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Making

# Course Objective

» Understand job analysis and evaluation techniques

» Understand the stages involved in a job analysis and job evaluation
project

» Undertake and apply a variety of techniques to analyse and
evaluate specific jobs

» Apply the results of job evaluation to design and develop a pay and
grading structure

» Develop and apply different compensation systems to pay and
grading structures to reflect organisational culture

» Examine different ways to implement the above processes

m) Target Audience

» Human Resources managers and senior professionals, specialists,
team leaders, and business partners in the function who seek to
broaden their knowledge and improve their skills in the key
functions of HR as well as those who are responsible for evaluating
HR and its effectiveness in the organization. The course is also
suitable for those employees who are targeted for development or
promotion within the HR function.
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mp Course Outline

> DAY 1

» An Introduction to Job Analysis and Job Evaluation
» The corporate environment

» The HR role and line management responsibilities

» An introduction to job analysis

» An introduction to job evaluation

» The use of behavioural competencies

» The need for job analysis and evaluation

» The relationship with wider reward management planning
» Change Management

> DAY 2

» Job Analysis Techniques

» Definition of role and job analysis

» Compare various techniques to analyse specific jobs
» Examine different methodologies

» Designing appropriate job profile documentation
» Selecting benchmark jobs

» The role of the job analyst

» Collecting, recording and analysing information
» The job analysis interview

» Completing the job profile document
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> DAY 3

» Types of Scheme

» Definition of job evaluation

» Uses of job evaluation

» Examine different methodologies

» Analytical and non-analytical schemes
> Points rating

» Factor comparison

» Job ranking

» Internal benchmarking or job matching
» Job classification

» Assessing evaluation schemes

> DAY 4

» Implementation and Operational Considerations

» Explore the links between job analysis and job evaluation
» Design and operational guidelines

» Grade structure guidelines

» Implementation framework

» Options for implementation — full or staged

» Communicating the results

» Managing appeals for re-grading

» Job Analysis and Evaluation
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» DAY 5

» Employee Motivation

» Employee Motivation

» Equity Theory — Procedural and Distributive Justice

» Merit pay and incremental pay

» Pay progression

» Selecting and training analysts

» Putting in place arrangements for on-going maintenance
> Review of success criteria

» Personal planning
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> The Feature Of Asia Master Training And Development
Center

e we pick up the customer from the airport to the hotel.

e We give the participant training bag includes all the necessary tools
for the course.

e \Working within groups to achieve the best results.

e All our courses are confirmed and we do not postpone or cancel the
courses regardless of the number of participants in the course.

e We can assist you in booking hotels at discounted prices if you
wish to book through us.

o We offer the certificate from Asia Masters Center for Training and
Administrative Development.

=) The Cost Of The Training Program Includes The Following:

1) Scientific article on flash memory.

2) Training Room.

3) Training.

4) Coffee break.

5) The training bag includes all the tools for the course.
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Price (USD)

Communicate with the training department
to know the participation fees
» There are offers and discounts for groups

The details of the bank account
Bank name: CIMB Bank Berhad
Account name: Asia Masters Center SDN. BHD
Bank account number: 80-0733590-5
Swift code: CIBBMYKL
IBAN: Null
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