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Introduction

Whether you are a Head Start or Early Head Start Director, Services
Manager, Human Resources Manager, or mid-management supervisor, you
probably have no more important role in your organization than that of writing
concise, clear, and accurate job descriptions. Few tasks generate tools as useful
and important as well-written, comprehensive job descriptions. Yet even the
most experienced supervisors often find the process of writing job descriptions,
and the companion task of job analysis, both time-consuming and tedious.

Intimidating though it may be, conducting thorough job analyses and
writing effective job descriptions are skills that anyone can learn with a little
effort, and they are also tasks that can be less complicated when shared. In this
guide, we will not only explore the basic steps to the practice, but we'll try to de-
mystify the entire process as well.
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What Are Important Terms to Understand?

On the surface, it may seem obvious what we mean when we use words such as job,
position, duties, tasks, and responsibilities, but if we asked several people what each of
these words mean, we could easily get a variety of responses. In a study of job analysis and
job descriptions, we would readily learn that such terms have specific and distinctly different
meanings, and that many also share a specific relationship to the others. Let’s start by looking
at the definitions the experts assign to these terms, all of which are relevant to the discussion
of job analysis and job descriptions.

¢ Alobis aset of activities performed by one person or multiple people. For example,
personnel management and teaching are jobs.

¢ APosition is a job held by a person, such as Human Resources Manager or Teacher.

¢ Responsibilities are major areas of accountability and make up the primary or
essential functions of a job. For instance, the Human Resources Manager has the
responsibility to recruit candidates to fill organizational positions.

¢ Duties are activities and functions that
a person performs to meet the job’s
responsibilities (i.e., the job’s essential
functions). The Human Resources manager
performs the duty of recruiting and
interviewing potential employees as part
of the responsibility of filling organizational
positions.

¢ Tasks are specific functions performed to
accomplish larger duties and responsibilities.
For example, the Human Resource Manager
performs the tasks of advertising job
vacancies and compiling job simulations as
part of the duty of recruiting and interviewing potential employees, which is part of
the responsibility of filling organizational positions.
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