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Process – Job Description and “Hidden Job”
What’s the Position?
· How do we know what we want?  

· Task list – who is doing what and what is missing

· Are we overloaded and can’t get to something

· Do we have people in the wrong positions?  Expecting her/him to do something she/he is not doing.

· Is this a new initiative?   

Perform Job Analysis

· Interview employees and track what tasks are being performed.

· Observe how tasks are done - If it is new task that hasn’t been done before – can we see it done somewhere else?

· Listing of tasks and responsibilities 

· Organize and Prioritize 

· Essential – these duties are the position

· Marginal – these duties are part of the position but could be done or reassigned to others

Creating Standards - how it is done and measures of success

· For existing positions currently occupied by employees – employees are involved in the process

· For new positions – look at other firms or people who have done similar or exact work for information and resources on how it is done and measures of success

· Task or Duty

· Steps in the process – create a separate document that details all the steps – these are established procedures

· For each step – how should it be performed?  To avoid micromanaging – carefully evaluate whether you need to have someone follow exact steps.  You may want to concentrate on intermediate results

· Deadlines – Timelines

· % of Time Spent, Approximate time to complete and Deadlines for completion

· What are considered successful results or completion of work?
· Priority (low, medium or high – relative to other tasks, projects or responsibilities)

“Hidden Job”

Who do you really need to be wildly successful in this position?

Personality, behaviors, knowledge, skills that are absolutely required 

We need someone who can ……… (unadulterated version – as colorful as you need to get this is writing!!)

So that (we – the business) can do ………

And we/I feel …………

Personality

Take charge, bottom-line, decisive, confident, direct, take on a challenge, willing to change
Self-motivate, aggressive, goal-oriented, fast moving

Promote, socialize, persuasive

Emotional, enthusiastic

Open, outgoing

Engages people 

Able to get people to give their opinions and also help people to compromise

Innovative, developer

Team player, caring about the team and people, loyal, help out

Social, prefer one-on-one conversations

Group-achievement oriented

Avoid confrontation
Seek consensus

Detail-oriented – care about the details 

Conservative

Analytical, calculating, perfectionist

Question things

Maintain status quo - compliance

Working “hands on”

Concept oriented

Behaviors

Independent – works on own

Team player

Able to use criticism to be better

Curious, initiate

Structure, Organize, Plan
Takes responsibility, ownership for actions and work

Asks Questions to get more information

Ethical, Integrity

Loyalty
Create or Maintain consistent, accountable processes
Skills and Abilities

Writing skills
Professional and strong communication skills – verbal and documentation
Organization, structure, planning

Scheduling

Computer -- (list what)

Critical Thinking

Math

Accuracy, Precision

Software – types of programs

Familiar with exact program or similar (for example database programs):

Knows and has used:  (include specific functions that a person should already know)

What software the person could learn either “on the job” or through other types of training:

Social Media: types and knowledge

Event Planning:

Business Financial Knowledge:

Investment, Insurance, Financial Planning Knowledge:

Other Financial Services Knowledge:

Government, Employer – knowledge of benefits:
Accounting or Bookkeeping Software:

Designations and Licensing:

Must have:

Could attain later – which ones, what time frame, how many times to test and pass, what happens if a person does not pass after multiple attempts?

Work Style
Get essential facts – “bottom line” options or issues – see the big picture
Approximate particulars – estimate

Gather the details, specifics – in-depth research – assess all options

Define particulars with exactness, precision

Get the background info, history before taking action -   develop complex strategies

Be flexible – take shortcuts

Thrive on interruptions – switch tasks frequently – do many tasks at once

Work around problems – cut through bureaucracy

Create the plan and logistics – design sequential systems- itemize procedures
Integrate timelines – bring focus and closure – accountability

Organize – structure – 

Reduce/mitigate risk

Protect status-quo – decide what will or can remain the same – undeviating standards

Innovate – Originate options
Initiate change

Experiment
Questions?  We can help!  Mary Dunlap Consulting; www.marydunlapconsulting.com; mary@marydunlapconsulting.com

