification)
» The knowledge, skills, and abilities (KSAs) an individual needs
to perform a job satisfactorily.

<Fal Ato]E>
http://www.onetcenter.org/
http://www.ncs.or.kr/

http://www.work.go.kr

O Job Description Components
» [dentification: Job title, Reporting relationships, Department,
Location, Date of analysis
m General Summary: Describes the job's distinguishing
responsibilities and components
® Essential Functions and Duties: Lists major tasks, duties and
responsibilities
® Job Specifications: (1)Knowledge, skills, and abilities, (2)Education
and experience, (3)Physical requirements and/or working conditions.
® Disclaimer: Of implied contract
» Signature of approvals
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Identification Section:

Position Title: Human Resource Manager

Department: Human Resources EEOQC Clazs: O/ M
Reports to: President FL5A Status: Exempt

General Summary: Directs HR actaities of the firm o ensure complhance with laws and policies, and as-
sists President with overall HR planning
Essential Job Functions:
1. Manages compensation and benefits programs for all employees, resolves compensation and benefits
questons from employees, and negotiates with benefics carmiens ( 200)
2. Ensures comphiance with both invernal policies and applicable state and federal regulations and laws,
including EEQ, O5HA, and FLSA { 20%)
3, Identifies HR planning issues and suggested approaches to Presadent and other senior managers (15%)
4, Assists managers and supervisors to create, plan, and conduct training and vanous development pro-
grams for new and existing employees (15%)
5, Recruits candidares for employment over telephone and in person. Internvisws and selects internal and
external candidates for open positions [ 10%)
6. Reviews and updates job descriptions, assisted by depatment supervisors, and coordinates performance
appraisal process 1o ensure nmely reviews are complered for all employees (10%)
7. Administers vanous HR podicies and procedunes and helps managers resohee employee performance and
policy issues { 10%)
8. Performs other duties as necded and directed by President
Hnmlﬂldgt, Skills, and Abilities:
Knowledge of HR policies, HR practices, and HR-related laws and regulations
Knowledge of company produeces and senvices and policres and procedures
Enowdedge of management principles and practices
Skill in operating equipment, such as personal computer, software, and IT systems
Skl i oral and written communicaron
Ability to communicate with employees and vanous business contacts in a professional and courteous
anner
Ability to crganize multiple work assignments and establish prionties
Ability to' negotiate with others and resolve conflicts, particularly in sensitive situations
Ability to pay close attention to detail and to ensure accuracy of reports and data
Ability to make sound decisions using available information while maintaining confidentialiny
Ability te create a team emaranment and sustain employee commitment

Educatien and Expenence: Bachelor’s degree in HR management or equivalent, plus 3-5 years” expenence

Physical Requirements: pﬂﬂl‘lﬂﬁl of Waork Time Spent on Activity
e-2 4% 25%-49% 50%-74% | 75%-100%

Seeing: Must be able to read computer screen X

and yvarious repors

Hearing: Must be able to hear well enough x

to communicate with employees and others

Standingwalking X

Climbingstooping kneeling X

Lifting pulling/pushing __ X

Fnyrmg,.-'gwp.wg.-'ﬁdmg, Must be able to x

write, [ype, and use phane system

Working Conditions: Cood working conditiens with the absence of disagrecable cenditions

Migde: Tha ititeenndy haren brg dttcinded 2o i the Soneral radug and il of werk peformed by amgdopein, bul arw et & comglies bk of nrpon.
wblatiey, dutioi, and ikl srquined of phriancel wa clinaified. Furtheemicors, they da not sitablnh a coniract for ergloyment and i wbiect 6o changn af
el gsrwiian o the oevpdoser

=A&]. Mathis, R. L., & Jackson, J. H. (2008). Human resource management (12th ed.).
Mason, OH: Thomson South-Western. p. 188.
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O ZlE+=32tjob rotation)
m One technique that can break the monotony of a simple,
routine job is job rotation, which is the process of shifting a
person from job to job. Some argue that the disadvantage is that
the job is still boring and the advantage is that employees learn
to do several different jobs.

O ZI2=H}(jon enlargement)
= Job enlargement involves broadening the scope of a job by
expanding the number of different tasks to be performed.

O 22 =Al5t(job enrichment)
m  Job enrichment involves increasing the depth of a job by
adding employee responsibility for planning, organizing, controlling,
and evaluating the job.
ISR

O The job characteristics model developed by Hackman and
Oldhamidentifiesfiveimportantdesigncharacteristicsofjobs

1 Skill Variety — The extent to which the work requires several different activities for
successful completion indicates its skill variety..

2. Task Identity - The extent to which the job includes a “whole” identifiable unit of
work that is carried out from start to finish and results in a visible outcome is task
identity. -

3. Task Significance — The impact the job has on other people indicates its task
significance. -

4. Autonomy - The extent to which an individual has freedom and discretion in the
work and its scheduling indicates autonomy. -

5. Feedback - The amount of information received about how well or how poorly one
has performed is feedback. -
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