"Certified Professional in Job Design & Compensation

Structuring”

Effective human resource management hinges on a clear understanding
of roles, fair compensation, and structured career paths. This intensive 5-
day certification program provides HR professionals, managers, and
business leaders with a deep dive into the critical processes of Job
Analysis, crafting accurate Job Descriptions, implementing robust Job
Evaluation methodologies, and establishing equitable Job Grades.
Participants will gain practical skills and a comprehensive framework to
design effective organizational structures, ensure internal equity, and

build competitive compensation systems.

Objectives
Upon completing this certification program, participants will be able to:

« Define and apply various job analysis methods to gather

comprehensive and accurate job information.

« Develop well-structured, clear, and legally compliant job

descriptions that reflect actual job requirements.

« Differentiate between various job evaluation methodologies
(e.g., non-analytical, analytical) and select the most appropriate for

their organization.

« Conduct effective job evaluation processes to determine the

relative worth of jobs within an organization.

« Design and implement logical job grading structures that

support organizational hierarchy and compensation philosophy.

« Link job evaluation outcomes to compensation structures to

ensure internal equity and external competitiveness.



« Understand the impact of job design elements on employee

motivation, performance, and organizational efficiency.

« Identify and mitigate potential legal and ethical issues related to

job analysis, descriptions, and evaluation.

« Utilize technology and HRIS tools for efficient job data

management.

« Communicate job analysis and evaluation outcomes effectively to

stakeholders and employees.

« Develop a practical framework for implementing job analysis and

evaluation in their own organization.

Training Methodology

This certification program employs a highly practical, interactive, and
hands-on approach to ensure participants not only understand the
concepts but can also immediately apply them. The methodology

includes:

+ Interactive Lectures & Discussions: Covering theoretical

frameworks and best practices.

« Real-World Case Studies: Analyzing scenarios from diverse

industries to understand challenges and solutions in job design.

« Group Activities & Collaborative Exercises: Practical application

of job analysis and evaluation tools.

« Hands-on Workshops: Step-by-step guidance on drafting job

descriptions, scoring jobs, and designing grade structures.

« Templates & Checklists: Provided for practical application and

future use.



« Role-Playing Sessions: To practice conducting job analysis

interviews and communicating evaluation outcomes.

« Individual Project/Action Plan: Participants will develop a mini-
project or action plan for applying concepts to their own

organizational context.

« Peer Feedback & Expert Review: Opportunities for constructive

feedback on practical exercises.

Outline & Training Games/Activities
Day 1: Foundations of Job Analysis & Design
+ Introduction to Job Analysis & Its Strategic Importance:

o What is Job Analysis? Purposes (recruitment, training,

performance, compensation, etc.).
o Job Analysis vs. Job Design.
o Strategic Link to HR Functions and Business Objectives.

o Activity: "The HR Puzzle" - Teams identify and discuss the

various HR functions that rely on accurate job analysis data.
« Methods of Job Analysis:
o Observation (Direct, Participant).
o Interviews (Individual, Group, Supervisory).
o Questionnaires (Structured, Open-ended).
o Diaries/Logs, Critical Incident Technique.

o Choosing the Right Method: Factors to consider (cost, time,
accuracy, job type).



o Workshop: "Job Analyst's Toolkit" - Participants practice
designing a simple job analysis questionnaire and interview

guide for a given job.
« Gathering & Analyzing Job Information:

o Sources of Job Data (employees, supervisors, external

benchmarks).
o Techniques for Data Collection & Verification.

o Analyzing Data: Identitying tasks, duties, responsibilities,
knowledge, skills, abilities (KSAs).

o Game: "The Job Decoder" - Teams are given raw job-related

data and must categorize and prioritize it for analysis.
Day 2: Crafting Effective Job Descriptions
« Purpose & Components of Job Descriptions:

o Why are Job Descriptions Essential? (Recruitment,

performance management, legal compliance, etc.).

o Key Elements: Job Title, Department, Reporting
Relationships, Summary, Essential Functions,
Responsibilities, Qualifications (KSAs), Physical Demands,
Working Conditions.

o Distinguishing Job Description from Job Specification.

o Activity: "JD Critique" - Participants analyze poorly written

job descriptions and identify areas for improvement.
« Writing Clear, Concise, and Action-Oriented Job Descriptions:
o Using Action Verbs and Measurable Terms.

o Avoiding Jargon and Ambiguity.



Ensuring Legal Compliance (ADA, EEO, etc.): Avoiding

discriminatory language, focusing on essential functions.
Best Practices for Job Summary and Key Responsibilities.

Workshop: "JD Builder" - Participants, individually or in
pairs, draft a comprehensive job description for a specific

role based on provided job analysis data.

« Review, Validation & Maintenance of Job Descriptions:

@)

Involving Stakeholders (Managers, Incumbents).

Periodic Review and Updates: Responding to organizational

changes, technological advancements.
Linking JDs to Performance Standards.

Game: "The Living Document" - Teams develop a strategy
for ensuring job descriptions remain current and relevant

over time.

Day 3: Introduction to Job Evaluation & Non-Analytical Methods

« Understanding Job Evaluation: Purpose & Principles:

@)

What is Job Evaluation? Determining the Relative Worth of
Jobs.

Internal Equity vs. External Competitiveness.
Benefits of a Structured Job Evaluation System.

Key Principles: Consistency, Objectivity, Transparency,

Fairness.

Activity: "Value Proposition" - Participants discuss why
certain jobs in an organization might be considered "more

valuable" than others.

« Non-Analytical (Whole Job) Methods of Job Evaluation:



o Job Ranking: Simple ranking from highest to lowest.
Pros & Cons, When to Use.

Exercise: "Simple Ranker" - Teams rank a small set of

diverse jobs in order of perceived value.

o Job Classification/Grading: Grouping jobs into predefined

grades or classes.
Developing Grade Descriptions.
Pros & Cons, When to Use.

Workshop: "Grade Definition" - Participants define
characteristics for different job classes/grades for a

hypothetical company.
« Implementing Non-Analytical Methods:
o Establishing a Job Evaluation Committee.
o Process Steps, Communication.
o Challenges and Common Pitfalls.

o Case Study: Analysis of a company that successfully (or
unsuccessfully) implemented a ranking or classification

system.
Day 4: Analytical Job Evaluation Methods & Factors
« Analytical (Factor-Based) Methods Overview:

o Advantages over Non-Analytical Methods (greater

objectivity, less bias).
o Commonly Used Factor-Based Methods.

o Activity: "Factor Brainstorm" - Participants brainstorm
common factors that contribute to the value/complexity of

jobs.



« Point Factor Method (Detailed Dive):

o Selecting Compensable Factors (e.g., Skill, Effort,
Responsibility, Working Conditions).

o Defining Factor Degrees (Levels) and Assigning Points to

Each Degree.
o Developing a Job Evaluation Manual.

o Workshop: "Point Allocation" - Participants are given a set of
compensable factors and must define degrees and allocate

points for each.
« Applying the Point Factor Method:
o Evaluating Jobs Against Factors: Scoring process.
o Calculating Total Points for Each Job.
o Addressing Discrepancies and Achieving Consensus.

o Software Tools for Job Evaluation (brief overview of HRIS

capabilities).

o Hands-on Exercise: "Job Scorer" - Participants use a pre-
designed point factor system to evaluate several different

jobs and calculate their scores.
« Other Analytical Methods (Brief Overview):
o Factor Comparison Method.
o Market Pricing as a Hybrid Approach.
Day 5: Job Grading, Compensation Links & Implementation
« Designing Job Grades & Pay Structures:
o Converting Job Evaluation Points into Grades.

o Number of Grades and Grade Spacing.



Establishing Pay Ranges for Each Grade (Minimum,
Midpoint, Maximum).

Integrating Internal Equity with External Market Data.

Workshop: "Grade Architect" - Participants use job
evaluation scores to design a tiered job grading structure and

initial pay ranges.

« Linking Job Evaluation to Compensation & Career Paths:

@)

Compensation Philosophy and Strategy.

Developing a Fair and Competitive Pay Structure.

Merit Pay, Incentives, and Benefits in a Graded System.
Career Ladders and Promotional Paths based on Job Grades.

Activity: "Compensation Conundrum" - Teams analyze a
scenario where a company needs to adjust its compensation

structure based on new job evaluation results.

« Implementation & Maintaining the System:

@)

Gaining Buy-in from Management and Employees.
Communicating the System and Its Benefits.
Appeals Process and Dispute Resolution.

Regular Audits and Updates to the Job Evaluation and
Grading System.

Individual Project/Action Plan: Participants begin
developing a preliminary action plan for how they would
implement or refine job analysis, evaluation, and grading

processes within their own organization.

Program Wrap-up: Q&A, Certificate Distribution, and future

resources.



Investment

« The investment amount will be determined upon agreement and

will be in Egyptian Pounds (EGP).
« Payment is required before the commencement of the training.

« The investment includes certification fees, comprehensive training

materials, and access to relevant templates.



