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Designed as a specialized, practical reference for human resources professionals and students, this book fully
explains both how to prepare and how to use job descriptions. The author breaks new ground by identifying a
more extensive array of uses for job descriptions than in previous works on the subject--132 major
management uses are discussed. Particular attention is given to gathering data for job descriptions and
developing task/responsibility categories as an aid to understanding the design of work. Sample job
descriptions are included to illustrate points made in the text. The author demonstrates the numerous waysin
which job descriptions can help management make better decisions in each of the core areas of human
resource management--job design, reward system design, employee staffing, employee training, and
performance control. In addition, Grant addresses in detail the many typical problems organizations have
with job description preparation and use, offering awealth of suggestions for avoiding these common
pitfalls.

Finally, the book shows that the design of jobs can be accurately depicted by job descriptionsif attentionis
given to key unconventional types of information such as task times and priorities, non-work and semi-work
activity, and unplanned work. An especialy valuable feature is the Appendix section which contains model
forms and questionnaires, log sheets, lists of objectives, rules, regulations, policies, and more. Indispensable
for personnel administrators and specialists, this book is also a unique and useful management tool for
department and division heads throughout the organization.
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From reader reviews:
Ella Butler:

With other case, little men and women like to read book Multiple Use Job Descriptions: A Guide to
Analysis, Preparation, and Applications for Human Resources Managers. Y ou can choose the best book if
you want reading a book. Provided that we know about how is important some sort of book Multiple Use Job
Descriptions: A Guide to Analysis, Preparation, and Applications for Human Resources Managers. Y ou can
add expertise and of course you can around the world by just a book. Absolutely right, ssimply because from
book you can know everything! From your country until foreign or abroad you can be known. About ssimple
thing until wonderful thing you could know that. In this era, we could open abook or searching by internet
product. It is called e-book. Y ou may use it when you feel bored stiff to go to the library. Let's read.

James Goodman:

Nowadays reading books become more than want or need but also be alife style. This reading behavior give
you lot of advantages. Associate programs you got of course the knowledge the rest of the information inside
the book that will improve your knowledge and information. The information you get based on what kind of
guide you read, if you want drive more knowledge just go with knowledge books but if you want truly feel
happy read one using theme for entertaining such as comic or novel. The particular Multiple Use Job
Descriptions: A Guide to Analysis, Preparation, and Applications for Human Resources Managers is kind of
publication which is giving the reader unpredictable experience.

Phyllis Greenfield:

Do you have something that you like such as book? The book lovers usually prefer to decide on book like
comic, short story and the biggest the first is novel. Now, why not hoping Multiple Use Job Descriptions: A
Guideto Analysis, Preparation, and Applications for Human Resources Managers that give your
entertainment preference will be satisfied through reading this book. Reading addiction all over the world
can be said as the method for people to know world much better then how they react toward the world. It
can't be mentioned constantly that reading habit only for the geeky man but for al of you who wantsto
possibly be success person. So , for every you who want to start reading as your good habit, you could pick
Multiple Use Job Descriptions: A Guide to Analysis, Preparation, and Applications for Human Resources
Managers become your starter.

Judith Smith:

In this period of time globalization it isimportant to someone to receive information. The information will
make a professional understand the condition of the world. The condition of the world makes the information
easier to share. You can find alot of referrals to get information example: internet, newspaper, book, and
soon. You will see that now, alot of publisher that print many kinds of book. The particular book that
recommended for you is Multiple Use Job Descriptions. A Guide to Analysis, Preparation, and Applications



for Human Resources Managers this publication consist alot of the information on the condition of this
world now. This particular book was represented how does the world has grown up. The words styles that
writer use for explain it is easy to understand. The actual writer made some study when he makes this book.
Honestly, that is why this book suited all of you.
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