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Abstract 

Job and employee analysis is recognized as a key tool in human resource management. This research examines 

different methods of job analysis and their impact on organizational performance. Despite technological advances, 

many organizations still use traditional methods for job and employee analysis, which leads to inaccuracy and 

inefficiency in recruitment and human resource development processes. This article examines the challenges in 

this field. Inaccuracy in job analysis can lead to incorrect selection of employees and, as a result, reduced 

organizational productivity. This research examines the negative effects of inaccuracy in job analysis on 

organizational performance. The aim of this research is to design and implement Access-based software for job 

and employee analysis that can increase the accuracy and efficiency of these processes. This article examines new 

solutions in human resource management. The specific objectives of this research include identifying and 

analyzing job needs in organizations, which examine job needs assessment methods, providing algorithms for 

assessing job competencies, which deals with providing new algorithms for assessing competencies, and creating 

a comprehensive database for storing and managing job and employee information, which examines database 

management in human resources. 
 

Keywords: Analysis, Job, Employee, Human resource management, and Software. 
 

1. Introduction 

Job analysis is a systematic process of identifying and 

describing the tasks, responsibilities, and requirements 

of a job. This process helps organizations better 

understand job requirements and helps improve 

employee performance and job satisfaction. In today's 

world, with rapid changes in the workplace and the 

need to optimize human resources, job analysis is 

recognized as a key tool in human resource manage-

ment (Mehdizadeh, 2016; Zohari and Amirzadeh, 

2023). To facilitate this process, job and employee 

analysis software has been designed to help organiz-

ations systematically and accurately evaluate and score 

jobs and employees. Using advanced algorithms and 

specific criteria, this software accurately analyzes the 

tasks, responsibilities, and skills required for each job. 
 

Theoretical foundations and research background 

Job and employee analysis is recognized as a key tool 

in human resource management. This process helps 

identify and define the tasks, responsibilities, and 
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skills required for each job (Dessler, 2017). There are 

various theories in this field that examine the impor-

tance of job analysis in improving organizational 

efficiency. For example, organizational behavior 

theories show that accurate understanding of the job 

and the employee can lead to improved employee 

motivation and job satisfaction (Robinson and Judgi, 

2017; Yousif and Arbab, 2022). 
 

In recent years, numerous studies have been conducted 

in the field of job and employee analysis. These 

studies show that the use of modern tools, such as 

human resource management software, helps improve 

the job analysis process (Hosseini and Niknejad, 

2020). For example, studies that have examined the 

impact of using Access software in job analysis show 

that these tools can help improve the accuracy and 

speed of data collection and analysis (Mohammadi, 

2012). 

 

2. Methodology 

Job analysis 

Job analysis involves various steps that gather 

information through interviews, questionnaires, and 

observations. This information helps identify the key 

tasks and skills required for each job. 
 

Job Analysis Methods 

Interview: In this method, the interviewer talks to 

employees and managers to gain a better under-

standing of their duties and responsibilities. This 

method provides more in-depth information due to the 

direct interaction. Interviews can be structured (with 

specific questions) or unstructured (free-flowing 

conversation) (Casio, 2016). In structured interviews, 

the questions are predetermined and allow the 

interviewee to answer the questions in detail. In 

contrast, unstructured interviews allow the interviewer 

to ask new questions and go into more detail during 

the conversation. 
 

Questionnaire: Using standardized questionnaires 

helps in data collection. This method can collect a lot 

of information quickly, but it may compromise the 

depth of the information. Questionnaires usually 

include closed (with specified options) and open-

ended (allowing employees to express their opinions) 

questions (Gatewood & Field, 2001). This method is 

especially useful in large organizations with a large 

number of employees. 
 

Observation: Direct observation of employees 

performing their tasks can help to better understand 

processes and challenges. This method is especially 

useful in jobs that require practical skills (McCormick, 

1979). Observation can be done indirectly (by obser-

ving activities without interfering) or directly (by 

interfering in the process). For example, (Dubois and 

Rothwell, 2013) in their book "Job Analysis: A 

Strategic Approach" point out the importance of this 

process in improving the efficiency of organizations. 

They emphasize that job analysis can help identify 

training and career development needs. The process 

can also help identify strengths and weaknesses in 

employee performance. 
 

Employee Analysis 

The employee plays an important role in this process. 

He or she can help identify the strengths and 

weaknesses of the job by providing feedback and 

experiences. This interaction can lead to improved 

working conditions and increased job satisfaction. 
 

Role of employee 

Employees can help improve the job analysis process 

by providing their opinions and experiences. This 

participation increases accuracy and results. For 

example, if employees feel that their opinions are 

taken into account in the job analysis process, they are 

more likely to participate in future processes (Tett & 

Jackson, 1991). This partnership can lead to the identi-

fication of new skills needed as well as improved work 

processes. (Branic and Levine, 2002) in the article 

"Personnel Psychology" point out that employee 

participation in the job analysis process can help 

identify real needs and existing challenges. This 

participation can lead to the identification of new skills 

needed as well as improvements to work processes. 

Also, practitioners can help identify problems in 

processes and provide appropriate solutions. 
 

Benefits and challenges 

Job analysis has many benefits, including 

Benefits 

Improved efficiency: By identifying key tasks, 

organizations can optimize processes and increase 
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efficiency. This means reducing the time and costs 

associated with completing tasks (Casio, 2016). For 

example, by identifying unnecessary tasks, organiz-

ations can best allocate their resources. Increased job 

satisfaction: By better understanding the needs of 

employees, working conditions can be improved and 

job satisfaction can be increased. Employees will be 

more successful in their jobs when they feel that their 

tasks are aligned with their skills and interests 

(Dessler, 2017). This can lead to reduced stress and 

increased job motivation. Reduce attrition rates: By 

creating suitable jobs that match skills, the likelihood 

of people leaving the job is reduced. This means 

reduced costs associated with hiring and training new 

employees. Also, by creating a positive work 

environment, organizations can help retain their talent 

(Schmidt and Chan, 1998). 
 

Challenges 

Employee resistance: Some employees may resist 

change, which can make the job analysis process 

difficult. To overcome this challenge, organizations 

need to clarify the goals and benefits of job analysis 

(Casio, 2016). Also, holding training sessions and 

workshops can help reduce this resistance.  Need for 

adequate resources: Conducting a job analysis requires 

time and financial resources. Organizations must plan 

carefully to make the best use of these resources. Also, 

it may be necessary to hire consultants or experts in 

this field (Gatewood and Field, 2001). This can lead to 

increased costs and time required to conduct a job 

analysis. 
 

Job and employee analysis software 

Job and employee analysis software is a tool that helps 

organizations systematically and accurately evaluate 

and score jobs and employees. Using advanced algo-

rithms and specific criteria, this software accurately 

analyzes the tasks, responsibilities, and skills required 

for each job. 
 

Features 

Job Scoring: The software allows users to rate jobs 

based on specific criteria. This scoring can include 

factors such as task complexity, the need for specific 

skills, and the job's impact on organizational 

performance. For example, numerical scales can be 

used to score each of these factors. Employee Ana-

lysis: Using this software, employees can be evaluated 

based on their skills, experiences, and performance. 

This evaluation can help identify employees' strengths 

and weaknesses. For example, the software can use the 

collected data to classify employees into different 

categories, such as "high-performing employees" and 

"employees in need of training." 

Reporting: The software has the ability to generate 

comprehensive and analytical reports that can help 

managers make strategic decisions. These reports can 

include statistical analyses and visual charts. For 

example, managers can use these reports to view 

employee performance trends and make better deci-

sions about hiring and training. 

Customization: Users can customize scoring and 

analysis metrics based on their organization’s specific 

needs. This allows organizations to tailor the software 

to their organizational culture and specific needs. 
 

Advantages 

High accuracy: Using software helps increase the 

accuracy of job and employee analysis and prevents 

human errors. For example, by using advanced algo-

rithms, the software can automatically analyze data 

and provide accurate results. 

Save time: By automating the analysis process, the 

time required to evaluate jobs and employees is 

significantly reduced. This allows managers to devote 

more time to strategic decision-making. 

Decision support: Reports generated by the software 

can help managers make better and more strategic 

decisions. For example, by analyzing data, managers 

can identify employee training needs and design 

appropriate training programs. 

Improved communication: Software can help improve 

communication between employees and managers. By 

providing a common platform for assessment and 

feedback, employees can easily share their opinions 

and experiences with managers. 
 

How to use 

User Training: To effectively use the software, 

organizations should pay attention to user training. 

This training can include workshops and briefing 

sessions. 

Data collection: Users must collect data about jobs and 

employees and enter it into the software. This data can 
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include information about the employees' duties, 

skills, and experiences. 

Analysis and Reporting: After entering data, users can 

use the software's analytical capabilities and generate 

the required reports. In this section, we will introduce 

and teach software designed for job and employee 

analysis. As an efficient tool, this software helps you 

gain a deeper understanding of job characteristics and 

requirements. 

To get the most out of this software, it is essential to 

familiarize yourself with the tables and data on which 

its algorithms are based. These tables contain key 

information and metrics that help analyze jobs and 

employees more accurately and effectively. Below, we 

will examine these tables in detail and provide the 

necessary explanations. Our goal is for you to become 

familiar with how the software works and to be able to 

use it in the best possible way. By understanding this 

tool more deeply, you can achieve better results from 

job and employee analysis and make better decisions 

in the field of human resource management. 

 

3. Results and Discussion 

Introducing tables designed for job analysis 

Table 1: Qualifications table. 
 

 
 

This table is designed and organized based on the Katz 

table. The main goal of this design is to provide an 

efficient tool for better understanding the compe-

tencies required in each job position and the type of 

work they do. In this table, by making necessary 

changes and additions, an attempt has been made to 

present the information in a clear and understandable 

manner. These changes help the software perform a 

more accurate analysis in identifying job levels, 

determining the strategic level, and assessing the level 

of skills required for each position. 
 

In particular, the table allows users to identify key 

competencies and essential skills for each job. Using 

this information, they can make better decisions in the 

areas of hiring, training, and human resource 

development. Ultimately, our goal is to help improve 

job processes and enhance the quality of the workforce 

by providing this table, enabling organizations to 

respond more effectively to their job needs. 
 

Post level 

Excellent posts: These positions play a key role in the 

policy and direction of organizations. Individuals in 

these positions are responsible for explaining and 

formulating the overall policies of the organization 

and must have high management skills to be able to 

make effective decisions and design appropriate 

strategies for the organization. 

Middle posts: These positions perform control tasks 

over them and become the backbone of organizations. 

People in these positions must have the same technical 

and managerial skills, usually in order to be able to 

contribute to organizational processes. 

Operational posts: These positions are responsible for 

producing products and delivering services in 

organizations and play a vital role in achieving 

operational goals. Individuals in these positions must 

have high technical skills to be able to effectively 

participate in the production and service delivery 

processes. 
 

Strategic level of the post 

The strategic nature of a position depends on the 

amount of resources that the organization provides to 

the individual. These resources are known as key 

factors in determining the importance and impact of 

each position in achieving organizational goals. 

Organizations generally have four main types of 

resources: 

• Human resources: These resources include the 

workforce, expertise, skills, and experiences of 
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employees. Human capabilities are considered 

one of the most important factors in the success 

of organizations and have a direct impact on the 

quality of performance and productivity. 

• Financial resources: These resources include 

budgets, investments, and financial resources 

allocated to carry out activities and projects. 

Proper management of financial resources helps 

organizations achieve their goals and be more 

resilient to economic challenges. 

• Material resources: These resources include 

equipment, tools, raw materials, and physical 

infrastructure needed to produce and provide 

services. Access to appropriate material resou-

rces can lead to improved quality of products and 

services and increased customer satisfaction. 

• Information resources: These resources include 

data, information, and knowledge needed for 

decision-making and planning. Accurate and up-

to-date information helps organizations conduct 

better analysis and implement more effective 

strategies. 
 

The strategic level and coefficient of a position are 

determined based on the level of these resources in the 

organization. These strategic levels are divided into six 

categories: 

• Simple strategic level: With a coefficient score 

of 0, it indicates positions that have little impact 

on the organization's goals and have limited 

resources. 

• Strategically Essential Level: With a coefficient 

score of 0.1 (10 percent), it refers to positions 

that play an important role in the organization's 

processes, but still require more resources. 

• Pivotal Strategic Level: With a coefficient score 

of 0.25 (25 percent), these positions are 

recognized as key points in the organization and 

have a significant impact on overall perfor-

mance. 

• Key Strategic Level: With a coefficient score of 

0.5 (50 percent), these positions play a vital role 

in achieving the organization's strategic goals 

and have access to significant resources. 

• Vital Strategically Level: With a coefficient 

score of 0.75 (75 percent), these positions are 

recognized as key factors in the organization's 

success and have a large amount of resources at 

their disposal. 

• Vital Special Strategic Level: With a coefficient 

score of 1 (100 percent), these positions have the 

highest strategic level and have access to 

extensive resources that allow them to make 

significant impacts on the organization. 
 

These levels help organizations assess the importance 

and impact of each position in achieving their strategic 

goals and make better decisions about resource allo-

cation and human resource management. By accur-

ately understanding strategic levels, organizations can 

optimize their structure and increase efficiency and 

effectiveness in their operations. 
 

Technical skill level 

The level of technical skill for a position should be 

accurately and comprehensively determined in terms 

of knowledge, skills, and experience. This assessment 

helps the organization determine what level of 

technical skill the applicant must have to fill the 

position and whether they have the necessary abilities 

to perform the assigned duties. 
 

Human skills 

Effective communication is a key skill in any 

organization. Individuals must have the ability to 

communicate with all levels of the organization, 

including lower-level employees and senior managers.  
 

This skill includes the ability to listen actively, express 

ideas clearly and effectively, and build positive 

relationships with others. Also, mastering teamwork 

and the ability to motivate employees are other 

essential skills in this field. Creating a positive 

communication environment can help increase colla-

boration and productivity in teams. 
 

Level of managerial skill of the post 

The level of management skills required for each 

position depends on the rank and strategic level of that 

position. In order for an individual to be able to 

effectively hold this position, it is necessary to have 

different levels of management skills. These skills help 

the individual to function well in complex and 

changing organizational environments and achieve the 

organization's goals. 
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Table 2: Table of how to calculate post points. 
 

 
 

According to the explanations given above, the impor-

tance of resources in an organization is higher than its 

tasks. For this reason, the amount of resources made 

available to employees is given a score for each 

position. This score is determined in detail as follows: 

No resources available. 

• Very small amount of resources is available. 

• A small amount of resources is available. 

• A moderate amount of resources is available. 

• A large amount of resources is available to 

employees. 

• A very large amount of resources is available. 

 

Calculation of resource points 

This score is calculated based on the table below and 

is added to the score of the post's tasks, and finally, the 

final score of the post is obtained. 
 

Importance of resource points 

This score not only determines the position in the 

competency table, but also helps identify the strategic 

level and rank of the position in the organization. 

Based on the score obtained, it can be determined what 

rank and strategic level this position has in the 

organization. 
  

Table 3: Employee Points Determination Table. 
 

 
 

This table is designed based on the KSA table. The 

purpose of this table is to determine the level of 

competency and analyze the employee based on three 

main areas including knowledge, skills and expe-

rience. For this purpose, according to table number 

two in which the points of the posts are determined 

from 350 to 3600, the maximum score for an emp-

loyee is 3600. In order to align the level of the job and 

the employee, we consider 1200 points for each level 

of knowledge, skill, and experience. This approach 
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helps us to achieve a single point in job and employee 

analysis and, as a result, select and appoint the right 

position for the right person. This process will help 

increase the efficiency and productivity of the organiz-

ation in achieving its goals. 
 

How to determine knowledge level score 

In this section, individuals' educational qualifications 

are considered as a criterion for measuring their 

scientific knowledge. Separately, a diploma is con-

sidered 200 points, an associate's degree 400 points, a 

bachelor's degree 600 points, a master's degree 800 

points, a doctorate 1000 points, and a specialized 

doctorate 1200 points. Also, a score below a diploma 

is zero. By specifying the educational qualifications of 

individuals, their knowledge score level is clearly 

determined. 
 

How to determine skill level points 

In this section, the training hours of employees who 

have participated in general, basic and specialized 

courses are considered as a criterion for assessing 

skills. The training hours spent in each course are 

considered as points. The maximum number of points 

per course is 400, which can be changed at the 

discretion of the evaluation team. But in general, the 

skill score ceiling is 1200. In addition, to measure 

skills, a skill assessment test at three levels: general, 

basic, and specialized can be taken from the employee 

during a personality analysis session, and the score 

obtained is used as the criterion for skill scores. 
 

How to determine experience level points 

In this section, work experience is considered as a 

criterion for scoring. In this way, 40 points are 

considered for each year of work experience and 30 

years of work experience will be equivalent to 1200 

points. This method helps us to accurately determine 

the experience level score. It should be noted that, 

given the working conditions and the organization's 

need for better productivity from experienced and 

capable employees at higher levels, one educational 

level can be reduced and added to the educational 

level for every 5 to 10 years of work experience. This 

action allows us to use them in more important and 

sensitive jobs in the final analysis, given the 

experience and high skill level of the individuals. In 

addition, people who are going to work in positions 

that have significant human resources under their 

control must, in addition to obtaining appropriate 

scores in knowledge, skill, and experience levels, 

obtain a minimum score of more than 50% in 

personality analysis tests in terms of perception and 

psychology. Earning as many points as possible, close 

to 100%, will enable them to be employed in higher, 

more important, and more sensitive positions. Other-

wise, even with high points in knowledge, skill, and 

experience, they will not have the ability to obtain 

these positions. 
 

Introduction to and working with job analysis and 

analytics software 

Based on the material presented in the book up to this 

point, I hope you have gained the necessary familiarity 

with job and employee analysis. To ensure that this 

material does not remain merely theoretical, I have 

designed software that allows you to perform job 

analysis in a practical and applicable manner. This 

software has a variety of capabilities for job and 

employee analysis. By entering the requested infor-

mation in the job analysis section, the software 

automatically performs the six stages of analysis. At 

the end of this process, a job handbook is generated in 

the form of a PDF file that can be used as a useful 

resource for personnel. In addition, the software 

provides a list of the organization's jobs with infor-

mation such as job ratings, ranks, and strategic levels 

of the positions. This information helps managers have 

an overview of the organization's job structure and act 

effectively in human resources management decisions, 

especially in the field of hiring and promotion. In the 

second part of the software, which is related to 

employee analysis, by entering the points related to 

knowledge, skills, experience and employee person-

ality analysis points, the software provides a compre-

hensive analysis of the employee's situation. This 

analysis determines in which positions, at what 

strategic level and with what points the employee 

should be employed in order to bring greater 

efficiency and productivity to the organization. 
 

The software also provides the user with an employee 

analysis letter to be submitted to the organization with 

the analyst's signature. This letter can be used as a 

valid document in management processes and emp-

loyee performance evaluation. Ultimately, this soft-
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ware, as an efficient tool, can help improve human 

resources processes and enhance the quality of 

decision-making in the organization, leading to the 

creation of an effective and dynamic work environ-

ment. 
 

4. Conclusion 

In this study, it was found that job analysis directly 

affects job satisfaction and employee performance. 

Also, the use of modern software in this process can 

increase the accuracy and speed of analysis. These 

results can help human resource managers improve 

recruitment and training processes and, as a result, 

increase organizational productivity. Job and emp-

loyee analysis is a key tool in human resource 

management that can help improve performance and 

job satisfaction. Given the benefits and challenges of 

this process, organizations should carefully plan and 

leverage employee participation. Ultimately, job ana-

lysis can lead to a positive and efficient work environ-

ment. Given the rapid changes in the world of work, 

organizations must continually update job analysis 

processes to adapt to new needs. 
 

Job and employee analysis software, as an efficient 

tool, can help organizations improve human resource 

management processes and increase efficiency. By 

using this software, organizations can more accurately 

identify their job and employee needs and improve the 

overall performance of the organization. It is sug-

gested that organizations turn to using human resource 

management software to improve the job analysis 

process. Also, training managers on job analysis could 

be beneficial. Future research could examine the long-

term effects of using technology in job analysis, as 

well as cultural influences on the process. 
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