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[bookmark: _Toc148738553]PREFACE
The aim of this study is to provide a conceptual explanation of job analysis in terms of human resources management and to reveal the benefits of job analysis in organisations. Preparation of job descriptions and job requirements by using job analysis information are the main outputs of these analyses.
Effective planning of organisations according to their needs is a vital issue in balancing cost and efficiency. For this reason, there is a need for very well-prepared job analysis information in order to employ the required staff. Pendik Municipality was selected as the application area in order to make job analyses. Firstly, a pilot study was carried out and then the actual application was made, and job descriptions and job requirements were prepared. The prepared job descriptions and job requirements were organised and provided as a reference source to be used in increasing the productivity of employees.
Many people contributed to the completion of this thesis. First of all, I would like to thank my family and colleagues for supporting me and motivating me at every moment. I would like to thank Ahmet Cin (Mayor of Pendik Municipality) for allowing me to work during the application phase of the thesis.
                                                                                                                       AHMET MUTLU 
                                                                                                                 22 DECEMBER 2022


[bookmark: _Toc148738554]ABSTRACT
JOB ANALYSIS IN ORGANISATIONS AND A SAMPLE APPLICATION IN PENDIK MUNICIPALITY
 Job analysis in Human Resources Management (HRM) in institutions is paramount. Management positions require the requisite information acquired from job analyses. It has been found necessary to prepare job descriptions and job requirements to ensure that information acquired may be applicable to all activities of the institution, notably HR planning. The focus of this thesis is to gather information on job analysis and utilize the acquired data to create job descriptions and job requirements.
In the first chapter, the definition and concepts of job analysis, job analysis process, techniques, arrangement of job analysis information and job analysis questionnaire are explained. In order to carry out job analysis, what will be done first, which jobs will be taken within the scope of analysis, which information will be obtained, the methods to be used in information collection, who can perform the analysis and the selection and training of analysts are discussed and explained.
 In the second part, the areas of use of job analysis in the organisations are examined, the activities required in the management of human resources in the organisation are explained and the connections with job analysis are revealed. Previous job analysis studies are presented.
 In the third part, job descriptions and job requirements were prepared by employing job analysis. The employees of Pendik Municipality operating in the service sector were included in the scope of the analysis and job descriptions and job requirements were prepared for each job. In the thesis study, it is tried to bring new information and new methods to explain how job analyses can be used in increasing productivity and planning of employees in institutions. This study provides a sample job analysis for use in local government settings.


[bookmark: _Toc148738555]TABLE OF CONTENTS
PREFACE	2
ABSTRACT	3
TABLE OF CONTENTS	4
INTRODUCTION	8
PART ONE	10
1.	BUSINESS ANALYSIS APPLICATION IN ORGANISATIONS	10
1.1	CONCEPTUAL ANALYSIS OF BUSINESS ANALYSIS	10
1.1.1	Job Analysis Definition	10
1.1.2	Importance and Objectives of Job Analysis	11
1.1.3	Development Processes of Business Analysis	12
1.1.4	Features that Business Analysis should have	13
1.2	STAGES OF THE JOB ANALYSIS PROCESS	14
1.2.1	Planning the Job Analysis Process	14
1.2.2	Identification of the works to be analysed	14
1.2.3	Identification of the Information to be Obtained	15
1.2.4	Identification and Training of the Analysing Team	16
1.2.5	Formulation of the Question Form of the Analysis	17
1.2.6	JOB ANALYSIS INFORMATION COLLECTION METHODS	21
Worker Diary	23
1.3	İŞ ANALİZİ TEKNİKLERİ	24
1.3.1	Fonksiyonel İş Analiz Tekniği	24
1.3.2	Durum Analiz Anketi	25
1.3.3	Zaman Etüdü	26
1.3.4	Metot Etüdü	26
1.3.5	Mikro Hareket Etüdü	27
1.4	İŞ ANALİZİ BİLGİLERİNİN DÜZENLENMESİ	27
1.4.1	İş Tanımının Alanı ve Önemi	27
1.4.2	İş Analizi ve İş Tanımın Farkı	28
1.4.3	İş Tanım Formu	28
İKİNCİ BÖLÜM	38
2.	KURUMLARDA İŞ ANALİZ BİLGİLERİN İNSAN KAYNAKLARI	38
2.1	İnsan Kaynakları Yönetiminin Alanı ve Önemi	38
2.2	İNSAN KAYNAKLARI YÖNETİMİ İŞLEVLERİVE İŞ ANALİZİ İLİŞKİSİ	39
2.2.1	İnsan Kaynakları Planlaması süreci ve iş analiz ilişkisi	39
2.2.2	İnsan Kaynakları Planlamasının Kavramsal Analizi	39
2.2.3	İş Analizi İnsan Kaynakları Planlamasında Kullanılması	41
2.2.4	Çalışan bulma, seçme yerleştirme süreci ve İş Analizi ilişkisi	42
2.2.5	Çalışanı bulma, seçme ve yerleştirmenin Kavramsal Analizi	43
2.2.6	Çalışanların Eğitimi ve Geliştirmesi Süreci ve İş Analizi İlişkisi	44
2.2.7	Eğitim İhtiyacının Belirlenmesi	44
2.2.8	Eğitim Planlanması	44
2.2.9	Eğitim Uygulanması	45
2.2.10	Eğitim Değerlendirilmesi	45
2.2.11	Çalışanların Performansının Değerlendirilmesi Süreci ve İş Analizi İlişkisi	45
2.2.12	Çalışanın Performansının Değerlemesinin Kavramsal Analizi	45
2.2.13	Ücret ve Maaş Yönetimi ve İş Analiz İlişkisi	47
2.2.14	Ücret ve Maaş Yönetiminin Kavramsal Analizi	49
2.2.15	İş Analizinin Ücret ve Maaş Yönetiminde Kullanılması	49
2.2.16	Sosyal Yardım ve hizmetleri yönetim iş analiz ilişkisi	50
2.2.17	İş Analizinin Sosyal Yardım ve Hizmetlerin Yönetiminde Kullanılması	51
2.2.18	Mesleki Sağlık ve Güvenlik Yöntemi ve İş Analiz İlişkisi	51
2.2.19	Mesleki Sağlık ve Güvenlik Yönetiminin Kavramsal Analizi	51
2.2.20	Kariyer Yönetimi ve Analiz İlişkisi	52
2.2.21	İş Analiz Kariyer Yönetimde Kullanılması	53
2.2.22	Çalışma İlişkileri Yönetim ve İş Analizi İlişkisi	54
2.2.23	Çalışma İlişkileri Yönetiminin Kavramsal Analizi	54
ÜÇÜNCÜ BÖLÜM	55
3.	UYGULAMA	55
3.1	PENDİK BELEDİYESİ HAKKINDA BİLGİ	55
3.1.1	İsim Tarihi	55
3.1.2	Pendik	55
3.1.3	Konum	55
3.1.4	Nüfus	56
3.1.5	Ekonomi	56
3.1.6	Eğitim	56
3.1.7	Sağlık	56
3.2	Uygulamanın Amacı	57
3.3	İş Analizi Çalışmasının Kapsamı	57
3.4	Uygulamanın Metodolojisi	58
3.5	Uygulamanın Sınırlıkları	58
3.6	İş Analizi Süreci	58
3.7	Analiz Ön Çalışması	60
3.7.1	Yöneticilere ve Personele Çalışmanın Amacının Anlatılması	60
3.7.2	İşler ile İlgili Bilinmeyen Noktaların Saptanması	60
3.7.3	Bilgi Toplama Yöntemlerinin Belirlenmesi	60
3.8	Analizlerin Yapılması	60
3.8.1	İşler ile İlgili Bilgilerin Toplanması	61
3.8.2	Toplanan Bilgilerin Kontrolü	61
3.8.3	Analiz Bilgileri Kullanılarak İş Tanımı ve İş Gereklerinin Hazırlanması	61
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PENDİK MAYOR’S OFFICE JOB DESCRIPTION-9	75
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PENDİK MAYOR’S OFFICE JOB REQUIREMENTS-12	84
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PENDİK MAYOR’S OFFICE JOB REQUIREMENTS-13	86
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[bookmark: _Toc148738556]INTRODUCTION
Job analysis studies in organisations were first started by Frederick Taylor in the early 20th century. In today's business world, no matter how much capital is spent on investments, no matter how much progress is achieved in technology, job analysis techniques are seen as the main tool by organisations in order to effectively implement human resources planning management activities in all areas of human resources planning management activities and to achieve productivity, which is the basis of quality and competition. In order to redefine the jobs in the organisation, to select and employ suitable employees for the job, to train them properly, to determine their wages and to evaluate their performance, managers need to determine the characteristics of each job (Seri: 2010: 1)
Business analysis is not only utilised for straightforward tasks but also plays a valuable role in organising senior management responsibilities. The text discusses the significance of business analysis, its tools and procedures, the business analyst's role, the value it adds to projects, and business intelligence, including its components and applications.
It is crucial to articulate precise job analysis definitions within the human resources function. To ensure effective implementation of various functions and establishment of standards, it is necessary to conduct an analytical study for each position within the enterprise.
Subsequently, job description forms can be created to delineate areas of authority and responsibility for each position objectively, and to define salary, training requirements, and performance criteria.
Job analysis is a collaborative process that involves collecting, organising, and evaluating job-related data. Common techniques used in job analysis include observation, interviews, questionnaires, workbook reviews, combination methods, personal work experience, examination of previous job descriptions and input from expert committees.
To enhance accuracy, a combination of these methods is frequently used. Job analysis provides data for the preparation of job descriptions and job requirements.
Organisations routinely produce forms as a direct outcome of this process.
Job analysis data is used for human resources planning, training and development, performance appraisal, labour relations, occupational safety, as well as for the emergence of new jobs, and redesigning or eliminating existing jobs.
Changing environmental conditions highlight the significance of job analysis for organisations. The process involves determining how and why individuals perform their work, while simultaneously comparing it to how it ought to be done.
This study will comprehensively investigate job analysis to obtain essential data for effectively managing personnel in institutions and achieving institutional objectives. The research will aim to produce an application document that covers all aspects of job analysis thoroughly. 
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[bookmark: _Toc148738558]BUSINESS ANALYSIS APPLICATION IN ORGANISATIONS
[bookmark: _Toc148738559]CONCEPTUAL ANALYSIS OF BUSINESS ANALYSIS
Nowadays, the planning and management of human resources rely on modern methods and scientific data in all areas of human resources activities. The increase in population, education, training levels and competition highlights the need for effective and efficient institutional management. As such, it is imperative to address the analyses and planning process of institutions, which provide the fundamental data sources for human resources planning. Job analysis is the systematic process of gathering detailed information about jobs, in order to accurately define them and match appropriate personnel to the positions.
The ultimate goal of a job analysis is to provide a foundation for grasping the current status of an organization or identifying job requirements. The studies aim to explore the definition, purpose, and execution of a job, as well as its requirements for knowledge, skills, mastery, and responsibility (Balaban 2013).
Their findings suggest a direct correlation between job responsibilities, human resources planning, work environment, and organisational performance within organizations.[footnoteRef:2] [2:  -James C.Wımbush,Busines Horizons.VI USA 2005,pp.463-467] 


[bookmark: _Toc148738560]Job Analysis Definition
Many different definitions of job analysis with the same meaning can be given (Pem 360. 2016). In the shortest definition, job analysis examines the job itself, in other words, it is defined as the sum of the tasks that constitute the conditions, qualities and activities necessary for the fulfilment of the job. As can be understood from this definition, job analysis is the task that the employee is responsible for doing. Job analysis aims to examine in detail the work performed by employees individually or collectively.[footnoteRef:3] [3:  Zeyyut Sabuncuoğlu “İnsan Kaynakları Yönetimi“2000,p 54] 

Job analysis can be defined as the systematic process of defining and analysing a job by identifying its crucial elements. Technical terms will be explained upon first use and hedging will be employed to ensure a balanced perspective.
The ultimate goal of job analysis is to collect comprehensive information about the job and enhance its performance efficiency. In accordance with conventional academic writing standards, regular author and institution formatting will be maintained, and factual and unambiguous titles will be used. Grammatical correctness, clear language, and objective tone will also be prioritised. In this instance, job analysis involves identifying the duties, responsibilities, and working conditions pertaining to institutional employment (Aynalı, 2002). Updating job analysis information is imperative to ensure the clarity and comprehensiveness of its content.
Understanding how organisations achieve their objectives and defining the capabilities necessary to provide products and services to external stakeholders is a key aspect of business analysis.
It involves comprehending the structure, basic principles, and operations of the organisation to act as a liaison between stakeholders and facilitate the fulfilment of objectives. A set of methods and techniques are employed to provide solutions, and in this context, it is vital to keep business analysis information up to date.[footnoteRef:4] [4:  Emler MANAGER.Burack and Nicholas USA:Braca Park Pres 1987.p.73] 

[bookmark: _Toc148738561]Importance and Objectives of Job Analysis
Job analysis is a methodical examination of job-related activities. Within this framework, it is crucial to identify the tasks that comprise the activities carried out in each department or unit, as well as the interdependencies between them.[footnoteRef:5] [5:  Tuğra Kaynak“İnsan Kaynakları Planlaması“1996,p.52] 

In other words, the technical nature of job analysis recognises the job's accountability, responsibilities, and duties. While other areas of human resources management can be carried out without a thorough job analysis, it may turn out to be ineffective and inefficient in achieving desired outcomes. These details are then summarised to help in better recruitment and management.
 Job analysis helps in obtaining the job description and job requirements. The identification of necessary skills and the circumstances for their application are crucial. Any organisation wishing to maintain its sustainability cannot ignore the impact of environmental and business changes. Consequently, prior business analyses must be reviewed periodically.
No organisation that wants to sustain the life of the organisation can remain insensitive to changes in its environment and business conditions. Thus, previously made business analyses are revised in certain periods.
It forms the cornerstone of the personnel information system, which is an important part of job analyses. Considering the large number of jobs performed in an organisation, it becomes clear how complex, multidimensional, time-consuming, and costly job analysis is. It is necessary to add the continuity dimension of job analysis to this difficult endeavour.[footnoteRef:6] [6:  Ramazan Ceylan“Personel Yönetimi“1996.p.43] 

[bookmark: _Toc148738562]Development Processes of Business Analysis
Job analysis in the most general sense to know all kinds of job-related requirements is a set of processes that need to be realised. F. Taylor was the first to introduce the concept of work analysis. Taylor made time and movement studies to increase labour productivity[footnoteRef:7]. Later, job analysis was used for the classification of public personnel in the USA (Ergeneli et al. 2014.69). The period when job analysis was used intensively was during World War II, when the armed forces used a combination of old and new methods developed in relation to warfare. [7:  Ceyhan Aldemir,Alpay Ataol,Gönül Budak Personel Yönetimi 1998.p.59] 

With its examination, it is the period when job analysis was seen as activities close to production processes and as a result, it started to be used in the industrial field.
After the 1980s, change took place much more rapidly, increasing interest in business analysis. The number of studies on job analyses increased and studies on job analysis increased. In the following years, it was observed that productivity increased as the studies on work increased.
Job analyses have been conducted and human element has been examined. By giving importance to the concepts of efficiency and productivity, job satisfaction and employee development issues have been addressed.[footnoteRef:8] Job analysis has become used in two different senses. Firstly, job analysis is used as a human resource planning tool in organisations. The second method of use is to make activities such as job simplification, time and movement studies, method development and job measurement with the help of industrial engineering applications by taking job analysis more broadly.[footnoteRef:9] Because the information obtained as a result of job analysis is used from wage management to technological investments to be made by the organisation. [8:  Kozak.ibid]  [9:  Eren Güngör Örgütlerde iş analizi master thesis 2006.p.6] 

[bookmark: _Toc148738563]Features that Business Analysis should have
Today, job analysis is used in two different senses. Firstly, job analysis and secondly method of utilisation. In order to plan these resources, the business analysis must have some characteristics.
Reliability
Reliability is defined as the consistency of results obtained from business analyses carried out by different analysts. It ensures the obtained data remains consistent and reliable, despite different individuals performing the analysis. To enhance reliability, it is recommended to acquire results from various experts using the same data.
Validity
The accuracy of the information obtained in the business analyses of the institutions will be realized within the dimensions revealed by this study. In cases where the studies, analyses and works carried out in institutions can be measured concretely, the accuracy rate of the results also increases. However, it is not possible to show this statistically.[footnoteRef:10] [10:  George T.Milkovich.William F.Gluenck,USA Busines publication ınc.1985,s.121] 

Applicability
It also means the practicality of job analysis in institutions. A job analysis without applicability is not considered valid and reliable. It is to separate the jobs within the institution as technical and clerical jobs and to apply the same analysis methods to each group.

Acceptability
Job analysis results should be adopted and accepted by similar institutions. The results of job analyses conducted by different institutions should be of similar quality and applicable to their employees.[footnoteRef:11] [11:  Eren Güngör Örgütlerde iş analizi Master Thesis2006.7] 

[bookmark: _Toc148738564]STAGES OF THE JOB ANALYSIS PROCESS
[bookmark: _Toc148738565]Planning the Job Analysis Process
Before starting job analysis in institutions, some decisions should be taken by planning. The answers to questions such as who will manage job analysis in organisations and their selection, how to provide training, what information will be collected, what methods will be used should be determined. Human resources managers are responsible for these procedures. The analyst should first obtain preliminary information and ensure that both parties can easily agree on the analysis phase. An analysis made with accurate and sufficient information shortens the time and provides a comfortable working environment. If there is a previous job analysis, the analyst can distinguish many jobs in the institution by examining old records. By examining the conditions and environment of the work to be done, the reasons that make it easier and more difficult to do the work should be determined and it would be more rational to use the observation method during this examination. Taking into account the source and type of information, notes and information should be organised according to the jobs.[footnoteRef:12] Identify and merge job positions that share identical job functions but differ in titles. This guarantees uniformity in job titles. [12:  İsmail Durak Ataay İş Değerlendirme ve Başarı Değerlendirme Yöntemleri 1990.s.146] 


[bookmark: _Toc148738566]Identification of the works to be analysed
		Since it is an action to determine the qualifications of the work and employees in institutions, the purpose, structure, inputs, and outputs of the study should be examined and analysed before starting the analysis. For this reason, the information obtained at the end of the analysis is usually used for many purposes. Information obtained from job analyses and job descriptions.
The areas of use or the objectives to be achieved can also be expressed in the figure below (Deconzo and Robbins 1999.p.145).
	
Industrial Relations
	
	Recruitment
	
	
Employee Selection

	
	
	

	
Health and Safety
	
	[image: ]JOB ANALYSIS
	Human Resources
 Planning	



JOB DESCRIPTIONS
	Pricing
	[image: ]

JOB REQUIREMENTS
	Employee Training

	
	
	

	Performance Evaluation
	
	
Employee Development



CAREER DEVELOPMENT
While there is a lot of work in large organisations, there is not much work in small organisations. In large institutions, the analyser will analyse the institutional chart, current payrolls, old job descriptions, job and personnel records and interview managers. A list of jobs should be prepared. If there is a previous analysis in the institution performing job analysis, the work of those in the institution will be easier. Previous analysis data will be useful in determining different jobs.[footnoteRef:13] [13:  Geylan,ibid,p.48] 

	Similar works that will cause excessive loss to the institutions in terms of time and cost should be grouped together. Thus, data is provided for the preparation of questions and forms to be used in determining and analysing the importance of jobs within the institutions.

[bookmark: _Toc148738567]Identification of the Information to be Obtained
	Business analysis is a study carried out in more than one stage. In order to reach usable, useful data, it is imperative to show the necessary importance and care to each stage and to fulfil the requirements of each stage. There are some basic considerations in the nature and use of the information collected.

	Job ID: It is determined by data such as the name of the job, location, class of the job.
	Tasks: All duties and responsibilities related to the job, how, why, and when the employee does what. The contribution of the employee to the work is determined by investigating from which point the employee takes the work and brings it to which point.
	Responsibility: Responsibilities such as supervision of the production process and equipment, trust, use of funds and security to be imposed on employees. Such responsibilities of each job are collected by job analysis.[footnoteRef:14] [14:  Eren Güngör Örgütlerde İş Analizi master thesis 2006.m.9] 

[bookmark: _Toc148738568]	Identification and Training of the Analysing Team

	The first thing to do when starting a job analysis is to determine who will do the analysis. This process can be done by a group or by a person. It is useful for a group to do job analyses.
The success of the job analysis depends on the qualifications of the personnel who will carry out the analysis. People who do job analyses are called job analysts. If job analyses are not carried out continuously in the institution, the analysis is outsourced. should be done by a specialist organisation.[footnoteRef:15] [15:  Geylan ibid.p 60] 

In the team to be established under the leadership of the human resources department in organisations, it is important that managers, employees, and union representatives work together to make new suggestions and to be aware of each other. The success of job analyses depends on the qualifications of the personnel to be analysed. Inexperienced analysts must be trained and informed about the structure of the organisation, the location of jobs, the purposes of job analysis and the methods of collecting information.
When starting a job analysis, documents such as documents related to previous job analyses, corporate charts, official and private information, research reports, etc. should be obtained.
In order to be a successful analyst, personal and mental skills can be analysed under two headings.[footnoteRef:16] [16:  Bingöl ibid.p 46] 


Personal Attributes:
· Ability to get along harmoniously with others
· Patience and understanding
· Talking and meeting with others
· Neutrality
· Appearance
· Warm, courteous, and friendly behaviour
· Self-confidence

Mental Attributes:
· Analysing and interpreting data
· Short and concise expression
· Speaking and understanding
· Ability to work on their own
· Organising and executing operational plans
· Organisation relations
These qualities can be taken as a benchmark and should be approached as closely as possible.
Generally, analysts can be obtained from three sources: 
· within the organization,
· outside the organization, or
· a consultant organization.
There are both advantages and disadvantages to hiring an analyst from within the organization.
The primary advantage is that the analysis is conducted by specialized staff. However, these analysts may encounter obstacles since they are unfamiliar with the organization's structure and traditions, despite their expertise. To provide them with necessary experience, experienced analysts should take them on as trainees. The employees require instruction on how to conduct analytical procedures and complete the necessary paperwork.
To facilitate the learning process, internal and external analysts should collaborate to train the internal staff. Consequently, the organisation could utilise in-house analysts to perform the analyses upon completion of the training, given that business analysis is a technical discipline.[footnoteRef:17] [17:  Sabuncuoğlu ibid.p63] 
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In order for the job analysis to be carried out in a healthy and reliable manner, a form is created in order to record the information to be collected completely.[footnoteRef:18] The forms to be prepared should be prepared in common. The prepared forms, technical and office etc. should be separated and separate questionnaires should be prepared. This is only possible by grouping the questions. The questionnaires created for job analysis are generally divided into two full sections that follow each other logically. (Figure-1) The tasks that make up the job, the responsibilities required by the job, individual characteristics, working conditions, health and safety, success standards and comments. [18:  Eren Güngör Örgütler İş Analizi master thesis 2006 p.13] 

The information contained in the form should provide the resources to facilitate the prioritisation of information. Job analysis forms should be more detailed. 
Analysis Information:
The position of the job within the organisational structure and the type, code, and other names of the job, if any, including the name of the manager to whom the job reports.
Summary of Work:
The purpose of the work, why and how it is done is clearly stated in this section. The general objective is determined. At the same time, a description of the work should be made. Thus, the evaluation is easier, the description of the work, the requirement of the work helps to be more decisive.
Tasks of the Job:
It reveals that there are secondary and periodic works as well as the main elements of the tasks that make up the work; it is to determine their proportions in the total time to accomplish the work. In addition, the relative importance of each job is revealed.[footnoteRef:19] [19:  Zeyyat Sabuncuğlu Personel Yönetimi:Politika ve yönetsel teknikler p.93] 

Job Responsibility:
One of the most important sections of the questionnaire is the responsibilities required for the success of the work. This information is utilised in finding the responsible person in case of a failure that may occur at work.[footnoteRef:20] [20:  Eren Güngör Örgütlerde İş Analiz master thesis 2006.p.14] 

Individual Characteristics:
In order to determine the performance of the person, the intellectual and physical characteristics that allow the job to be done in the most appropriate way should be determined. Individual characteristics such as experience and education used in determining the requirements of the job are an important source of data.
Working Conditions:
The measure of the conditions under which the work is performed is called working conditions. These are the conditions that prevent the work from reaching the determined targets in conditions that increase the degree of difficulty such as inside or outside, at height or underground, hot, cold, dust during the construction of the work.
Safety and Health:
This section is used to determine the possible hazards that may arise from the work. Hazards such as burns, poisoning, electric shock threaten the work environment and health conditions.[footnoteRef:21] Health and safety is important in determining the necessary training and needs for the protection of personnel in such a situation that will affect the efficiency of the organisation. [21:  Sadi Gençer Sevk ve İdare Dergisi V:35 1971.p.24-25] 

Standards of Achievement:
Achievement is the behaviours expected from employees for the work to be done completely and the degree of measurement of these behaviours.[footnoteRef:22] [22:  İlhan Erdoğan İşletmelerde Başarı Değerleme Teknikleri İstanbul: İşletme Fakültesi Print No:248,1991 p.48] 


BUSINESS ANALYSIS QUESTIONNAIRE
A. Analysis Information
1. Date the form was filled
2. Analyst's name and surname
3. Name, surname, and title of the approving supervisor
4. Name of the business
5. Other names if any
6. Job code
7. Type of work
8. Name of the first manager to whom the job reports
B. Summary of Work
The purpose of the work, why and how it is done.
C. Tasks
Work-related tasks and their percentage within the collection period
1- Main Tasks 
a) ....................
b) ....................
c) ....................
d) ................
2- Secondary Tasks
a) ......................
b) .......................
c) ......................
3- Periodic Tasks
a) ......................
b) .......................
c) ......................

RESPONSIBILITIES OF THE JOB

The degree of importance of the responsibilities required by the job.

Area of responsibility	Importance Rating
1- Material utilisation	Few   Extremely  2- Use of tools and equipment
3- Control and supervision
4- Reporting and forwarding
5-  Personal safety
6- Safety of others
7- The success of others


INDIVIDUAL CHARACTERISTICS

1- Physical and intellectual qualities necessary for the performance of the work
 Qualifications 		No Need		Useful		Very Necessary

a) Visualisation
b) Hearing
c) Ability to speak properly
d) Sniffing
e) Contact
f) Taste
g) Hand-eye coordination
h) Foot-hand coordination
i) Drawing
j) Estimating distance
k) Time estimation
l) Reading and writing
m) Transaction processing
n) Using initiative
o) Reminder of written instructions
p) Analysis-comment
q) Caution
r) Co-operation
s) Persuasion
t) Decision making
u) Other

2- Experience for this Job

a) Necessary		Year		Month 		Day
b) Unnecessary

3- Training for this Job
a) Necessary	Level of Education
b) Unnecessary
4- Whether Education/Experience is Substituted
Substituted..............................	How? .............................
Can't Substituted.........................	Why? .............................



WORKING CONDITIONS
Under what physical conditions (lighting, noise level, ambient temperature, humidity, dust, etc.)
 
HEALTH and SAFETY
1. Health and safety hazards that may be encountered at work.
2. Whether staff training is needed to ensure safety
3. Equipment required to ensure safety.

SUCCESS STANDARDS
1. Success criteria for this work
2. Working factors determining success criteria

COMMENTS

APPROVAL OF THE BUSINESS ANALYST 	     DATE OF REGISTRATION

Figure.	Example of a job analysis questionnaire
(It’s prepared from B.Werhher ve jr Keith Davis.s120-122Rıchard1.Henderson
Compensation Management:Rewarding Performans inth Modern Organization, USA Reston Publishing company ınc.1976.s98-101carel s.52-53)

[bookmark: _Toc148738570]JOB ANALYSIS INFORMATION COLLECTION METHODS
While waiting for the job analysis, documents, documents, institutional charts, research methods, etc. related to the job analysis should be collected. In addition, it is essential to have information on issues such as work autumn, risks, wages, and relationships with other jobs.

Various methods are used in data collection.

Observation: 
With this method, employees are observed on the job. In order for this method to give healthy results, the work to be applied must be observable. The issue to be considered when using the observation method is that the person is in an effort to exaggerate his/her work more than necessary. In addition, the benefits of the analysis should be sufficiently explained to the people in order to get healthy results. One of the drawbacks of this method is that it should be used as a complement to other methods rather than being used in jobs involving mental activity. In this way, it will be tried to comprehend the work with all its appearance and features. During these activities, efforts should be made to ensure that the personnel are in a natural working environment.[footnoteRef:23] [23:  R.Kalkandelen, Norm Kadro ve Reorganizasyon Ankara. T.O.D.A.İ.E. print,1976 p.95] 


Interview (Interview): 
In the interview method, the business analyst goes to the place where the work is done and meets face to face with the personnel and has information about the work. In this way, the analyst has the opportunity to immediately explain the questions and issues that the personnel cannot understand and to intervene in unclear answers. This method is one of the most widely used methods for determining the duties and responsibilities of the job, working conditions and the qualifications of the people who perform the job. However, in order to ensure a high level of precision and accuracy, the analyst should first interview the personnel performing the same job and then interview supervisors to check and verify the information obtained.
 	There are three different types of interview method. Individual interview, group interview and interview with the first manager of the person. One-to-one interviews are time consuming and costly. Group interviews are more suitable to overcome this disadvantage. In order for the interview method to be successful, the analyst must be perfectly trained in interview techniques. He/she should have sufficient knowledge about the information to be collected by studying the questions to be asked in advance. In addition, it is important to establish friendly relations with people, to reassure them and to convince them of the benefits of the interview. 
	One of the important drawbacks of this method is that it takes a long time. Another drawback is that it takes more time due to the complexity of managerial and professional work. 
Survey:
In the questionnaire method, which is the longest, easiest, and least time-consuming method, the person fills in the questionnaire himself/herself. The person is then given a daily deadline to complete the form at work. Filling in forms by post is a practical solution. In this method, employees are given a job analysis questionnaire that lists job information such as tools, equipment, tasks, or activities used to perform the job, working conditions at the workplace, knowledge, skills, and abilities and what is required to perform the job successfully. It is necessary to organise the questionnaire in such a way as to ensure that the information intended to be obtained from the questionnaire is complete.
It should be ensured that the meaning of the questions is understood by everyone in the same way.
The language of the questionnaire should be simple and understandable. In order for the questionnaire to be well understood, explanations about the questionnaire and answering the survey questions should be included.
Survey questions should be grouped according to their content, subject, and similarities.
There should be open-ended questions in the questionnaire and the staff should be able to freely convey the issues they want to specify in this section.
Drawbacks of the Questionnaire Method
· Failure to immediately determine the accuracy of staff responses to job analyses.
· Although the staff knows their job very well, they only state the important aspects of their job.
· Clear expression of the work of the staff
· Misunderstanding of the meaning of the questions by the staff
· The job analysis questionnaire must be answered by at least one staff member for each job.

Doing Things Personally
This method will give very useful and beneficial results especially in analysing jobs that require mental effort. The analyst doing the work himself/herself for the purpose of collecting information about the job ensures more accurate data collection.[footnoteRef:24] In summary, a job analysis process is to be able to design in a way to meet all needs. Because the best way to learn the information about this kind of work is to do it personally [24:  Bingöl ibid.p 56] 

 
[bookmark: _Toc148738571]Worker Diary
The person should note down his/her activities periodically and in an organised manner. People collect the necessary information by looking at these notes.
This is because keeping notes is time-consuming and the person sees the records as unnecessary work. However, this method is the most appropriate way of collecting information in complex jobs where interviews, expert juries and questionnaires are not enough to explain[footnoteRef:25]. It is possible to obtain information about the work from the person's workbooks. The most important feature of this method is that it is the most suitable method for collecting data on jobs that require specialisation.[footnoteRef:26] [25:  Werther and Davis ibid.p..122]  [26:  Özgen et al. ibid.p.66] 


Review of Previous Job Descriptions
Another way to collect more information and data about jobs is to examine the available documents, official and private documents [footnoteRef:27]. However, it is also necessary to examine the job analysis process received from another organisation. A poorly prepared job description can cause more harm than good. Changes in the characteristics of the job over time are taken into account. [27:  Bingöl ibid.p.56] 



Board of Experts


In order to prevent loss of time in job analysis, an additional effort is needed by responsible supervisors or senior supervisors to give importance to information gathering management. In addition, the application of this method does not cause much time. However, it is a costly method to bring together experienced and busy managers. For this reason, it should be used in the analysis of very intensive complex jobs. The benefit of applying this method is that the sub-tasks between the persons and the auditors in the jury are clearly set, which facilitates the application.


BUSINESS ANALYSIS TECHNIQUES
Job-oriented analysis methods mainly focus on the activities performed at work and carry out job analysis within the framework of the question of what is done at work. Employee-oriented job analysis techniques, on the other hand, focus on the individual doing the job and focus on what skills the individual should have. In addition, these techniques used in job analysis can be prepared and used separately for each enterprise. The structure of the work and the information obtained as a result of the study determine the technique to be used. 
Functional Job Analysis Technique
	This method, developed by the US Department of Labour in 1940, takes into account the characteristics of the job and focuses on three characteristics of the job: data, people and objects. In this method, jobs are analysed by creating standardised sentences and job descriptions are used in various institutions. A functional definition is made for the successful realisation of the job by using the basic components that make up the job.[footnoteRef:28] The sequence made is numbered and each numbered sentence should also include the preceding numbered activities. A coding system in this way will be able to create a dictionary of job titles that can be easily understood by everyone. [28:  Mathis and Jackson ibid.p.189] 

The primary foundations of functional business analysis are[footnoteRef:29] [29:  Ekmekçi, 2017:18] 


· Employees are in contact with information, objects, and other people. And things leave the employee to it.
· Although the tasks and behaviours of employees can be described in a variety of ways, a few clearly include functions.
· Data human and object are in a hierarchical order within themselves.
· The main distinction is between the work to be done and how it is done.
· Jobs are categorised into three classes: data, people, and objects.

It is a very important advantage that it is an easy-to-use and highly comprehensible method. Since it is prepared hierarchically, the dictionary of titles can be used as a career ladder in the organisation.
Functional job analysis technique is especially useful in determining wage and training needs because it performs job analysis by using planning method between data, people, and tools. The biggest disadvantage of the technique is that the application takes a very long time.[footnoteRef:30] [30:  Ömer Seles insan kaynakları yönetiminde iş analizi Konya 2016. p.45] 

Critical Incident Technique
Personnel behaviour witnessed by the employees working in a specific job and their immediate supervisor, which has positive or negative consequences for the job, is recorded.
The basis of this method is to examine the extreme behaviours that are very effective or very ineffective in terms of achieving the objectives of that job. There is a need for the person to participate in all stages of job analysis by focusing on the people who perform the job rather than the job. For the application of this method, it is necessary to follow certain stages in order. Important and critical tasks that need to be fulfilled in order to be successful in business areas should be determined. Examples including the lowest and highest performances by asking the employees include three important information in terms of job analysis with critical incident technique.[footnoteRef:31] [31:  Ergeneli et al.,2014:84] 

· What caused the incident: What is the employee's share in the occurrence of incidents and under what conditions a negative incident can be compensated.
· What the behaviour of the employee is considered good or bad: For what reasons the employee's behaviour is considered good or bad and according to which rules this good or bad concept is determined.
· What are the consequences of the behaviour: What are the consequences of the behaviour? What kind of contribution do these results make to the objectives of the organisation?
Although this technique provides reliable and acceptable results in areas such as recruitment, performance appraisal and training, it takes a lot of time to develop and implement.[footnoteRef:32] [32:  Gönül Budak,Ceyhan Aldemir,Alpay Ataol İnsan Kaynakları Yönetimi İzmir Barış Yayınları 2004,p.82-83] 

Situation Analysis Questionnaire
	This method, which basically focuses on how the work is done, is done by using a questionnaire form that includes questions about the content of the work and the characteristics of the personnel required. The situation analysis questionnaire has a very wide range of uses. The situation analysis questionnaire is a detailed job analysis questionnaire. The basic elements that play a role or not in the performance of the work should be determined. In this method, jobs are classified. The situation analysis questionnaire divided the jobs into different elements and handled them in 6 basic dimensions, these dimensions are as follows (Ergeneli et al 2014:86).

· Information received: It is examined where and how the employee obtained the information required for the job. In other words, it is determined that the employee has obtained this information.
· Mental processes: How the information will be differentiated by the employee and for which activities it is used. The effort and interpretation ability of the employee will differ for jobs and positions. 
· Work output: Which activities are carried out and which materials are used for the job. How often the activities are performed is also important in terms of job analysis.
· Relations with individuals: It is determined how often and under what conditions relationships are established with individuals for work and what the status of the employee's position is.
· Work environment: What kind of environment the work is done in. 
· Characteristics of the job: Anything that the employee would like to add about the job other than what has already been stated is indicated here. In this way, there will be no unknown issues about the job.

Time Study
It tries to find the best method to maximise the current efficiency for the work to be done. In this method, the principles of motion economics are used to detect defects. [footnoteRef:33]It is widely used in the determination and planning of work programmes in today's institutions. Nowadays, computer-aided time and studies have started to be used instead of the measurement technique with chronometer. The fact that the time is short, and the results obtained are more accurate has expanded the application area. The intensity of bureaucratic activities in the institution is also reduced.[footnoteRef:34] [33:  İ.İlhamı Karayalçın üretim yönetimi el kitabı Çağlayan kitapevi 1986. p.124]  [34:  Eren Güngör örgütlerde iş analizi master thesis 2006. p.26] 

Method Study
It tries to find the best method to maximise the current efficiency for the work to be done. In this method, the principles of motion economy are utilised for the detection of defects.[footnoteRef:35] An important stage of the method is fulfilled by asking questions such as what, why, where, who, by whom, when and how. The improvement of the work environment should be emphasised, and appropriate conditions should be provided in terms of temperature, ventilation, lighting, noisy cleaning, accident prevention measures.  [35:  Bülent kabu üretim yönetimi İstanbul 1987, p.320-324] 

Micro Motion Study
In order to analyse the work in detail, it is necessary to identify the basic elements and parts of the work, and for this, the work should be filmed. In this way, activities that will ensure that the work is carried out under more favourable conditions and with the least cost will be found. The success of this method will be largely dependent on the use of diagrams and charts to accurately record the information collected. In order to determine the work to be done more easily and efficiently, unnecessary operations should be eliminated, and close operations should be determined. To ensure simplicity, the work should be reorganised by changing the order of some operations.[footnoteRef:36] [36:  A.Dennıs Whitmore work study and related management 1973 p.171] 

ORGANISATION OF BUSINESS ANALYSIS INFORMATION
In job analyses, after the information is obtained, it must be arranged and made available. The output of job analyses is job descriptions. The duties, authorisations and responsibilities of a job, the way and order of work are determined. Job descriptions are documents in which the characteristics of the job, its benefits and the skills required for the job are found in a certain systematic way. 
Area and Importance of Job Description 
The most important output of the studies is job descriptions. A job description can be defined as a systematic summary of the information obtained through job analysis. In broad terms, the writing of tasks, responsibilities, working conditions and other aspects is called job description.[footnoteRef:37] [37:  Halil can, Ahmet Akgün ve Ş.Kavuncubaşı kamu özel kesimde insan kaynakları yönetimi 4 b Ankara siyasal kitapevi, 2001 p.59] 

During the job analyses, each job is examined separately, brought together regularly in the light of the characteristics determined and the data collected, and processed on tables. The fulfilment of each job available in organisations at an acceptable performance level requires firstly that each job is defined in a way that is understandable. It is appropriate for the analyser who has collected information about the job. Because he/she has been faced with this job for a long time and has certain knowledge.
The information provided from the job analysis is shortened under a certain system in the job description and made ready for use. Job descriptions ensure that all different jobs performed within an enterprise are in a structure that is identical to each other.[footnoteRef:38] [38:  Wiliam B. Werther and J. Kelth Davis. İbid.p.94] 

1.4.2 Difference between Job Analysis and Job Description 
The biggest difference of job analyses is that job analyses are an information gathering system, and job descriptions determine the duties, authorities, responsibilities, the way of doing the job and the order of the job. Job descriptions are a technique that enables this information to be presented in the easiest and most understandable way.

Job descriptions are documents in which the characteristics of the job, its benefits, the skills required for the job are found in a certain systematic way. The reasons that make job descriptions important are [footnoteRef:39] [39:  Demir et al.. 2005:27] 

· Job descriptions set out the preferred recruitment requirements for the organisation.
· Job descriptions form the basis for the responsibilities and performance standards expected from employees related to the job.
· Job descriptions provide information to managers about the contribution to the organisation whether the positions in the organisation will continue to exist or not. Thus, people who want to have information about the job will be able to get rid of the complexity of the job analysis form and obtain the desired information with shorter and more concise job descriptions.[footnoteRef:40] [40:  Eren Güngör örgütlerde iş analizi master thesis 2006:28-29     ] 


Job Description Form 
The job description form provides a systematic presentation of the general objectives of the job and each task and working conditions that make up the job. Although there is a standard form that can be used in all organisations, it generally shows similarities in terms of form and format in accordance with the purpose of use. It is transferred to the forms prepared in certain dimensions in the form of a presented table. The form is shown in figure B. 
Preparation of Job Description Form
The complexity and irregularity of the information obtained from job analysis, the need for them in certain patterns and in a proper environment has emerged. For this purpose, in the job analysis system, job data are prepared systematically in the form of job descriptions.
Sections of Job Description Form
In the job description form, the identity of the job, the summary of the job, the tasks that make up the job and the working areas are listed systematically.[footnoteRef:41] [41:  Aydemir,Ataol Budak 2001:85] 

Identity of the Job: In this section, the identity of the job and its place in the organisation are presented. In this section, the identity of the job should be clear enough for everyone working in the organisation to understand.
Date: It shows the time when the job description was made. The date is very important in terms of revealing the timeliness of the information.
Description Author: The purpose of indicating the person who personally made the job description is to demonstrate responsibility.
Department: It is written to reveal the department and position to which the work is attached.
Level of Work: Information written to indicate the degree of importance compared to other jobs is used in job evaluation.
Summary of Work
There are two purposes in summarising the work. The first of these tells what the work is, how and for what it is done. The second is to recognise the main lines of the work or to have information about the work with the main tasks of the work for the people who read the summary of the work.
Job Tasks
Authorisations and responsibilities are determined in relation to the job. In other words, according to the job in question, who receives orders and who gives orders while performing the job. It is possible to write the jobs one after the other, or it is also possible to write them in text. Writing things down is a more commonly used method. This process requires a very meticulous work. While writing the works to be done in order, the information required for time and movement study should be included. Since there will be similar groupings for all jobs, managers will easily determine the relative importance of the jobs with the help of these groups in order to give equal pay if equal.[footnoteRef:42] [42:  Eren Güngör örgütler iş analizi Master Thesis2006, S 30] 

The division of job duties is of particular importance for human resources managers. Because the success of management functions depends on the determination of job requirements. This information will largely be obtained from the tasks that make up the job.

Working Conditions
It is stated under which conditions the work is carried out. The conditions under which the work is carried out will ensure that the people who will work are ready for these situations. The physical and social environment of jobs in organisations is extremely important in terms of motivation, morale, and job satisfaction. The creation of such an environment has now become a legal obligation. While the analysis is being made, regional conditions related to the jobs to be included and excluded in the work are determined in advance. Some of these conditions can be listed as follows.  


· Institution or departmental situation (commuting distance, proximity, etc.)
· Ventilation, temperature, humidity, and lighting [footnoteRef:43] [43:  Mustafa Aydın Basar, insan kaynakları yönetimi, S.10] 

· Continuity or temporary nature of the work 
· Time and time of work; day, night 
· Daily and weekly hours, break times, mealtimes, holidays 
· Activities such as getting up, sitting, standing, walking, lifting, etc. 
· Fast, normal, slow to work in emergency situations.
· Attention required by the job.
· Regular or changing route. 
· Accident probabilities 
· Desired production standard 

While having information about the job, the principles for the selection of people suitable for the conditions are determined. A sample job description form is given below.


JOB DESCRIPTION FORM OF THE ORGANISATION 
JOB ID:
Job title: Business Analyst					Code of Work: 166.000
Date: 24 December 2022					Defined by: Ahmet Mutlu 
Department: Personnel					Level:
SUMMARY OF WORK
Collects and evaluates job analysis information such as interviews and observations. Provides the necessary information to other staff and specialists.


JOB DUTIES
Prepares the job analysis programme and questionnaire. 
Collects information about the job.
Talks to staff and managers.
Prepares job descriptions and job requirements.
Provides health and safety reports to the security department and managers. Fulfils other duties assigned by his/her supervisor.

WORKING CONDITIONS
Spends a significant and large part of the time working at a desk in a modern office with ventilation. In order to collect information about the work, he/she is in all working conditions required by the job. Working hours are between 08.00-17.00.
The above information has been verified by me.
Business Analyst 							Department Manager

Figure...Adapted from the Organisation Job Description Form. (Geylan, p.65)



Creating Job Requirements
These are written documents that specify the human qualifications such as education, work experience, work skills that must be present in the person who will do a certain job within the organisation and are prepared in line with the data obtained as a result of job analysis. One of the results of job analysis is job requirements. Its main source is job analysis.
Meaning and Importance of Job Requirements
It is the definition of the people who do or will do the job. In order for the work to be done with the desired quality, the education levels, work experience, various skills and characteristics of the people who will do that job should be what. The physical and intellectual abilities that the person normally needs while doing the job, the educational experience required, and the amount of effort required are revealed by job requirements.
Job requirements reflect the qualifications of the personnel required by the job. It presents a profile of the qualities that the personnel who can fulfil the job must possess.[footnoteRef:44] [44:  Werther and Davis, ibid.p.97] 

The time when job requirements are important is the stage of selection of new people to the organisation. Job requirements are also used effectively in other areas of human resources management.[footnoteRef:45] [45:  Can. Et al.p.61] 


1.4.3 Difference between Job Analysis and Job Requirements
Job description and job requirements are parts of a system that complement each other. In the job description, the structure of the job, its identity, its relationship with other jobs is considered as a whole and the required qualifications are determined. Then, the basic qualifications that should be sought in normal people who will do the work are determined in more detail. From another point of view, a general framework for job description is considered in a comprehensive manner. Job requirements, on the other hand, only examine in detail the factors that constitute the determining qualities of the job. Thus, job requirements are based on job analysis information. Instead of job analysis information, simpler job requirements are used. 
Job Requirements Form
The information determining the nature of each job performed is obtained by the methods applied during the job analysis and recorded in the job requirements form determined.[footnoteRef:46] It is very difficult to use a standard form for each institution. For this reason, each institution uses a form suitable for its own structure. These are the qualifications that the personnel doing that job must have in order to fulfil the job at a normal level. The forms in which these qualifications are shown in an order for each job are called job requirements forms. [footnoteRef:47] The job requirements form should be able to clearly reveal the profile of the personnel. The form created will limit the labour market by going into too much detail and it will be difficult to find human resources that can meet such details. [46:  Eren Güngör örgütlerde iş analizi Master Thesis2006. S 34]  [47:  Zeyyat Sabuncuoğlu persnel yönetimi politika ve yönetsel teknikleri S 91] 


Sections of the Job Requirements Form 
The job requirements form, which can be used in many organisations, includes skill requirements, identity, effort requirements, responsibility requirements and working conditions. These conditions are described in detail in each section. 
Identity of the job
This section contains the same headings as described in the job description. The information in this section can also be used in the job requirement form. 

RESPONSIBILITY REQUIREMENTS
Establishing an understanding and awareness of responsibility, which is one of the basic principles of maintaining order within the organisational structure, is one of the most important issues emphasised by the personnel at the management level. For this reason, these responsibilities should be clearly defined when preparing job descriptions and requirements.[footnoteRef:48] These liability requirements cover the following issues. [48:  Sabuncuoğlu ibid.p.78] 

· Responsibility for the Protection of Other Persons: It is used in the field of responsibility for preventing undesirable situations of the personnel working with or under the supervision of the employee during the work performed.
· Financial Responsibility: It is the responsibility arising from the economic damages caused by the errors that will occur as a result of the work done.
· Supervisory Responsibility: It is the number of staff under the supervision of the person and the responsibility to ensure that the work is done in accordance with the qualifications. It is the responsibility that is mostly valid for the personnel at the management level.
· Material and Equipment Responsibility: The use of tools and machines used in the organisation and the effective and efficient use of the materials under supervision in accordance with the purpose.
SKILL REQUIREMENTS
Rather than the level of ability possessed by individuals, the minimum level of ability required for the fulfilment of the job is within the scope of job requirements. Ability can be considered as the last condition for the achievement of the job. The qualifications sought for people's abilities are as follows: 
· Education: The level, type and duration of education required to perform the job, technical, vocational training, on-the-job training, etc. needs are specified in this section.[footnoteRef:49] [49:  İsmail Cem Aşkun, İş Değerlemesi ve Türkiye’de bir uygulama Ankara MPM Yayınları 1969, p .123] 

· Experience: It includes the pre-job and on-the-job experience that is necessary for the person to succeed in the job. In addition to this, he/she takes orders from and gives orders to whom while performing the work.
· Special Knowledge and Skills: It refers to the knowledge and skills that can contribute to the achievement of the job. Knowing which jobs to be in contact with while performing the job in question.
· Initiative and Creativity: These are the qualities necessary for identifying and solving the problems encountered in the performance of the work.[footnoteRef:50] [50:  Can et al. ibid.p..61] 


EFFORT REQUIREMENTS
The sum of the energy, power and labour of intellectual and physical nature spent for the work to be done on appropriate principles can be determined as effort requirements. Especially when determining the physical and intellectual efforts, precise values should be set instead of general definitions.[footnoteRef:51] Instead of lifting a heavy load, it would be more appropriate to say that he/she lifts a 60 kg sack. [51:  Aşkun ibid.p..123] 

· Physical Effort: The movements applied by people while doing work, the position in which the work is done, and similar features can all be determined as physical effort.
· Intellectual Effort: These are the efforts that need to be shown in issues such as solving and adapting the problem needed during the performance of a job. The degree of qualifications required in doing the work and making decisions on their own determines the need for intellectual effort.[footnoteRef:52] [52:  Aşkun ibid.p..124] 



WORKING CONDITIONS
Indicates the conditions under which the work is fulfilled. These are the works that need to be done in order to ensure that people work under more favourable conditions and effectively. The unique working environment of each job should be clearly defined in the forms.[footnoteRef:53] [53:  Sabuncuoğlu ibid.p..79] 

- Work Environment: All of the environmental life information under which conditions the work is done constitute the factors of the work environment. These are factors such as heat, light, humidity, noise. 
- Work Hazards: It is the types and degree of occupational accidents and diseases that will occur in the performance of the work. These hazards can be minor injuries, organ loss, burns, stress, back disorders. 
A job requirements form is given below.

ORGANISATION’S JOB REQUIREMENTS FORM 
JOB ID:
Job title: Business Analyst					Code of Work: 166.088
Date: 27 December 2022					Defined by: Ahmet Mutlu 
Department: Personnel					Level:
The First Manager to whom the personnel performing the work reports:
SKILL REQUIREMENTS
1. Education: A four-year bachelor's degree is required.
2. Experience: Must have worked in the field of management.
3. Special Knowledge and Skills: Ability to present job-related information in a concise written and oral form is required.
EFFORT REQUIREMENTS
1. Physical Effort: Normal functions required for office work, such as sitting, walking, standing.
2. Intellectual Effort: Intensive vision and attention are required to observe the work. The nature of the job requires entrepreneurial and creative qualities. He/she must have the ability to use methods to gather information about the work, to analyse and synthesise the work, and to reveal the inner side of the work. Must have the ability to make decisions when the nature of the work requires frequent judgement.




ORGANISATION’S JOB REQUIREMENTS FORM
JOB ID
Name of the Job: Business Analyst				           Job Code: 166.088
Date: 27 December 2005			           Prepared by: Ahmet Mutlu
Department: Personnel 				           Level:
The First Manager to whom the personnel performing the work reports:

SKILL REQUIREMENTS
1.Education: A four-year bachelor's degree is required.
2.Experience: Must have worked in the field of management.
3.Special Knowledge and Skills: The ability to present job-related information in a concise written and oral form is required.

EFFORT REQUIREMENTS
1.Physical Effort: Normal functions required for office work, such as sitting, walking, standing
2.Intellectual Effort: Intensive vision and attention are required to observe the work. The nature of the job requires entrepreneurial and creative qualities. He/she must have the ability to use methods to gather information about the work, to analyse and synthesise the work, and to reveal the inner side of the work. Must have the ability to make decisions when the nature of the work requires frequent judgement.

RESPONSIBILITY REQUIREMENTS
1. Responsibility to Protect Other People 
2. Financial Responsibility 
3. Material and Equipment Responsibility 
4. Supervisory Responsibility 

WORKING CONDITIONS
1. Work Environment: Mostly works sitting in an office. Every workplace he/she visits to gather information about the work is his/her workplace. Travels the first three days of each month to provide information to other affiliated organisations.
2. Occupational Hazards:
Figure...Adapted from the job requirements form of the organisation. (Geylan, p.71)


SECTION TWO
APPLICATION AREAS OF JOB ANALYSIS INFORMATION IN HUMAN RESOURCES MANAGEMENT IN ORGANISATIONS

Human Resources Management Field and Its Importance
All institutions, both in the public and private sectors, are established to realise certain objectives. It can be defined as a group of people working together under a certain order to realise certain objectives. As can be understood from the definition, the two most important elements of organisations are goals and people. An organisation without goals and people is unthinkable. In order to achieve the objectives, some functions of the manager must be fulfilled.
Human resources management can be defined as the process of planning, organising, directing, and supervising employees to ensure the use of resources to achieve corporate objectives.
The series (process) of activities aimed at realising a common goal within the institutional system is called management. 
In order for human resources management to continue with consistency and determination, some principles are necessary. At the same time, activities will be carried out effectively and with the least loss of time. Managers directly affect the success and performance of the organisation through the decisions they make and the functions they undertake. In today's variable, dynamic and competitive environment, the main determinants of the success or failure of organisations are managers and employees. In this field, it is seen that organisations, especially in the period after 1908, have a greater understanding of social responsibility.
The most important difference of human resources management from personnel is that it has a perspective that puts people at the forefront. These principles, the foundations of which were laid by Fayol and Taylor, can be listed as follows.[footnoteRef:54] [54:  Cahit Tutum Personel Yönetimi Ankara TODAİE yayınları No: 179,1979] 

· Adequacy Principle
· Equality Principle
· Career Principle
· Assurance Principle 
· Principle of Impartiality
· Principle of Succession
· Management Development Principle
Within the scope of this responsibility, organisations are more sensitive and committed to their customers, employees, government, and competitors. Depending on the size of the organisation, the need increases during the start-up, development, expansion, and maturity periods.[footnoteRef:55] [55:  Budak Aldemir and Ataol, ibid.p.30-31] 

Regardless of the purpose for which the organisation is established, human resources should be used with a balanced and strategic approach. The importance of human resources for organisations can be summarised under the following headings.[footnoteRef:56] [56:  Budak Aldemir ve Ataol ibid.p.22] 

· Improve organisational performance.
· Taking part in strategic planning
· Deciding on mergers, acquisitions, and downsizing 
· Reorganising institutions and ways of working 
· Provides assurance of financial responsibility for human resources results.
  
THE RELATIONSHIP BETWEEN HUMAN RESOURCES MANAGEMENT FUNCTIONS AND JOB ANALYSIS
Relationship between Human Resources Planning process and job analysis.
	In human resources management, the human being and the institutional environment and environment in which the human being is located are taken as the centre. Although the human resources management approach does not ensure corporate success, they have a similar understanding of management with the total quality management approach, which is parallel to their emergence and application area. With each passing day, the human element has come to the fore in new management; the understanding of employee services (personnel) management has begun to get rid of its traditional structure.
Conceptual Analysis of Human Resources Planning 	
	Human resources planning is in line with the development of the holistic purpose of the organisation; the required number and the required number of employees at the desired level of ability and skill are available at the right time for the required jobs. One of the main problems faced by organisations is to plan the workforce to be employed effectively and in a way that will protect the interests of the organisation at the highest level and the planning made to determine from which source this will be provided should be done by taking into account the short and long term needs of the organisations. In this case, human resources planning should be done in stages. In order for human resources planning to be successful, it is necessary to analyse the current situation correctly and to harmonise with the developments foreseen in the future by making use of past data.[footnoteRef:57] [57:  Eren Güngör örgütlerde iş analizi master thesis 2006; p.41] 

	In general, since the qualified and appropriate human resources will affect the efficiency of the organisation, there is a need for a workforce suitable for future investments. The objectives of planning for this purpose can be summarised as follows. [footnoteRef:58] [58:  Dursun Bingöl ibid.p.81] 

· To act in accordance with internal changes and restrictions in human resources.
· Ensuring employee training and development.
· Filling vacant positions.
· Finding and recruiting new employees.
· To adapt to rapidly changing conditions in society.
· To adapt to technological innovations and market conditions.
· To act in accordance with legal regulations and changes.
The development potential of the organisations, the new jobs that may arise, the personnel qualified to perform these jobs and where, when, and how the personnel will be provided should be determined. Planning should be constantly updated and adapted to the renewed objectives of the organisation. The reasons that require human resources planning in organisations can be listed as follows.[footnoteRef:59] [59:  Serkan Bayraktaroğlu İnsan Kaynakları Yönetimi İstanbul 2003 p.43] 

· Increase in labour cost.
· Rapid developments in technology.
· Shortage of skilled labour.
· Legal and political developments.
· The new world order brought about by globalisation.

Planning is about the future and the benefits to be obtained as a result of pre-determining what will be done where, when, how and by whom are as follows.[footnoteRef:60] [60:  Eren Güngör örgütlerde iş analizi Master Thesis2006 p 43] 

· To ensure that human resources expenses are kept at a normal level.
· To resolve the problems of the employees.
· To provide the qualified labour force needed by the institution.
· To provide supervision on behalf of senior management.
· To identify excess labour force in the institution.
· To make the most efficient use of employees.

In order to plan human resources in institutions, certain stages should be followed. These stages are as follows.
· Identifying the purpose.
· Recruiting and employing the employee.
· Evaluating the current situation.
· Training and development of the employee.
· Evaluation of the employee's performance.
· Wage and salary management.
· Social welfare and service management.
· Occupational health and safety management.
· Career management.
· Labour relations management.
Using Job Analysis in Human Resources Planning
In the human resources planning process, it is necessary to create a system that can meet the expectations of employees with the instinct that the organisation needs to be successful in its activities. The most important of these is to determine the labour force requirements that the organisation will need in the future. For this purpose, objectives such as increasing productivity, reducing costs, maximising the knowledge, skills and abilities of employees can also be determined.
In determining the current situation of the organisation, studies are carried out in three different dimensions.
· Personality characteristics of employees such as skills, experience, personality, and knowledge levels are analysed.
· To make job descriptions by analysing the work being done in the institution.
· Comparison of jobs and employees is made by making use of job descriptions made in institutions. [footnoteRef:61] [61:  İsmet Barutçugil stratejik insan kaynakları yönetimi İstanbul 2004. p.245] 

In today's ever-changing and developing world, the purpose of human resources management, the workforce of the organisation, wages, number of employees, age, gender, education level, seniority, skill level and experience level can be determined. In line with this stated purpose, we can list the responsibilities of human resources management as follows.[footnoteRef:62] [62:  Dessler 1997:6] 

· Training of employees
· Placing the right people in the right jobs
· Orientation and orientation of new employees
· Improving relations with employees
· Improvement of employee work performance
· Increasing and maintaining the profitability of organisations and providing new decisions
· Explaining the environment of the organisation's policies and procedures
· Improving communication
· Increasing and protecting employee morale
· Maintaining the health and physical fitness of employees


The purpose of job analyses is to collect data that can effectively fulfil the basic activities of human resources, to put the collected data in writing and the relationship between human resources planning can be stated as follows. Figure…
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Figure-4 The relationship between job analysis and the basic functions of human resources management (Balaban 2013)

Employee recruitment, selection and placement process and Job Analysis
It is the activities of finding the desired quality and quantity of employees in accordance with human resources planning and placing them by accepting them to work. Because it is very rare to find all the required qualifications in a single employee. [footnoteRef:63] When the right employee is not hired for a job, the efficiency of the organisation will decrease. [63:  John Finnigan, Doğru iş = doğru Eleman 2b İstanbul 1997, p.47] 



Conceptual analysis of employee recruitment, selection, and placement
Finding and selecting employees should be done in accordance with the policies and plans of the organisations. When selecting the employee, it is impossible to determine the qualifications of the employee to be recruited unless the requirements of the job are determined. According to the data obtained from the job analysis of the employee, candidates suitable for the characteristics of that job are found and placed. Importance. Human resources planners will be successful if they analyse the requirements of the job and the qualifications of the employee well. The policies implemented by the organisations, labour force plans, the way of action of the experts responsible for finding the employee will affect the environmental conditions and job requirements.[footnoteRef:64] [64:  Geylan ibid.p.76-79] 


Finding and selecting personnel with the desired qualifications in accordance with human resources planning is a difficult and time-consuming activity. It is important for managers who are in the decision-making mechanism in the new establishment phase of organisations to find and place candidates in accordance with the characteristics specified in the job requirements. The general characteristics of the employees needed and the skills, knowledge and experience, job descriptions and levels required for the successful fulfilment of the job are widely specified in the job requirements forms. It helps to establish criteria that can be used when making recruitment decisions in organisations.[footnoteRef:65] [65:  Sabuncuoğlu, İnsan Kaynakları Yönetimi p.228] 


Those who are recruited in organisations should be given basic training in order to acclimatise them. The degree of training to be provided provides a general framework for determining training needs.
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Figure-5 Employee recruitment, selection, and placement process. [footnoteRef:66] [66:  Werther ve Davis; p.128] 

The role of job analysis in the process of recruitment, selection and placement of employees is shown in the figure above.
Relationship between Employee Training and Development Process and Job Analysis
One of the most important problems for today's organisations is to follow and adapt to change. It is the duty of managers to teach all employees how to do their jobs quickly and accurately. In these times when information is produced very fast and consumed faster, the bigger problem for organisations than accessing information is the delivery and internalisation of this information to the employees of the organisation.
	Training and development of employees, determining the goals for the future by examining the current situation, training, development will increase the sense of belonging to the organisation with the self-confidence that employees can do it. It is what employees will receive in training. The knowledge, skills, and characteristics that the employee should have been determined. Then, the activities to be implemented for the effective performance of the job are determined by performing task analysis.[footnoteRef:67] Every measure to be taken for effective training should be handled in a systematic approach. For this purpose, the training process in organisations consists of four main components. [footnoteRef:68] [67:  Bingöl, ibid.p.184]  [68:  Neo ibid.p.7] 

· Identifying the need for training 
· Training planning 
· Implementation of the training 
· Evaluation of the training

Identification of Training Needs
In determining the training need, job descriptions and job competency forms prepared before are evaluated together and the level of training need is determined. While determining the training needs, the responsibilities, knowledge, skills, training, and experience required to achieve the main objectives of the organisation should be determined and the level of meeting the needs of the employees should be determined. It is important for the management of human resources that senior management is convinced of these needs. [footnoteRef:69] [69:  Ömen Seleş İnsan Kaynakları yönetiminde iş analizi Koya Eylül 2019, p.17] 


Education Planning
After the training need is identified, the second stage is training planning. Since every change occurring inside and outside the organisation will change the qualifications of the employees, detailed and regular planning should be made to adapt to this change. While making these plans, the selected place should be suitable for the institution, the trainer should have the ability to act in accordance with the mission and vision of the institution and should have the knowledge and equipment to add value to the employees.
Education Implementation
The prepared training is applied either at the beginning of the work or outside the work. Employees are trained on the one hand while doing their job on the other hand. Here, methods such as working under a superior, delegation of authority, rotation are applied to familiarise employees with the job. Whatever the training application, it must be of such a nature that the employees participate in the training willingly and willingly. Because the training received reluctantly will cause stress rather than adding value to the employees.
Evaluation of Education 
By comparing the situation evaluation made before the training and the results reached at the end of the training, the training is evaluated by both trainers and managers, and it is determined whether the purpose of the training has been achieved or not and whether there is a need for a new training or not.
In parallel with the development of technology, the change in the structure of the organisation will be reflected in the jobs and will create differences in job requirements. When these changes will have to be balanced with the qualifications of the employees, the needs will be determined through planned job analyses. Employee development is as important as training for the interests of the organisation. 
The Relationship between the Process of Evaluating the Performance of Employees and Job Analysis
Performance refers to the results of an employee as a result of completing the task assigned to him/her within a certain period of time. While talking about the concept of performance, the performances of individuals and organisations are evaluated separately.[footnoteRef:70]  [70:  Şimşek a.g.e, 2007:80] 

Conceptual Analysis of Employee Performance Appraisal
Performance appraisal can be defined as the process of measuring the success or failure of employees at work. Managers should tend to report the employee's success rather than failure.[footnoteRef:71] Nowadays, performance appraisal is generally used for wage and salary management and to identify employees' strengths and weaknesses.[footnoteRef:72] [71:  Geylan, ibid.p.140]  [72:  Özgen v.d , ibid.p. 229] 

One of the aims of performance appraisal is to provide feedback to the employees of the organisation about their own performance based on the characteristics of their work, and the second is to create a network that enables the exchange of information between employees and managers and the contribution of employees. 
The expected objectives of appraisal are as follows.[footnoteRef:73] [73:  Mercanlıoğlu 2017:43] 

· To prepare business personnel inventory for the purpose of workforce planning
· Identify the training and development needs of employees.
· Selection for promotions according to universally recognised criteria
· Contributing to the organisation's reward and punishment system, if applicable
· Developing and strengthening employee-management relations
· To contribute to the development and career plans of individuals by showing them their inadequate aspects
· To help managers' decisions about wage policies whose adequacy is the base.
· To terminate the employment contracts of employees who do not demonstrate an adequate level at work.

After the organisations set their goals, employees should know what is expected of them in achieving their tasks so that there is no confusion in achieving the goals. However, there are other techniques that can be used as success appraisal techniques. The performance of employees can be measured with techniques such as graphic appropriate sentence selection, critical incident, forced choice and free expression.[footnoteRef:74] [74:  Eren Güngör örgütlerde İş Analizi Master Thesis 2006; p. 52] 

The performance appraisal process consists of the following stages.[footnoteRef:75] [75:  Oy Aytemiz Seymen İnsan Kaynakları Yönetimi Master Thesis 1995] 

· Identifying the characteristics that can be taken into account in performance evaluation. 
· Development of performance standards 
· Analysing and selecting the performance appraisal methods to be applied 
· Identifying who will carry out performance appraisals. 
· Deciding on the intervals of performance appraisal
· Carrying out performance evaluation studies 
· Evaluation of the results of performance appraisal exercises
For this reason, it should be investigated whether job analyses are sufficient before starting a performance evaluation. The content of the work carried out in organisations is changing rapidly.
Whatever the criterion accepted as the standard of success, job analysis must be carried out in order to determine it. The fact that the objectives of the organisation and employees are clear, precise, and measurable will ensure that the job analysis and its outputs will reveal the success criteria that will enable them to achieve these objectives. 
In the job descriptions created as a result of job analysis, employees will be able to know which performances they need to perform for which positions. In this way, their motivation and belonging to the organisation will increase. 
Relationship between Wage and Salary Management and Job Analysis
The concept of wage is broadly defined as the price of human labour and in general terms, it is determined as a predetermined income paid without waiting for the sale of the goods produced by the profit of the institutions. By means of wage and salary management in institutions, a wage policy should be established and the salary and wage levels to be paid should be determined and a basic wage structure should be used to ensure that the wages corresponding to the labour of the employees are paid. Depending on the economic power of the organisation, wage management is the intersection point of the expectations of the business and the employee in order to increase the motivation, productivity and quality of the employee's work.[footnoteRef:76] [76:  Işığıcok 2011:137] 

Wages alone are a very important cost element in an organisation. It constitutes close to 60 per cent of all expenses for the production activity. In traditional remuneration management, the organisation needs to make arrangements to provide a basis for measuring the contribution or value of each job to the organisation, independent of the individual's performance. The grouping of wage systems according to their basic characteristics is shown in the table below.[footnoteRef:77] [77:  Erdem 2007:67] 












	WAGE SYSTEMS
	

	
	
1-Wage Systems Based on Labour Market

	
	
	2- Work Based Wage Systems 
Time Based Wage Systems
· Basic time wage systems
· Daily wage system based on measured quantity of work
· Variable daily wage system
Wage System Based on Production Work Quantity
· Piecework wage system
· Lump sum wage system

	
	
	

	
	
	3- Performance Based Wage Systems
· Wage systems based on individual performance
· Wage systems based on group performance
· Wage systems based on business performance

	
	
	

	
	
	4- Individual-based wage systems
· Wage systems based on knowledge and skills
· Competency-based wage systems


Table…	Wage systems
       
Conceptual Analysis of Wage and Salary Management
Through salary and wage management in institutions, a wage policy should be established, salary and wage payment levels should be determined, and a basic wage structure should be used to ensure that employees are paid the wage that is equivalent to their labour. Necessary analyses should be made for these arrangements.[footnoteRef:78] These analyses are defined as the systematic examination of the relevance of the jobs within the organisation to an individual and the valuation of each job is defined as job evaluation. [78:  Amstrong 2006:660] 

In order to create an effective salary and wage management system, certain steps must be taken. Salaries and wages in the market should be researched by creating a wage and salary structure, salaries and wages should be determined by analysing the results obtained, payments should be made within a plan and the effectiveness of the system should be evaluated.
2.2.15 Using Job Analysis in Wage and Salary Management
In order to evaluate the jobs in organisations and determine the differences between them, it is necessary to know what knowledge and skills are needed, how and under what conditions the work is done. This can only be possible with job analyses made in advance.[footnoteRef:79] [79:  Hüseyin Özgen dokuz Eylül ünv. 11B F. Dergisi Volume 2 Issue 1 1987 p.1-3] 

Wage management is a synthesis of activities by combining the expectations of different interest groups at a common point. The benefits of a well-planned wage management programme can be divided into two groups: employers and employees. 
Job analysis data are also used in market research to determine the wages paid in other organisations for similar jobs in order to understand whether the benefits for employees and the benefits for employers are fair within the organisation. For this purpose, job descriptions are used to determine the extent to which the jobs in other institutions are similar to the existing jobs and their common characteristics.[footnoteRef:80] [80:  Cavide Uyargil İÜ İşletme Fak. Dergisi Volume 18 Issue 2 1997, p.16] 

All the work carried out from the establishment of the wage system to the establishment of the wage system, from the establishment of the wage policy to the market wage surveys to determine the wage to be paid to the employees constitutes wage management.[footnoteRef:81] In addition, wage management is the function that has the most relations with other human resources issues and with the internal and external environment of the organisation among human resources functions. Wage management can be listed in two groups as mentioned above. [81:  Mehmet Cemil Özden, 2006 p.10] 

Benefits for the employee
· Since employees will be paid according to the requirements of the job, injustices will be eliminated. 
· Subjective behaviours that may be involved in determining wage rates are prevented.
· Business processes and promotion lines are established appropriately.
· A well-programmed wage management system that is explainable increases employee motivation and morale.
Benefits for the employer 
· It reduces disputes over wage inequalities.
· The employer can systematically plan and control labour costs.
· Attracts skilled labour by paying adequate wages for all jobs in the organisation.
· Can explain the principles of the wage programme in relations with the union.
In general, the most important factors affecting wage management are economic conditions, differentiated workforce structure, stage of development of organisations and the most prominent common problems experienced in organisations in terms of organisation.
· The structure of the wage management system and the ambiguity of job descriptions
· The wage management policy of the organisation is not defined. 
· Imbalance between positions and wage structure within the organisation 
Wage can be defined as the share of the product received by those who participate in production with their labour or, in short, the price of the labour involved in production.[footnoteRef:82] [82:  Zeynel Dinler Mikro Ekonomi Bursa 2005, p.419] 

In its narrow meaning, wage is the price paid to human labour for a certain service. In a broader and more general sense, wage is the price of labour, which is one of the most important factors of production in the form of nature, labour, and capital.[footnoteRef:83] [83:  Selçuk Yalçın personel yönetimi İstanbul İÜ. İşletme Fak. Publication no:246] 

For the organisation, wage is an element that affects costs as a general principle. From the employee's point of view, the wage is a daily or monthly life assurance for the employee.
In addition to the main wage, all the benefits earned by the employees in accordance with the laws or contracts are the supplements of the wage. Wages, bonuses, premiums, commissions, etc. can be listed as.
Wage can be determined in various ways. In the labour legislation, different systems are envisaged for the determination and calculation of the wage based on the principles. 

Relationship between social assistance and services management and job analysis
Social assistance services in organisations can be carried out regularly with a good management system. The contributions and aids made by the organisation to its employees other than wages and salaries are social aids. These benefits are provided under the headings of monetary payments (bonuses, fuel etc.), occupational safety (accident, old age, disability insurances) services (lodging, canteen, housing) and pension. Firstly, the costs related to these aids and services should be calculated and the necessary resources should be created. Then the legal basis should be prepared, and the provision of appropriate aids and services should be compared according to the demand or need of the work.  
Using Job Analysis in the Management of Social Assistance and Services
The desired objectives in the provision of social assistance and services in organisations can be grouped as social, institutional and employee objectives. Institutionally expected contributions are determined as attracting qualified personnel to work, increasing job satisfaction by increasing morale, creating a good corporate image, and using resources effectively.[footnoteRef:84] [84:  Randall Sehuller personnel and Human Reseurces Management USA. 1984 p. 358-360] 

A regular and fair programme should be established for the provision of social assistance and services in institutions. In the creation of the programme, employees should be interviewed, research should be done, and content should be created. Because the employees differ from each other in terms of age, marital status, culture, experience, working conditions and education level. The data required as a result of the studies will be provided and kept up to date through continuous job analyses. 
Relationship between Occupational Health and Safety Method and Job Analysis
According to the World Health Organisation, occupational health and safety requires the reinforcement of the physical, mental, and social well-being of employees in every line of work and maintaining it at the highest levels, preventing damages to the health of employees due to working conditions and materials used, and placing the worker in places suitable for his psychological and physiological characteristics.
When examined in terms of human resources management, incapacity and occupational diseases resulting from non-compliance with occupational safety means loss of productivity for organisations. Work analyses should be carried out carefully in terms of occupational health and safety in terms of revealing the conditions under which they are carried out.
Conceptual Analysis of Occupational Health and Safety Management
Diseases arising in the work environment of employees and the risks associated with them include hygiene rules and protection from microbial and infectious diseases. The contributions of the occupational health and safety method in organisations can be listed as follows. [footnoteRef:85] [85:  Tamer Bolat, O. Aytemiz Seymen, İnci Bolat Termal Turizm İşletmelerinde Sağlık Güvenliği sorunları Gönem 2001, p.1-35] 

· To protect the health and safety of employees 
· To ensure that employees comply with health and safety conditions. 
· Eliminating factors harmful to health in the workplace environment 
· To assess the causes of the damages suffered by employees.
· To comply with health and safety standards
· Creating a good corporate image
· Reducing others of trade unions and professional groups 
Information about the working conditions, the physical conditions of the working environment, the level of expertise required by the work, the risks encountered during the work, accidents, occupational accidents, and occupational diseases are revealed as a result of job analysis.
In job analyses, it can be determined whether the hazards of the work are caused by the environment or by the structure of the work itself. It is revealed under which physical conditions each job is performed and which hazards it contains. In summary, data will be provided for protective health and safety programmes and necessary measures will be taken.
As a result of the job analysis, it will be possible for the managers in the organisation to take the necessary measures to improve the working conditions and against occupational diseases thanks to the conditions of the employees and all kinds of information about the work.
Relationship between Career Management and Job Analysis
The word career means the path to be travelled in Latin, and today it primarily describes how people have followed a process in business life until that day and where they aim to reach after that day. Another meaning is to assume responsibility, status, power, and prestige in order to progress in the selected business process and earn more money. In other words, it is a process that includes the attitudes and behaviours related to the position of the employee throughout his/her working life, the positions he/she occupies and the jobs he/she performs.[footnoteRef:86] [86:  Serpil Aytaç Çalışma Yaşamında Kariyer Yönetimi planlaması geliştirilmesi sorunları İstanbul Epsilon yayıncılık 1997 p.20] 

Correct career planning and management for individuals is very important for organisations. In the modern sense, career planning and career management for organisations consist of two situations. 
Career planning can be evaluated separately for the individual and the organisation. Career planning refers to the awareness of one's own abilities and skills and knowing where he/she will be when he/she gains which abilities and skills in the institutions in the future, which is a desired situation for individuals.
During career management, career paths are determined for individuals, open jobs are announced, individuals' performances are determined, and career counselling is provided for them. Career management is a dynamic process that is constantly changing. The reason is that employees, sands, and framework are constantly changing.
The main purpose of career development is to help employees to orientate themselves by providing development in business life. In addition, career development objectives can be counted as follows.[footnoteRef:87] [87:  Barutçugil, ibid.p. 320] 

· Reducing inefficiency due to lack of motivation
· Reducing the barriers to promotion
· To train staff for future tasks
· Creating high career expectations
· Assistance in discovering employees' talents.
· Developing creativity
Career planning starts with the identification of need and career exploration. Career development is usually organised in four phases: traineeship, collegiality, training, and sponsorship.[footnoteRef:88] [88:  Barutçugil, ibid.p. 326] 

Using Job Analysis in Career Management
	Career management together with job analysis ensures that the professional lives of employees are planned and put into operation. In organisations, career planning is made as a priority and career development planning is created in the following periods. Job analysis contributes to both activities.
Job and employee evaluations obtained through job analyses in institutions determine the degree of difficulty and importance of the jobs in the institution and the success of the employee in the job. Managers will have the opportunity to evaluate between job requirements and personal requirements. Employees who achieve this are rewarded. Those who fail to achieve this are changed jobs or included in training programmes according to their abilities. When necessary, they are dismissed and their relationship with the organisation is severed.
Career management system is closely related to performance management and training development functions as it includes the processes of goal setting, evaluation reports for individuals and training accordingly.[footnoteRef:89] Some organisations also support individual career planning activities, even if they undertake a counselling role for their valued employees. In this respect, it is possible to list the differences between individual career planning and corporate career method as follows[footnoteRef:90]. [89:  Tahıroğlu 202:139]  [90:  Burack 1988:151] 


Individual Career Planning 			Corporate Career Planning
-Life planning 					- Potential measurement
-Job knowledge 					-Performance appraisal
-Job selection 						-Career steps
-Institution selection 					-Success planning
-Job opportunities 					-Personnel information system
-Self-orientation 					-Career information
-Self-development 					-Counselling knowledge
-Job counselling 					- Labour career planning
-Creating a personnel system
The first thing that catches the eye in this list is that individual career planning is human-oriented and almost every subject in its field is related to life. However, as seen in both approaches, individuals facilitate organisational plans, and the organisation supports individual development and advancement.[footnoteRef:91] [91: Burack 1988: 36] 

Relationship between Labour Relations Management and Job Analysis
Regulating the relations between the institution and the managers and trade unions is one of the functions of human resources management. The issues that affect these working relations are the developments in the legal field, the understanding of management, the rules set by the international labour organisation. For this purpose, acting in accordance with the legal regulations in force, conducting and realising the collective bargaining process by balancing the relations between the institution and the trade unions have been determined as the main activities.[footnoteRef:92] [92:  Zeki Adal İşçi-işveren ilişkileri 2.b. İstanbul p.445-490] 

Conceptual Analysis of Labour Relations Management
Labour relations can be summarised as serving as a mediator between the institution and trade unions, establishing discipline and problem-solving systems. Labour management regulates the relations between the employee and the manager and ensures that the relations are established on a healthy basis at the level of both individual and collective relations.
There are three parties in labour management. They are employees and employee representatives, managers and manager representatives, and public institutions and bodies specialised in employee-manager relations. Labour relations management deals with increasing cooperation between these parties and solving problems.  One of the most important activities carried out individually or collectively is the organisation of trade union relations and collective bargaining. The use of job analysis data contributes significantly to the resolution of disputes between organisational managers and employee representatives in the areas of wages and wage policies, working hours and occupational safety, which are the main issues of collective bargaining negotiations.[footnoteRef:93] The effective and healthy execution of these activities will be possible through regular business analyses. [93:  Meryem Akoğlan Kozak konaklama işletmelerinde İş Analizi Eskişehir Anadolu Ünv. Yayınları No. 1325-2001] 



SECTION THREE 
APPLICATION 
GENERAL INFORMATION ABOUT PENDIK MUNICIPALITY
It was within the borders of the Roman Empire since 750 BC, which was connected to the province of Istanbul, the empire was divided into two in 395 BC and Pendik remained within the borders of the Eastern Roman Empire. The region, which was conquered by the Seljuks between 1080-1083, was later again under Byzantine rule. The region came under the sovereignty of the Latin government with the disintegration of Byzantium in 1203-1204 but was included in the Ottoman border in 1306. If there were conflicts between the Ottoman Empire and Byzantium, the Battle of Palekanon was fought between 1329-1330 and the Ottoman Empire, which won the war, was abandoned for a long time. Finally, it was included in the Ottoman lands during the time of Yıldırım Beyazıt, and it remained in the Ottoman lands from the 1400s by Abdurrahman Gazi. During the Ottoman period, while it was a village connected to Gebze, it later became a sub-district within the Kartal sanjak under the Üsküdar Mutasarrıfliği. Finally, it became a district with the Law No. 3392 published in the Official Gazette No. 199507 on 04.07.1987 and completed its organisation and started to operate on 11.08.1988.
History of Name
Established in a bay with a natural harbour feature, Pendik was abandoned for a while in prehistoric settlements due to the low level and excessive salting in the Marmara Sea, and when the Marmara Sea returned to normal, it was again the scene of settlement. The oldest known name of the district is pantıkopıon - pantikapeun (Pantikape). It is known as pantikya in the Roman period. During the Byzantine period, it was called pantiki and during the Latin domination period, Pendik was named penında-kot and panlı-hıon, which means big wall. The name Pendik, which means five noses and five protrusions, is pantikini, which was changed by the Turks and is still used during the Ottoman period and is still in use.
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It stands out as one of the important districts of Turkey. It is one of the technology centres with Sabiha Gökçen airport, one of the largest airports in Turkey. Pendik is a centre of attraction for tourists coming to Istanbul with its historical bazaar, shopping centres, international festivals, entertainment venues, well-equipped cultural and sports centres, 5-star hotels and modern living spaces. Pendik offers an ideal environment for visiting historical and touristic places such as Natural Science Museum and Aydos castle. 
Location 
Pendik, which is the gateway to Istanbul, is neighbour to Şile and Çekmeköy in the North, Tuzla in the East, Sancaktepe, Sultanbeyli and Kartal in the West, Marmara Sea, and Islands in the South. Aydos, the highest hill of Istanbul, is located within the borders of Pendik.
Population 
Pendik's current demographic structure has emerged with the migrations it received in different periods. The population of Pendik, which received immigration from Anatolia in the 1930s and from both Anatolia and Balkan countries by 1960, reached 235 thousand in the 1990s. According to TUIK records, the population of the district is 742 thousand today.
Economy
he economy of Pendik is getting stronger with the steps taken by public institutions and the private sector. Pendik, whose trade volume is gradually increasing, is among the advanced cities of Turkey with its large companies that have made a name for themselves in exports. In Pendik, it can place all the vegetables and fruits needed by the people of the district. Production also ranks high among Pendik Istanbul districts.
Education 
The district, which has a high youth population, has 134 thousand students, 259 educational institutions and 4,124 classrooms. In the district where modern education buildings are located, quality standards in education are increasing day by day. In the district where 7,644 teachers work, there are 28 students per classroom in general secondary education.
Health Facilities 
Public hospitals and rehabilitation centres, which are staffed by academics who are experts in their fields, provide high quality and reliable healthcare services. Health services are provided. Pendik Municipality, which aims to provide the best service to the people of the region, is organised as follows in order to provide various services efficiently.

				







	   Special Staff Manager


	   Support Services Manager


	Press and Public Relations Manager


	Human Resources and Training Manager


	Financial Service Manager


	Internal Audit Manager


	Inspection Board Manager


				Assembly - Mayor - Council 


Vice President, Vice President, Vice President, Vice President, Vice President 
1-Department of Information Processing, Department of Real Estate, Department of Public Works, Department of Legal Affairs
2-Department of Editorial Affairs man. Park Gardens man. Land and Urbanisation man.
3-Department of Building Control, Department of Plan and Project, Department of Cleaning, Department of Police.
4-Strategic development man. Business afflictions man.
Vice President
Director of Youth and Services.
Director of Cultural Affairs.
Social Support Manager.
Figure...Municipality Organisation Chart
Purpose of the Application
 An application was conducted in order to create job descriptions and job requirements in order to use the information obtained by conducting job analyses in institutions and to investigate whether this information is used effectively in human resources management.
It has been confirmed that the organisations that make job analyses make use of the information obtained in the recruitment, selection, and placement of employees. The qualifications that the employee to be recruited should have been obtained from the job requirements forms. A total of 96 employees were interviewed face-to-face by the analysts and in some cases, observations were made, and job tools were analysed.
Scope of the Job Analysis Study  
his study covers the employees and civil servants working in Pendik Municipality. In this study, the elected mayor and his deputies, members of the council and temporary workers were excluded from the study. This study was carried out with 106 people working in Pendik Municipality, including 24 managers, 60 administrative staff, 20 technical staff and 2 health personnel. From these personnel, 48 job description and job requirements forms were prepared for each job group. 
Methodology of the Application  
The information required for the study was collected and the research were compiled by reviewing the literature. In practice, the method of collecting information from the employees by filling out a questionnaire and observation method were used together. Therefore, the accuracy of all the data obtained in this study was confirmed by the manager and council members. Job descriptions and job requirements of municipality employees were prepared by evaluating the collected data.[footnoteRef:94]  [94:  Eren Güngör örgütlerde iş analizi Master Thesis2006: 68] 

Limitations of the Application  
During the implementation, sufficient time was found for interviews and observations due to the high number of municipality employees and the wide and busy area of activity. During this period, sufficient time was provided for filling in the questionnaire forms and detailed explanations were made and the forms were easily filled in. Therefore, the purpose of this thesis study is limited to Pendik Municipality due to the change of work and practices due to regulations. 
Job Analysis Process
Nowadays, job analysis studies are being challenged day by day. Since the study is time-consuming and costly, a process was determined in the study and carried out in line with these principles. This study is not standard, and a separate process can be created for each institution. The main purpose of the job analysis studies is a preliminary study, collecting and analysing the information and preparing the requirements.
In the process of job analysis, many stages were not included in the process due to the fact that the works of the municipality, managers and employees are known and general. It’s aimed with this study,
· To reach the determined target by increasing the efficiency in the organisation
· Finalisation of the subordinate-superior relationship between the structure of the institution and the duties and elimination of confusion in this regard
· Creating a peaceful work environment as a result of the clarification of the job descriptions and the job limits of the titles 
· With the organisation chart created the number of employees in the institution can be seen in the square on the basis of title 
· Determining the responsibilities of the people in the jobs and the characteristics that should be found in the people for those positions.
· Transparency in job placement procedures
An employee who knows what authority and responsibility are will act within these limits in his/her work.[footnoteRef:95] [95:  Ömer Seleş İnsan kaynakları yönetiminde iş analizi Konya:2019:51] 

Preliminary Analysis
The job analysis study started with a personal application made to the Mayor of Pendik Municipality and the Mayor was directed to the Mayor's Advisor. The studies and activities carried out are explained below.
Explaining the Purpose of the Study to Managers and Personnel
he Mayor of Pendik Municipality and his deputies and partly the members of the council and later on all the staff were given necessary explanations about what the job analysis and its meaning is, what is aimed in the study, what benefits they and the municipality will get from it and how the study will be carried out and they were asked to help in order to sincerely explain that the work will not be lost and what the real situations are in the study.
Identification of Unknown Points Related to the Jobs 
he jobs to be analysed were identified by determining the institutional structure, mission, tools, equipment, number of personnel and unknown points about all jobs of Pendik Municipality. Preliminary information about the jobs was collected by analysing the documents related to the work schemes, instructions, and tasks previously prepared by the management. In this way, a hierarchical structure has been established between what each department should and should not do and the employees working in the department. 
Identification of Information Collection Methods  
The correct selection of the method to be used in business analysis applications is very important in reaching the determined targets. After the collection of all information and documents in line with the planning made, the information and documents were completed by the municipal council and deputy mayors. After the completion of the documents and information, the analyst checked that there were no unanswered questions and the process of collecting information and documents was completed.
Conducting Analyses
The job analysis process is completed when the job analysis study is carried out and job descriptions and job requirements are created as a result. However, after collecting the necessary information for the job analysis of Pendik Municipality and determining the method of analysis, the questionnaire to determine the nature of the jobs was distributed and the studies were started. The stages of the analysis are explained below. The objectives determined before the job analysis have the feature of being a guide that directs the job analysis process.[footnoteRef:96] [96:  Necdet Hacıoğlu ve diğerleri ibid.p. 50-51] 


Collection of Information on Jobs
After determining the subjects to be analysed, the questionnaires to be prepared were distributed to the employees and information was given for filling them in. The distributed forms were asked to be filled in and submitted within 10-20 days while they were doing their jobs. After the distribution of the forms, the time spent for each subject and activity was determined by the analyst and observers. Percentages of how much time was used for each job were determined.
After the collection of the prepared forms, the first examinations were made and the forms of the personnel working in each work group were grouped. Among the forms, people who do their work more consciously and in accordance with the rules were identified and interviewed using the same form. In the interviews, criteria such as areas of responsibility, intellectual and physical abilities, intellectual and physical effort, job hazards and success factors, which were added to the questionnaire and which were complementary information, facilitated obtaining information.
Control of Collected Information
After all the information and documents were collected in line with the study, the missing information was completed by the municipal council and deputy mayors. After the completion of these information and documents, the information collection process was completed by checking that there were no unanswered questions by the analysts.
Preparation of Job Description and Job Requirements by Using Analysis Information
The last stage of the study is the preparation of job descriptions and job requirements by using job analysis information. By evaluating the collected data, 48 job descriptions and job requirements made in Pendik Municipality were firstly checked by the employees and then by the managers, suggestions were received, and deficiencies were eliminated.

Below are the job descriptions and job requirements of the jobs performed in the municipality.
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JOB ID
Name of the Job: Municipal Police Directorate		Job Code: 166.088
Date: 24 December 2022					Defined by: Ahmet Mutlu
Department: Municipal Police				Level: 
The First Manager to whom the personnel performing the work reports: Ahmet CİN
JOB SUMMARY:
Carrying out general police services within the boundaries of the municipality, inspection of workplaces, regulation of workplace licences, protection of animal health and inspection of marketplaces. 38/1 article of the misdemeanour law numbered 5326 to apply penal action.
JOB DUTIES:
· To fulfil the duties and responsibilities in the internal control action plan of Pendik Municipality
· To ensure the licensing of workplaces 
· To ensure the inspection of marketplaces
· To ensure cleanliness inspections of workplaces
· To ensure the control of price labels 
· To provide necessary measures for the protection of animal health
· Preventing those who shout loudly, shouting and shouting advertisements.
· Law No. 5326 on misdemeanours and other written laws are implemented.
· To ensure that the records of the transactions made by the Directorate are kept.
· To ensure the fulfilment of the works specified in the Municipal Police law.

WORKING CONDITIONS:
• Work is mostly done sitting in an office.
- In order to collect information about the work, he/she is present in all working conditions required by the work. Working hours are between 08.00-17.30.
The information above has been verified by me.
Ahmet UN
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JOB ID:
Name of the Job: Municipal Police Directorate		Job Code: 166.088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Municipal Police 				Level:
The First Manager to whom the personnel performing the work reports: Ahmet CİN 

SKILL REQUIREMENTS
1-Education: A minimum of two years of higher education is required.
2-Experience: To have worked in the field of municipal police and municipalism for at least five years 
3-Special Knowledge and Skills: The ability to present job-related information succinctly and concisely in writing is required.

EFFORT REQUIREMENTS
1-Physical Effort: Abilities to perform normal work-related functions, such as walking, standing, seeing, hearing, speaking properly
2-Intellectual Effort: In order to be able to manage and direct the employee, he/she must have managerial qualities such as preparing written instructions, using initiative, analysing and commenting. In their relations with the public, they must have the ability to persuade and make decisions in the face of events at the time of duty. 

RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Has a responsibility to protect personal safety and the safety of others. 
2-Financial Responsibility: None 
3-Material and Equipment Responsibility: It is high due to the job role.
4-Supervisory Responsibility: High level of responsibility for overseeing the success of employees.

WORKING CONDITIONS
1-Work Environment: In order to collect information about the work as required by the job, it is found in all kinds of working conditions required by the job. Working time is between 08.00-17.30.
2-Occupational Hazards: May be affected by incidents that may occur during the mission. For this purpose, additional training for safety is needed.
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JOB ID:
Name of the Job: Special Staff Directorate			Job Code: 166.088
Date:								Defined by: Ahmet Mutlu
Department:							Level: 
The First Manager to whom the personnel performing the work reports: Ahmet CİN

SUMMARY OF THE JOB:
Ensures that the President communicates with the public and public institutions, makes the necessary correspondence, organises the working time of the President.

JOB DUTIES:
· Fulfils the duties assigned by the President and his deputies.
· 4734 numbered public procurement position within the scope of all kinds of service purchases required by the directorate to organise and finalise the progress payments.
· Provides telephone calls of the President.
· To carry out the necessary work to fulfil the duties and responsibilities in the municipal internal control action plan. 
· To follow the necessary procedures to ensure coordination between the mayor and the municipal units.
· To convey the problems and wishes of the visitors who come in the absence of the mayor to the vice-president and presidential counsellor or managers. 
· Ensures that the written documents are distributed to the necessary places in the evening. 
· To ensure that the decisions and orders taken by the Presidency are communicated to the Vice Presidents and directorates.

WORK RULES
• Spends most of his time in the office working at a desk.
• Working hours: 08.00-17.30
The information above has been verified by me.
Ahmet CİN
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JOB ID:
Name of the Job: Special Staff Directorate			Job Code: 166.088
Date: 24 December 2022					Prepared by: Ahmet Mutlu 
Department:							Level:
The First Manager to whom the personnel performing the work reports: Ahmet Mutlu

SKILL REQUIREMENTS:
1-Education: At least two years of graduate school education required 
2- Experience: For this post, a five-year job requires knowledge and experience in the field of municipal administration and personnel management.
3-Special Knowledge and Skills: He/she must be knowledgeable about the job in a concise manner and have the ability to present it in written and oral form. Must also have protocol and good manners.

EFFORT REQUIREMENTS
1-Physical Effort: Functions required for office work, such as vision, hearing, ability to speak properly, hand-eye coordination
2-Intellectual Effort: In order to be able to direct and manage employees, they must have managerial qualities such as using initiative and preparing written instructions. In order to use employees correctly and effectively, they must have the ability to persuade, make decisions and co-operate.

RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Has a responsibility to protect the safety of others.
2-Financial Responsibility: None
3-Material Responsibility: Material use is high due to the task.
4-Supervisory Responsibility: Responsible for control, audit, and reporting.

WORKING CONDITIONS:
1-Work Environment: Spends most of the time in the office working at a desk. Working time is between 08.00-17.30.
2-Occupational Hazards: None.
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JOB ID:
Name of the Job: Directorate of Public Works			Job Code: 166.088
Date: 24 December 2022						Defined by: Ahmet Mutlu
Department: Public Works						Level:
The first manager to whom the personnel performing the job reports: Ahmet CİN

SUMMARY OF THE JOB:
Establishment and maintenance of parks and gardens and other green areas within the boundaries of the municipality, meeting the service needs of the neighbouring areas, demolition of dangerous structures, etc. It ensures the protection and construction of municipal infrastructure and superstructures.

JOB DUTIES:
· Provides the construction and maintenance of parks, gardens, and other green areas.
· Ensures the construction and maintenance of roads and sewers.
· Ensures the demolition of buildings and structures that pose a danger.
· Ensures the regular maintenance and repair of the buildings and facilities belonging to the municipality.
· Investigates the soundness of the buildings within the boundaries of the municipality.
· It ensures that service purchases are made on the subjects that the municipality needs.
· To organise and finalise the progress payments of all kinds of service purchases required by the directorate within the scope of the public tender law numbered 4734. 
· Provides the fulfilment of zoning and settlement services.
· Ensures that landscaping works are carried out.
· Ensures the detection and demolition of illegal constructions.

WORKING CONDITIONS
Most of the time is spent at the desk. Due to his/her job, he/she is present in all working conditions required by the job in order to collect information about the work and for control purposes. Work is between 08.00-17.30.
The information above has been verified by me. 
Ahmet CİN 
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JOB ID:
Name of the Job: Directorate of Public Works			Job Code: 166.088
Date: 24 December 2022						Prepared by: Ahmet Mutlu    
Department: Public Works						Level: Manager
The First Manager to whom the personnel performing the work reports: Ahmet CİN
SKILL REQUIREMENTS
1-Education: Four years of university education required.
2-Experience: For this post, a ten-year job requires knowledge and experience in the field of municipal administration and personnel management.
3-Special Knowledge and Skills: Must be able to present work-related information in a concise, written, and oral form. They should also have theoretical and practical knowledge in planning and budgeting.
EFFORT REQUIREMENTS
1-Physical Effort: Normal functions required for clerical work, such as sitting, walking, standing, seeing, hearing, speaking, and drawing
2-Intellectual Effort: In order to be able to direct and manage the employee, he/she must have managerial qualities such as using initiative, meaningful, interpretation, preparation of written instructions. In order to be able to use the employee correctly and effectively in the field of duty, he/she must have the ability to persuade, make decisions and co-operate, estimate time and distance. 
RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Responsibility to protect the safety of others.
2-Financial Responsibility: Has the responsibility to budgeting, manage and pay. 
3-Material and Equipment Responsibility: It is minimal due to the nature of its role.
4-Supervisory Responsibility: Control and supervision, reporting, monitoring the success of employees, directing, research and development, teaching, disciplining, promotion, etc.
WORKING CONDITIONS 
1-Work Environment: Spends most of the time at a desk. In order to collect information about the work, he/she is present in all working conditions required by the job. Working time: between 08.00-17.30. 
2-Occupational Hazards: During the mission, accidents in construction sites and public relations in the demolition zone may be damaged. For this purpose, strong equipment and technical personnel are required. 
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JOB ID:
Name of the Job: Directorate of Financial Services		Job Code: 166.088
Date:	24 December 2022						Defined by: Ahmet Mutlu 
Department: Accountancy						Level: Manager
The First Manager to whom the personnel performing the work reports: 

SUMMARY OF THE JOB
Municipality's income and expenses, keeping accounting records, preparation of the budget, real estate works, general accrual and collection and final account. 

JOB DUTIES
· Ensures that accounting records are kept. 
· Prepares the annual budget of the municipality.
· Prepares the account control sheets and ensures compliance with the account.
· Prepares the salary transactions of the municipality employees.
· To control and pay the accrued transactions.
· It makes property transactions. 
· Ensures that general collection procedures are carried out.
· No. 213 to correct tax errors according to the provisions of the Tax Procedure Law.
· Makes tender procedures. 
· To collect the revenues of the municipality with the laws numbered 2464.
· To create the necessary answers to the letters from the courts (execution, etc.) 
· To keep the accounts of the transactions made on a daily basis. 

WORKING CONDITIONS
Spends most of the time working at a desk in a healthy office. Working hours: 08.00-17.30. 
The information above has been verified by me.
Ahmet CİN 
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JOB ID:
Name of the Job: Directorate of Financial Services 	Job Code: 166.088
Date: 24 December 2022					Prepared by: Ahmet Mutlu 
Department: Account Services 			 	Level: Manager 
The First Manager to whom the personnel performing the work reports: Ahmet CİN 
SKILL REQUIREMENTS
1-Education: Four years of accounting education required.
2-Experience: For this position, a five-year job requires knowledge and experience in the field of municipal administration and personnel management.
3-Special Knowledge and Skills: The ability to present business-related information in a concise and concise manner, both orally and in writing, is required. In addition, the theoretical and practical knowledge on planning and budgeting is required.
EFFORT REQUIREMENTS
1-Physical Effort: Normal functions necessary for the office, such as the ability to sit, walk, stand, see, hear, and speak properly
2-Intellectual Effort: To be able to direct and manage the employee must have managerial qualities such as analysis, interpretation attention, preparation of written instructions. To have the ability to persuade, decide and co-operate in order to use the personnel correctly and effectively in the field of duty. 
RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Responsibility to protect the safety of persons.
2-Financial Responsibility: Has the responsibility to budgeting, manage and pay.
3-Material and Equipment Responsibility: It is minimal due to the nature of its role.
4- Monitoring responsibility: Responsible for control and audit reporting, supervising the success of employees, directing, training, and developing, teaching, and disciplining, promoting.
WORKING CONDITIONS
1-Ortam: Spends most of the time working at a desk in a healthy office. In order to collect information about the work as required by the job, he/she carries out all kinds of work required by the job. Working hours: 08.00-17.30.
2-Occupational Hazards: None.
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JOB ID:
Name of the Job: Directorate of Registry 				Job Code: 166.088
Date: 24 December 2022						Defined by: Ahmet Mutlu 
Department: Registry Office						Level: Manager 
The First Manager to whom the personnel performing the work reports: 

JOB SUMMARY:
Office operations of the municipality, follow-up of the personnel of the personnel, marriage procedures, follow-up of the decisions and procedures taken at the municipal council and council meetings

JOB DUTIES
- Attends the municipal council meetings and ensures the distribution of the decisions taken.
- Attends the meetings of the Council and ensures that the decisions are written and distributed.
- Organises and follows the daily flow of documents from the municipality.
- Makes marriage procedures
- Ensures that the personnel procedures of the employees are followed.
- Provides daily information to the vice president regarding the correspondence made.
- Carries out the press and communication procedures of the municipality.
- Assists in the delivery of social assistance to the beneficiaries.
- Provides the printing and distribution of organisers and invitations in cultural events organised by the Municipality.

WORKING CONDITIONS
An important and large part of the time is spent working at a desk in a healthy office. Working hours: 08.00-17.30. The information above has been verified by me.
Ahmet Mutlu 
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JOB ID:
Name of the Job: Directorate of Registry 			Job Code: 166.088
Date:24 December 2022					Prepared by: Ahmet Mutlu
Department: 							Level: Manager
The First Manager to whom the personnel performing the work reports: Ahmet CİN 
SKILL REQUIREMENTS
1-Education: Four years of university education required.
2-Experience: For this post, a one-year job requires knowledge and experience in the field of municipal administration and personnel management.
3-Special Knowledge and Skills: The ability to present information about the job in a short and concise form, in written and oral form is required. In addition, it is necessary to have theoretical knowledge about protocol and etiquette rules and human relations. 

EFFORT REQUIREMENTS
1-Physical Effort: Ability to sit, walk, stand, see, hear, speak properly, etc. normal functions required for office work
2-Intellectual Effort: In order to be able to direct and manage the employee, it is necessary to have managerial qualities such as using initiative, attention, written instruction, acceleration, decision-making and co-operation, initiative, time management.

RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Responsibility to protect the safety of persons.
2-Financial Responsibility: Responsibility to make payments. 
3- Material Equipment Responsibility: Low use of material equipment.
4-Monitoring responsibility: Responsible for controlling, supervising, and reporting, directing, orienting, training, developing, listing, and measuring success.

WORKING CONDITIONS
1-Work Environment: Spends most of the time working at a desk in a healthy office. Working time is between 08.00-17.30.
2-Occupational Hazards: None
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JOB ID
Name of the Job: Directorate of Construction and Urbanisation	Job Code: 166.088	
Date: 24 December 2022						Defined by: Ahmet MUTLU
Department:								Level: Manager
The First Manager to whom the personnel performing the work reports: Ahmet CİN
JOB SUMMARY:
Within the boundaries of the municipality, zoning status certificate, building licences, risky building, floor easement projects, written and verbal requests of citizens regarding zoning procedures, examines and ensures that the necessary actions are taken.
JOB DUTIES
- Issuing Building Licence (new building, renovation, renovation, name change).
- To issue Zoning Status Certificate. 
- To approve the condominium easement projects.
- To give retrofitting permission to buildings with building registration certificate and damage assessment report.
- To approve Elevator-Machinery-Electricity-Work Insulation projects.
- To make independent section correction procedures coming from Lıhkab.
- To write the sales letters of the independent units falling to the contractor in the parcels with risky buildings. 
- To ensure the issuance of Construction Demolition Transport and acceptance certificate and other necessary documents and to follow up. 
- In accordance with Law No. 6306 and Law No. 3194, to issue demolition licences for buildings based on applications to be made by building owners or their representatives and to carry out the necessary process.
- To organise the zoning procedures of citizens within the borders of the district. 
- 4734 numbered public procurement services of the directorate within the scope of public procurement and to organise the progress payments of the purchases.
WORKING CONDITIONS 
Spends most of the time working at a desk in a healthy office. He/she is present in all working conditions for the purpose of collecting and controlling information about the work as required by the job. Working hours: 08.00-17.30. 
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JOB ID: 
Name of the Job: Directorate of Const. and Urbanisation 	Job Code: 166.088 
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: 							Level: Manager
The First Manager to whom the personnel performing the work reports: Ahmet CİN 

SKILL REQUIREMENTS 
1-Education: Four years of university education required.
2-Experience: For this post, ten years of work, knowledge, and experience in the field of municipal administration and personnel management are required.
3-Special Knowledge and Skills: The ability to present work-related information in a concise, written, and oral form is required. In addition, theoretical and practical knowledge on planning and project issues is required.

EFFORT REQUIREMENTS
1-Physical Effort: Normal functions required for clerical work, such as the ability to speak properly, hand-eye coordination and drawing. 
2-Intellectual Effort: In order to be able to direct and manage the employee, he/she must have managerial qualities such as using initiative, analysis, interpretation, preparation of written instructions. In order to be able to use the personnel in the field of duty correctly and effectively, they must have the ability to use persuasion, decision-making and co-operation and initiative.
RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Responsibility to protect the safety of persons.
2-Financial Responsibility: Has the responsibility to manage and pay.
3-Material and Equipment Responsibility: It is minimal due to the nature of its role.
4-Supervisory Responsibility: It has the responsibility to supervise, report, monitor the success of employees, direct, train and develop, teach, and discipline, and promote.
WORKING CONDITIONS
1-Work Environment: Spends most of the time working in a healthy office. In order to collect information about the work, he/she is present in all working conditions required by the work.
2-Occupational Hazards: May be harmed by public relations in the course of his/her duties.
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JOB ID:
Name of the Job: Dir. of Press, Publication and Pub. Rel. Job Code: 166.088
Date: 24 December 2022					Defined by: Ahmet Mutlu
Department:							Level: Manager
The First Manager to whom the personnel performing the work reports: Ahmet CİN 

JOB SUMMARY
To follow the visual and written press organs within the boundaries of the municipality, to report all kinds of news about the municipality. To prepare contact information with non-governmental organisations, schools, foundations, chambers, trade unions throughout Pendik. 
JOB DUTIES
- To announce all kinds of activities carried out by the municipality on time.
- Provides municipal liaison and information flow with press and media organisations.
- Provides control of the official website of the municipality. (Manager.pendikbel.tr)
- To ensure that publications of the municipality (books, brochures, flyers) are issued.
- To make promotional data entries on the electronic screens within the municipality.
- Organising various events on behalf of the Municipality.
- To support other directorates in activities and organisations deemed necessary.
- To determine the municipality's medium- and long-term strategies and policies. 
- To make correspondence with other units of the municipality and official institutions when necessary.
- To issue bulletins at periodic intervals and to ensure that the bulletin reaches the public.

WORKING CONDITIONS
Spends most of the time working at a desk in a healthy office. Working hours: 08.00-17.30. 
The information above has been verified by me.
Ahmet CİN 
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JOB ID:
Name of the Job: Public Works Staff				Job Code: 166.088
Date: 24 December 2022					   	Defined by: Ahmet Mutlu
Department: Directorate of Public Works 			Level: Technician
The First Manager to whom the personnel performing the work reports: Yusuf Yakut

JOB SUMMARY
To carry out the licences of the constructions to be built within the boundaries of the municipality, to prevent illegal construction and to carry out demolition works. 

JOB DUTIES
- It issues building licences for the constructions to be built within the municipality borders.
- It plans the constructions to be carried out by the municipality and ensures that they are carried out regularly.
- It detects the unauthorised constructions and ensures their demolition.
- Identifies and demolishes old and unusable buildings.
- Serves as an expert witness on zoning and construction issues.
- It is present as a technical member in the tenders to be made by the Municipality.
- Periodically checks the construction licences issued by the Municipality.

WORKING CONDITIONS
Spends a significant part of the time working at a desk in a healthy office. Due to his/her duty, he/she is present in all working conditions required by the work in order to collect information about the work and to check the licence. Working time is between 08.00-17.30.
The information above has been verified by me.
Yusuf Yakut       
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JOB ID:
Name of the Job: Public Works Staff			Job Code: 166.088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Public Works 			Level: Technician
The First Manager to whom the personnel performing the work reports: Yusuf Yakut 

SKILL REQUIREMENTS 
1-Education: This position requires a university education.
2-Experience: This task requires five years of construction and municipal experience.
3-Special Knowledge and Skills: Should have knowledge and skills in tender law and landscaping.

EFFORT REQUIREMENTS
1-Physical Effort: To be able to plan the work to be done, you must be able to see, hear, speak properly, and have skills such as drawing.
2-Intellectual Effort: Due to the task, detailed information, time planning, decision-making, co-operation, preparation of written instructions and attention should have features such as.

RESPONSIBILITY REQUIREMENTS
1- Responsibility to Protect Other People: Responsibility to protect the safety of persons.
2- Financial Responsibility: None.
3-Supervisory Responsibility: Responsible for supervision, control and reporting direction, development, and listing.
WORKING CONDITIONS
1-Work Environment: Spends most of the time working at a desk in a healthy office. In order to collect information about the work and to check the licence, he/she is present in all working conditions required by the work. Working time is between 08.00-17.30.
2-Occupational Hazards: During tasks and controls, they may be affected by unfavourable situations with the public and may be exposed to minor accidents in construction. For this reason, defence training should be given, and equipment should be available.
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JOB ID:
Name of the Job: Directorate of Construction Control 				Job Code: 166.088
Date: 24 December 2022						Defined by: Ahmet Mutlu
Department:			 				Level: Manager
The First Manager to whom the personnel performing the work reports: 

JOB SUMMARY
To control the licences of existing buildings within the boundaries of the municipality, to inspect the new buildings to be built, to prepare reports and to answer the problems of citizens regarding licences. 

JOB DUTIES
- To issue the certificate of occupancy permit
- Approval of work completion report
- To approve progress reports of building inspection companies
- To arrange the building holiday report
- To issue Elevator Registration Certificate
- Elevator sealing and unsealing
- To issue and approve excavation acceptance and transport certificates
- Organise work experience work status document
- To evaluate complaints regarding licensed constructions
- To approve the level assessment report issued by the building supervision
WORKING CONDITIONS
Spends most of the time working at a healthy desk. He/she is present in all kinds of working conditions required by the work in order to collect information about the work and for control purposes. 
The information above has been verified by me.
Ahmet Cin
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JOB ID
Name of the Job: Directorate of Construction Control	Job Code: 166.088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department:							Level: Manager
The First Manager to whom the personnel performing the work reports: Ahmet Cin
SKILL REQUIREMENTS:
1-Education: Four years of university education required.
2-Experience: To have ten years of work, municipal experience for this task.
3-Special Knowledge and Skills: The ability to present job-related information in a concise and concise form, both orally and in writing, is required.
EFFORT REQUIREMENTS
1-Physical Effort: Normal functions required for clerical work, such as vision, hearing, speech, and drawing.
2-Intellectual Effort: To be able to direct and manage employees, to have managerial qualities such as analysis, interpretation, and preparation of written instructions. In order to be able to use the personnel in the field of duty correctly and effectively, they must have the ability to persuade, make decisions and co-operate. 
RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Responsibility to protect the safety of persons.
2-Financial Responsibility: Has the responsibility to manage and pay.
3-Material Responsibility: It is minimal due to the nature of its role.
4-Supervisory Responsibility: Control and supervision has the responsibility of reporting, supervision has the responsibility of directing, training and development has the responsibility of teaching and disciplining.
WORKING CONDITIONS
1-Work Environment: Spends most of the time working at a desk in a healthy office. In order to collect information about the work as required by the job, he/she is in all working conditions required by the job 08.00-17.30.
2-Occupational Hazards: The employee may be harmed in public relations.
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JOB ID
Name of the Job: Directorate of Cleaning Services		Job Code: 166.088
Date: 24 December 2022					Defined by: Ahmet Mutlu
Department: Cleaning Services		 		Level: Manager
The First Manager to whom the personnel performing the work reports: Ahmet Cin
JOB SUMMARY 
To work for a clean city that is compatible with the ideal living standards worthy of our citizens within the boundaries of the municipality.
DUTIES OF THE JOB
- Washing streets, alleys, and squares throughout Pendik
- Washing empty plots by hand by staff
- To ensure that containers are washed and disinfected 
- To determine the metal and underground garbage collection sites within the district borders
- Cleaning the market areas with personnel and mechanical sweeping vehicles and washing them with washing tanks.
- In line with the zero-waste directive and related guidelines, to ensure zero waste management in our municipality buildings and within the boundaries of the district's administrative area in line with the provisions of the legislation. 
- To clean unauthorised posters and brochures with personnel and washing tankers.
- To collect all kinds of recyclable packaging residues within the municipality boundaries in accordance with the zero-waste directive and include them in the recovery processes.
- To check the sacrifices brought to the market to be slaughtered on the Feast of Sacrifice in terms of health and suitability.
- To combat pests, flies, rodents, and other pests that adversely affect public health with methods suitable for human physical and mental health, and to take all kinds of measures.
WORKING CONDITIONS
Spends a significant part of the time working at a desk in a healthy office. To be present in all working conditions required by the work in order to collect information about the work and for control purposes. Working hours are between 08.00-17.30.
The information above has been verified by me.
Ahmet Cin
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JOB ID
Name of the Job: Directorate of Cleaning Services		Job Code: 166.088
Date:								Prepared by: Ahmet Mutlu
Department:							Level: Manager
The First Manager to whom the personnel performing the work reports: 
SKILL REQUIREMENTS
1-Education: Four years of university education required.
2-Experience: For this post you need to have five years of experience in the field of labour, municipal administration, and personnel management.
3-Special Knowledge and Skills: The ability to present business-related information in a concise and concise manner in written and oral form is required. In addition, theoretical and practical knowledge of planning and budgeting issues is required.
EFFORT REQUIREMENTS
1-Physical Effort: Normal functions required for clerical work, such as vision, hearing, speech, and drawing
2-Emotional Effort: In order to be able to direct and manage the employee, he/she must have managerial qualities such as using initiative, analysis, interpretation, attention, preparation of written instructions. In order to use the employee correctly and effectively in the field of duty, he/she must have the ability to persuade, make decisions and co-operate, use initiative, estimate time and distance.
RESPONSIBILITY REQUIREMENTS
1- Responsibility to Protect Other People: Has a responsibility to protect personal safety of others.
2-Financial Responsibility: Has the responsibility to budgeting, manage and pay.
3-Material and Equipment Responsibility: There are due to duty.
4-Supervisory Responsibility: Responsible for control and supervision, reporting, monitoring the success of employees, orientation, training and development, teaching and disciplining, promotion.
WORKING CONDITIONS
1-Work Environment: Spends most of the time working at a desk in a healthy office. In order to collect information about the work as required by the job, it is found in all working conditions required by the job. Working hours: 08.00-17.30.
2-Occupational Hazards: During the mission, public and environmental relations may be damaged. Equipment and technical personnel are required for this purpose.
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JOB ID
Name of the Job: Directorate of Information Technologies Job Code: 166.088
Date: 24 December 2022					 Defined by: Ahmet Mutlu
Department: Information Technologies			 Level: Manager
The First Manager to whom the personnel performing the work reports:
JOB SUMMARY
In addition to the success of the municipality in managing and analysing data, the task is to manage the information and knowledge that the municipality has in information technologies in the best way, to prepare the digital archive and present it to the user. 
JOB DUTIES
- To determine the medium- and long-term strategies and policies of the municipality and to carry out the necessary work to establish its objectives.
- To determine and provide the necessary needs for the purchase of composition products. 
- To ensure that the municipality benefits from internet and intranet facilities at the highest level.
- To complete E-Municipality studies within the institution.
- To ensure the follow-up of e-signature application renewal and installation procedures. 
- To ensure that the city information system works integrated with the management information system. 
- To carry out maintenance and repair of TV broadcasting systems and to provide new demands. 
- To develop the city information system and keep it up to date.
- Updating and following up Pendik-GIS data entry
- To provide data integration between City Information System and Management Information System. 
- To draw data telephone lines and to ensure the elimination of malfunctions.
- To ensure the operation of telephone switchboard and data lines and to meet new cabling demands. 
- To ensure that warehouse and movable possession is carried out regularly within the institution.
WORKING CONDITIONS
Spends most of the time working at a desk in a health office. Working hours: 08.00-17.30.
The information above has been verified by me.
Ahmet CİN 
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JOB ID
Name of the Job: Directorate of Information Technologies	Job Code: 166.088
Date: 24 December 2022						Prepared by: Ahmet Mutlu
Department: Information Technologies				Level: Manager
The First Manager to whom the personnel performing the work reports: 

SKILL REQUIREMENTS
1-Education: Four years of university education required.
2-Experience: For this post, a five-year job requires knowledge and experience in the field of municipalism, administration.
3-Special Knowledge and Skills: The ability to present work-related information in short and concise written form. Must also have theoretical and practical knowledge. 

EFFORT REQUIREMENTS
1-Physical Effort: Normal functions required for clerical work, such as the ability to see, hear and speak properly.
2-Intellectual Effort: In order to be able to direct and manage the employee, the employee must have managerial qualities such as using initiative, analysis, interpretation, attention, preparation of written instructions.

RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other Persons: Responsibility to protect the safety of other people 
2-Financial Responsibility: Has the responsibility to manage and pay.
3-Material and Equipment Responsibility: There are due to the nature of the duty.
4-Supervisory Responsibility: Responsibility for supervision and control, reporting, supervision of the success of employees, orientation, training and development, teaching.

ÇALIŞMA SORUMLULUĞU
1-Work Environment: He/she spends most of his/her time working at a desk in a healthy office. As part of his/her job, he/she is among the public to gather information about the work. Working hours: 08.00-17.30. 
2-Occupational Hazards: It is minimal due to the nature of its role.
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JOB ID
Name of the Job: Public Relations Officer 			Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Registry 			Level: Officer
The First Manager to whom the personnel performing the work reports:
SUMMARY OF THE JOB
To carry out municipal press and public relations activities 
JOB DUTIES
Main Duties
Provides the municipality's liaison with the press and provides information about its activities and works as an organiser in social events. 
Ensures that the activities of the municipality are publicised.
Ensures that social assistance is communicated to the public.
Secondary duties: None
Periodic Duties
Preparing monthly information letters about the activities of the municipality
WORKING CONDITIONS 
Spends a significant part of the time in the office working at a desk in a pleasant environment. Works to fulfil tasks related to the organisation.
Working hours are between 08.00-17.30, confirmed by the above information.
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JOB ID
Name of the Job: Public Relations Officer 			Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Registry 			Level: Officer
The First Manager to whom the personnel performing the work reports:
SKILL REQUIREMENTS
1-Education: This position preferably requires a university degree
2-Experience: One year of experience is required for this position
3-Special Knowledge and Skills: Must have experience and knowledge in human relations due to being intertwined with the public
EFFORT REQUIREMENTS
1- Physical Effort: Normal functions required for clerical work are hearing, speech, hand-eye coordination, etc.
2- Intellectual Effort: In order to perform his/her duties smoothly and accurately, he/she must have the ability to use initiative, analysis, interpretation, careful preparation of written instructions, reading and understanding. At the time of the task, he/she must have the ability to co-operate and persuade the relevant units and the public to organise when necessary.
RESPONSIBILITY REQUIREMENTS
1- Responsibility to Protect Other People: None
2- Financial Responsibility: None
3- Material Responsibility: Use of materials and equipment is minimal.
4- Monitoring responsibility: Responsible for reporting, listing, merging, and managing.
WORKING CONDITIONS
1-Work Environment: Spends most of the time working at a desk in a healthy office. Works in normal climatic conditions for the purpose of organisation when necessary
Working time is between 08.00-17.30
2- Occupational hazard: None
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JOB ID
Name of the Job: Property Directorate 			Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Accounting			Level: Chef
The First Manager to whom the personnel performing the work reports:
SUMMARY OF THE JOB
To receive and process the declarations of building, land, land, and environmental cleaning tax declarations within the boundaries of the municipality, to follow whether the taxes are paid or not, and to remind the taxpayers for payment, when necessary, by regularly processing the declarations received.
JOB DUTIES
Main Duties
1-Tracks and processes whether the declarations are paid or not
2-Takes the environmental cleaning tax and slag and spraying declarations of the buildings, lands, and lands within the municipal boundaries
3- Reminds taxpayers not to be penalised
4-Makes correspondence related to declarations
5-Addresses needs by listening to problems
Secondary duties
Makes green card transactions.
Provides a copy of the counted value for buildings, land, and plots of land.
WORKING CONDITIONS
A significant part of the time is spent working at a desk in a healthy office, working hours are between 08.00-17.30.
The information above has been verified by me.
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JOB ID
Name of the Job: Property Directorate			Job Code: 166,008
Date: 24 December 2023					Prepared by: Ahmet Mutlu
Department:					                       Level: Chef
SKILL REQUIREMENTS
1-Education: Minimum high school education required.
2-Experience: For this position, it is required to have 4 years of knowledge and experience in the field of real estate and municipalities.
3-Special Knowledge and Skills: Must have experience and knowledge in human relations due to being intertwined with the public.
EFFORT REQUIREMENTS
1-Physical Effort: Normal functions required for office work, hearing, ability to speak properly, hand-eye coordination, etc. 
2-Intellectual Effort: In order to perform his/her duties smoothly and accurately, he/she must have the ability to use initiative, analysis, interpretation, attention, preparation of written instructions, processing and reading-comprehension. Must have the ability to co-operate and persuade in order to work in coordination with the relevant units, when necessary, in the field of duty.
RESPONSIBILITY REQUIREMENTS
1-Responsibility to Protect Other People: Has a responsibility to protect self and others. 
2-Financial Responsibility: None.
3-Material and Equipment Responsibility: Less responsibility for material use, more use of tools and equipment.
4-Monitoring responsibility: Responsibility for control and supervision, reporting, listing, consolidation, orientation, induction and development and teaching
WORKING CONDITIONS
1-Work Environment: Spends a significant part of the time working at a desk in a healthy office.
Working hours are between 08.00-17.30.
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JOB ID
Name of the Job: Landscape Architecture 			Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Public Works 			Level: Technician
The First Manager to whom the personnel performing the work reports:
JOB SUMMARY
Provides the necessary resources for parks, gardens, and landscaping within the boundaries of the municipality. 
JOB DUTIES
Main Duties
· Organises the construction of parks, gardens, and green areas within the boundaries of the municipality.
· Finds and supplies material resources for the green areas to be built.
· Construction, maintenance, and repair of sports fields.
· Ensures the design and construction of social facilities belonging to the municipality.
Secondary duties
Ensures the operation and maintenance of the municipal cemeteries.
Periodic Duties
Controls the parks, gardens, green areas, sports facilities, and cemeteries within the municipal boundaries. 
WORKING CONDITIONS
Spends most of the time working at a desk in a healthy office. It is found in all working conditions required by the work for the construction and periodic controls of the projects produced in accordance with its duty. Working hours are between 08.00-17.30.
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JOB ID
Name of the Job: Landscape Architecture			Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Public Works 			Level: Technician
The First Manager to whom the personnel performing the work reports:
SKILL REQUIREMENTS
1-Physical Effort: Skills such as vision, hand-eye coordination, drawing, speaking properly, hearing and time planning, which are necessary for the execution of planned activities and the management of work
2-Intellectual Effort: Due to his/her duty, he/she should have the ability to read and write detailed information, to make decisions, to use co-operation and initiative.
RESPONSIBILITY REQUIREMENTS 
1-Responsibility to Protect Other People: Has a responsibility to protect personal safety
2-Financial Responsibility: Has responsibility for payments
3-Material and Equipment Responsibility: The use of materials and equipment is high due to the task 
4-Supervisory Responsibility: Responsible for control and supervision, reporting, orientation, induction, listing and disciplining
WORKING CONDITIONS
1-Work Environment: Spends a significant and large part of the time working outdoors in all kinds of climatic and terrain conditions. He works under normal office conditions and at a certain time at the desk to carry out the projects produced due to his duty. Working time is between 08.00-17.30
2-Occupational Hazards: During duty, it may be exposed to minor accidents, infectious and microbial diseases, may be involved in traffic and construction accidents and needs training for this purpose
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JOB ID
Name of the Job: Accountancy				Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Accounting			Level: Officer
JOB SUMMARY: To keep accounts of all kinds of income and expenses of the municipality, to prepare financial statements, to prepare the budget and to make salary transactions.
JOB DUTIES
Main Duties:
Keeps records of the income and expenses of the municipality.
Makes correspondence related to income and expenses.
Prepares the payrolls of the personnel.
Prepares declarations to be sent to taxpayers.
Keeps statistical information about the accounts.
Secondary duties:
Makes public information announcements on financial issues.
Periodic Duties
Prepares monthly payrolls of municipal staff.
Prepares annual tax returns.
Returns the values taken into custody.
WORKING CONDITIONS 
Spends a significant and large part of the time in a modern and healthy office with ventilation, working at a desk, working in natural light, dust-free and humidity-free environment, working hours are between 08.00-17.30
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JOB ID
Name of the Job: Accountancy				Job Code: 166,088
Date: 24 December 2022				            Prepared by: Ahmet Mutlu
Department: Directorate of Accounting			Level: Officer
SKILL REQUIREMENTS
1.Education: At least two years of accounting education required
 2.Experience: For this position, two years of knowledge and experience in the field of accountancy is required
3.Special Knowledge and Skills: To have knowledge in the field of collecting and organising statistical information 
EFFORT REQUIREMENTS 
1.Physical Effort: Normal functions required for office work; abilities such as sitting, walking, standing, seeing, hearing, speaking properly, hand-eye coordination
2.Intellectual Effort: In order to perform his/her duties smoothly and accurately, he/she must have the ability to use initiative, analysis, interpretation, attention, preparation of written instructions, processing and reading-comprehension. Must have the ability to co-operate and persuade in order to work in coordination with the relevant units, when necessary, in the field of duty. 
RESPONSIBILITY REQUIREMENTS 
1.Responsibility to Protect Other People: Has a responsibility to protect personal safety.
2.Financial Responsibility: Responsible for budgeting and payment.
3.Material and Equipment Responsibility: It is minimal due to the nature of its role
4.Supervisory Responsibility: Responsible for controlling and supervising, reporting, directing, training, and developing, teaching, and disciplining.
WORKING CONDITIONS 
1.Work Environment: Modern, healthy office with air conditioning for a significant and large part of the time.
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JOB ID  
Name of the Job: Secretary Office				Job Code: 166,088
Date: 24 December 2022	      		                        Prepared by: Ahmet Mutlu
Department: Vice President					Level: Officer
JOB SUMMARY
Communication of the mayor with the public and public institutions. Ensures that the necessary correspondence is made and organises the working time.
JOB DUTIES 
Main Duties
Fulfils the duties assigned by the mayor and deputy mayor.
Provides telephone calls of the mayor.
Organises and follows up the meetings of the mayor.
Ensures that the correspondence of the municipality is carried out. 
Ensures that the written documents are distributed to the necessary places without interruption.
Secondary duties
Ensures the internal cleaning of the municipality's service building.
WORKING CONDITIONS:
Spends most of the time working in a modern and healthy office with ventilation, at a desk, in natural light, in a dust-free and humidity-free environment. Working hours 08.00-17.30.
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JOB ID   
Name of the Job: Secretary Office				Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Vice President					Level: Officer
SKILL REQUIREMENTS
1. Education: Two years of graduate school education required
2. Experience: Five years of work for this post. Must have knowledge and experience in the field of municipalism and personnel management.
3. Special Knowledge and Skills: The ability to present work-related information in a concise and concise manner, in writing and orally is required. They should also have theoretical knowledge on protocol and etiquette.
EFFORT REQUIREMENTS
1. Physical Effort: Normal functions required for office work; abilities such as sitting, walking, standing, seeing, hearing, speaking properly, hand-eye coordination.
2. Intellectual Effort: In order to be able to direct and manage his/her staff, he/she must have managerial qualities such as using initiative, attention, preparing written instructions. In order to be able to use his/her staff correctly and effectively, he/she must have the ability to persuade, make decisions and co-operate, use initiative, time management.
RESPONSIBILITY REQUIREMENTS
1. Responsibility to Protect Other People: Has a responsibility to protect personal safety and the safety of others.
2. Financial Responsibility: None
3. Material and Equipment Responsibility: Due to the job, the material is limited, and the use of equipment is high.
4. Supervisory Responsibility: Responsible for control, audit, and reporting.


WORKING CONDITIONS
1. Work Environment: He spends most of his time in a modern and healthy office with ventilation, working at a desk in natural light, dust-free and humidity-free environment. Working time is between 08.00-17.30
2. Occupational Hazards: None 
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JOB ID
Name of the Job: Municipal Police			Job Code: 166,088
Date: 24 December 2022				Prepared by: Ahmet Mutlu
Department: Municipal Police Department 	Level: Officer
JOB SUMMARY
To regulate, control and inspect the work licences of sanitary, non-sanitary, public workplaces within the boundaries of the municipality, to evaluate notices and complaints, to make correspondence and to inspect the marketplace.
JOB DUTIES
Main Duties
· To issue a work licence for all kinds of workplaces to be opened.
· Controls and inspects the working conditions of workplaces.
· Evaluates the notices and complaints made to the municipality and makes controls.
· Announces the decisions taken by the Municipality to the public.
· Prepares correspondence with official offices.
· Controls the proper organisation and functioning of the marketplace.
· Controls the price tags in the market.
· Provides general order and order in the events organised by the Municipality.
· Performs other duties assigned by the Municipal Police chief.
Secondary duties
· Carries out other works specified in the Municipal Police Regulations
· Conducts the correspondence of the Municipal Police Department

Periodic Duties 
Prepares a monthly report on the incidents that occurred.
WORKING CONDITIONS
A significant and large part of the time is spent outdoors, in all weather conditions. Some of his/her duties require him/her to work in a modern and healthy office with ventilation, at a desk, in natural light, in a dust-free and moisture-free environment. The employee is in all kinds of working conditions required by the work in order to collect information about the work. Working time is between 08.00-17.30
The above information has been verified by me.
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JOB ID
Name of the Job: Municipal Police			            Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Municipal Police Department			Level: Officer
SKILL REQUIREMENTS
1.Education: This position requires a high school education.
2.Experience: Must have two years of work experience for this post.
3.Special Knowledge and Skills: Must have skills in research, follow-up, and organised work.
EFFORT REQUIREMENTS
1.Physical Effort: Skills such as walking, standing, seeing, hearing, touching, smelling, which are necessary during the performance of the work.
2.Intellectual Effort: Due to his/her duty, he/she must have the necessary knowledge, analysis, interpretation, decision-making, co-operation, preparation of written instructions and attention in office and Municipal Police works.
SORUMLULUK GEREKLRİ 
1. Responsibility to Protect Other People: Has a responsibility to protect personal safety and the safety of others.
2. Financial Responsibility: None
3. Material and Equipment Responsibility: Very little use of materials and tools and equipment due to the nature of the job.
4. Monitoring responsibility: Responsible for control and supervision, reporting, directing, developing, and disciplining, listing, and measuring achievement.
WORKING CONDITIONS
An important and large part of the time outdoors. It fulfils all kinds of weather conditions. Some of his/her duties require him/her to work in a modern and healthy office with ventilation, working at a desk in natural light, dust-free and moisture-free environment. In order to collect information about the work as required by the job, it is found in all working conditions required by the job. Working time is between 08.00-17.30
The above information has been verified by me.
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JOB ID
Name of the Job: Department of Accruals			Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Accounting 			Level: Chef
JOB SUMMARY
Manages and manages the accrual and collection procedures of the municipality.
JOB DUTIES
Main Duties
Makes the processing of municipal revenues.
It carries out the management and administration of collection officers.
Makes the daily and monthly accounts to be kept.
Ensures that the transactions of incoming taxpayers are carried out.
Secondary duties
The municipality makes the matching of monthly trial balances.
Follows and processes bank and postal transfers.
Ensures that the problems that occur during the daily collection are solved.
Periodic Duties
Gives a report of weekly operations to the mayor.
Fills in and sends the reports received from higher authorities.
Informs the staff about the computer programme.
WORKING CONDITIONS
Spends a significant and large part of the time in a modern and healthy office with ventilation, working at a desk, working in a dust-free and humidity-free environment in natural light, working hours are between 08.00-17.30.
The above information has been verified by me.
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JOB ID
Name of the Job: Department of Accruals			Job Code: 166,088
Date: 24 December 2022					Prepared by: Ahmet Mutlu
Department: Directorate of Accounting 			Level: Chef
SKILL REQUIREMENTS
1. Education: Four years of business administration business-economics education required
2. Experience: This role requires ten years' knowledge and experience in the field of accountancy and personnel management
3. Special Knowledge and Skills: Business-related information in a short and concise form. The ability to present information in written and oral form is required. In addition, theoretical and practical knowledge of planning and budgeting issues is required.
EFFORT REQUIREMENTS
1. Physical Effort: Normal functions required for clerical work: sitting, walking, standing, seeing, hearing, speaking properly, hand-eye coordination.
2. Intellectual Effort: In order to be able to direct and manage his/her staff, he/she must have managerial qualities such as using initiative, analysis, interpretation, attention, preparation of written instructions. In order to be able to use his/her personnel correctly and effectively in the field of duty, he/she must have the ability to persuade, make decisions and co-operate, and use initiative.
RESPONSIBILITY REQUIREMENTS
1. Responsibility to Protect Other People: Has a responsibility to protect personal safety and the safety of others.
2. Financial Responsibility: Has responsibility for budgeting
3. Material and Equipment Responsibility: It is quite a lot due to its duty.
4. Supervisory Responsibility: Responsible for controlling and supervising, reporting, monitoring the success of employees, directing, training, and developing, teaching, and disciplining.


WORKING CONDITIONS
1. Work Environment: Spends most of the time working in a modern and healthy office with ventilation, at a desk, in natural light, in a dust-free and humidity-free environment. Due to his/her duty, he/she is in all working conditions required by the job in order to collect information about the job. Working time is between 08.00-17.30
2. Occupational Hazards: Since there is a teller in the working area, it is susceptible to theft. It should also have a money control and counting machine to avoid counterfeit money.
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