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Module Two: Defining and Knowing the Position 

Before you can hire a new employee, you have to know what you are 

hiring them for. You must first know what the position calls for and 

what type of person the job will need. During interviews, you will 

need to be able to define and describe the position to the potential 

employee so that they are not surprised or left in the dark. Being 

prepared yourself can help prepare the employee else. 

 

 

 

 

 

 

Know the Position 

When preparing to hire a new employee, your first step should be to know what 

position you intend to hire them for. After all, you can’t buy new tires if you don’t 

know the model of the car, or what size you’ll need! One way is to learn what type of 

person worked in the position prior to it becoming available and research their 

performance. They can be the key to determining what kind of person you will need 

to find next. If the position is newly created, speak with department managers and 

draw from them the type of person needed. This research will offer a better idea of what the job entails 

and what skill sets will be needed, which can help you form a more accurate job description to share 

with potential candidates. 

 

Points to determine: 

• What does this position require? 

• What kind of skills will be needed? 

• How did the previous employee handle the position? 

• Is this a new position? 

 

If a job is worth doing, it is worth doing well.

       

   Proverb 
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Estimated Time  10 minutes 

Topic Objective Knowing what is required in an open position 

Topic Summary 

Know the Position 

Review ways to research and learn what is required of a new position before 

finding a new hire for it. 

Materials Required Worksheet 1-Knowing My Position 

Planning Checklist None 

Recommended Activity 
Complete the worksheet individually. Share your answers with the rest of the 

class. 

Stories to Share Share any personal relevant stories. 

Delivery Tips Encourage everyone to participate. 

Review Questions Why is it important to know the position you are hiring for? 

 

Needs Analysis 

Hiring a new employee can be a great asset to the company – if they are needed. 

When you have a new position to fill, it is a good opportunity to review your 

company’s organizational needs and determine whether there are any gaps or 

‘overfilled’ areas. Determine if you will need one person to fill the job, or maybe 

you will need multiple people to fill the roles. Are other areas affected by the 

change? If so, how?  

When looking at the position, and its surroundings, what kind of needs does this job fulfill for the 

organization? What key responsibilities need to be included when creating the job description for this 

position? You want a candidate that will help the organization succeed and thrive. Determine if your 

current staff is meeting these needs and responsibilities, and if not, how can those gaps be filled? The 

position may be able to be filled by altering a role already established within the company, if not, you’ll 

need to proceed with creating a job description to post for outside job seekers. 

 

Estimated Time  10 minutes 

Topic Objective Determining the needs of an open position 
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Topic Summary 
Needs Analysis 

Review what needs are required of the position you are hiring for. 

Materials Required Worksheet 2-My Needs Analysis 

Planning Checklist None 

Recommended Activity 
Complete the worksheet individually. Share your answers with the rest of the 

class. 

Stories to Share Share any personal relevant stories. 

Delivery Tips Encourage everyone to participate. 

Review Questions Why is it important to know the needs required in an open position? 

 

Job Analysis 

A job analysis is a process used by managers and recruiters to collect information 

about the job, including the required duties, skills, and responsibilities. Many of these 

details are key aspects of a job description. Start with the job title, since this is the 

‘headliner’ for the job; it can give the applicant an idea of what it may or may not 

include. Titles such as “Customer Service Representative” or “Business Accountant” 

hint as to what the job entails, while still leaving room for additional job titles or 

duties. 

The important thing to remember is that a job analysis focuses on the job itself. The job analysis is 

intended to help the hiring personnel determine a position’s ‘readiness’ to be filled, and what exactly is 

needed to accomplish that. 

Common tasks of a job analysis: 

• Reviewing necessary job responsibility 

• Determining the required duties and tasks of the position 

• Researching similar job postings in and outside the company 

• Deciding how to market the position effectively 

 

Estimated Time  10 minutes 
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Topic Objective Knowing what the job means and requires 

Topic Summary 

Job Analysis 

Review the responsibilities of the open position and how it affects the 

company. 

Materials Required Worksheet 3-My Job Analysis 

Planning Checklist None 

Recommended Activity 
Complete the worksheet individually. Share your answers with the rest of the 

class. 

Stories to Share Share any personal relevant stories. 

Delivery Tips Encourage everyone to participate. 

Review Questions 
Why is it important to complete a job analysis before hiring a new 

employee? 

 

Task Analysis 

After the job analysis is complete, many tasks and duties are defined and can 

further be analyzed for the perfect employee candidate. A task analysis is similar to 

a job analysis, but this process breaks down how a task is completed and what 

materials are necessary to do it. This can include basic task activities, such as 

processes and materials, and expand all the way to determining task length, 

difficulty, energy or other unique characteristics of the position. Once the task 

analysis is gathered, the information can be helpful during the development of personnel criteria and 

employee training.  

Most of the time, the best way to complete a task analysis is to work with the employee in that position 

and their surrounding peers to observe their actions and what procedures they follow. These people are 

your best source of information on what is, or isn’t, performed on the job. However, if this person is not 

available, or the position has been created recently, then research with outside companies or agencies 

with similar positions will be a better resource. 

 

Estimated Time  10 minutes 

Topic Objective Knowing what tasks are required and defined. 
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Topic Summary 

Task Analysis 

Review the different tasks required in a position and how they are 

performed through the job. 

Materials Required Worksheet 4-My Task Analysis 

Planning Checklist None 

Recommended Activity 
Complete the worksheet individually. Share your answers with the rest of the 

class. 

Stories to Share Share any personal relevant stories. 

Delivery Tips Encourage everyone to participate. 

Review Questions Why is the task analysis important when reviewing open positions? 

 

Practical Illustration 

Brenda was preparing to hire a new accountant for the company's business office. 

However, this position was under the business finance department, rather than the 

customer service finance department, so Brenda was unfamiliar with the job duties that it 

entailed. She asked the department manager to explain the job to her. She took notes on 

the required duties and procedures, and what would be expected of the new employee. 

With that information, Brenda was able to verify that one person needed to be hired for 

the position, and that they could not split the responsibilities between current employees. When Brenda 

finished speaking with the manager, she had enough information to form a detailed job description that 

she could share with potential candidates. 
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Module Two: Review Questions 

1.) A new person cannot be hired for a position unless what? 

a) They pay an application fee 

b) The hiring manager knows the position 

c) The hiring manager conducts three interviews 

d) They have over fifteen references 

Before a hiring manager can find someone to hire for an open position, they have to know the 

position they are hiring for, including job responsibilities, duties and skills needed. 

2.) Which of the following is a statement used to learn more about a position? 

a) “What time will they go to lunch?” 

b) “How much vacation will they have?” 

c) “What kind of skills will be needed?” 

d) “What size desk will they need?” 

When attempting to learn more about a position, one must ask questions regarding what kind 

of skills are needed or what kind of tasks will need to be performed in order to determine what 

kind of person will be needed to fill the position. 

3.) What is the purpose of performing a needs analysis? 

a) Determine what a job position consists of 

b) Determine the amount of pay per employee 

c) Determine future employee needs 

d) Determine what kind of person to hire 

A needs analysis looks into the company and determines if a position will need to be 

moved/altered/changed based on its growth and skill sets. 

4.) A needs analysis can help detect what? 

a) An under-filled position 

b) A lack of office supplies 

c) An analysis of office furniture 

d) An over-qualified employee 

A needs analysis is a tool used to look at a department or position and determine if the needs of 

the position are being met. Sometimes the manager finds the job is overfilled, and other times it 

can be under-filled. 
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5.) What is the purpose of a job analysis? 

a) Analyzing company spending 

b) Conducting a panel interview 

c) Determining the proper dress code 

d) Collecting demographics about a position 

A job analysis is a process that collects different aspects about a particular job, such as the skills 

needs, the duration or difficulty level. To perform this analysis, information about the job must 

be collected and examined. 

6.) Which of the following is one process of a job analysis? 

a) Researching similar jobs 

b) Creating new job descriptions 

c) Determining what kind of supplies to buy 

d) Finding out what the competition is paying their employees 

Although a job can be analyzed from the inside and researched individually, it is also a good idea 

to research similar jobs inside or outside the company to compare how the position is handled 

and managed. 

7.) What is one step of a task analysis? 

a) Determining the most accurate salary range 

b) Determining individual task difficulty 

c) Determining the number of employees needed in a job 

d) Determining if the position will have growth 

A task analysis reviews the individual tasks of a job, including the duration of tasks, the difficulty 

level and what skills are needed to complete them. 

8.) Task analysis can help create what for the company?  

a) Employee retreats 

b) Job descriptions 

c) Training programs 

d) Interview protocols 

Tasks analyses are used to determine how to compete individual tasks and how employees can 

complete them. Performing task analyses are a great tool for creating training programs that 

instruct employees how to perform the task and job. 

  



 

© Global Courseware 

9.) When hiring for a new position, who can offer input into the hiring strategies? 

a) Sales clerk 

b) Managers 

c) Customer service 

d) Telephone clerk 

If the position is newly created, speak with department managers and draw from them the type 

of person needed.  

10.) The best way to complete a task analysis is to __________. 

a) Ask the manager 

b) Work with the employee 

c) Observe others in that role 

d) B and C 

The best way to complete a task analysis is to work with the employee in that position and their 

surrounding peers to observe their actions and what procedures they follow.  
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Sample Worksheet 1 

Knowing My Position 

Using your job as an example, use the worksheet below to outline the different aspects of your job and 

job responsibilities.  If you had to create an ad for your position, what would it sound like?  What would 

it include? 

 

Part One:   

_____________________________________________________________________________________

________________________ 

Part Two:   

_____________________________________________________________________________________

________________________ 

Part Three:  

_____________________________________________________________________________________

________________________ 

Part Four:   

_____________________________________________________________________________________

________________________ 

 

Additional notes: 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 
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Sample Worksheet 2 

My Needs Analysis 

Referring to Worksheet 1, use the worksheet below to perform a needs analysis based on your position 

in the company.  Determine if this position can shift over time or if your department will expand. 

 

Needs Analysis: 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

 

Additional notes: 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 
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Sample Worksheet 3 

My Job Analysis 

Referring to Worksheets 1 and 2, use the space below to outline the different aspects of your job, 

including daily tasks and responsibilities. 

 

Tasks: 

• _____________________________________________________________ 

• _____________________________________________________________ 

• _____________________________________________________________ 

 

Duties: 

• _____________________________________________________________ 

• _____________________________________________________________ 

• _____________________________________________________________ 

 

Additional notes: 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 
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Sample Worksheet 4 

Four: My Task Analysis 

Using the previous worksheets, complete a task analysis based on your current position.  Outline the 

skills, characteristics and attributes needed to complete these tasks on a daily basis. 

 

#1:   

_____________________________________________________________________________________

________________________ 

#2:   

_____________________________________________________________________________________

________________________ 

#3:  

_____________________________________________________________________________________

________________________ 

#4:   

_____________________________________________________________________________________

________________________ 

 

Additional notes: 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 

_____________________________________________________________________________________

________________________ 
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Icebreaker: Interview 

PURPOSE 

To help participants get to know each other 

MATERIALS REQUIRED 

Paper and pens for note taking by participants 

PREPARATION 

None 

ACTIVITY 

Tell participants they will be interviewing a fellow course participant as a way to help the group get to 

know each other. 

Divide the large group into pairs. 

Allow five minutes for each person to interview their partner.  Ask each individual to be prepared to 

share two or three facts or events to help us learn more about the partner. When the group reconvenes, 

each person introduces their interviewee to the rest of the group.  

  



 

© Global Courseware 

 

 



 

© Global Courseware 
 

[N
am

e
] 

H
as m

astered the course 
H

iring Strategies 

A
w

a
rd

ed
 th

is _
_

_
_

_
_

_
 d

a
y

 o
f _

_
_

_
_

_
e_

_
_

_
, 2

0
_

_
_

 

C
E

R
T

IF
IC

A
T

E
 O

F 
C

O
M

P
L

E
T

IO
N

 

P
resen

ter N
a

m
e a

n
d

 T
itle

 


