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A Course Identification and General Information

	1.  Course title and code: Methods of Job Analysis and Classification / AMAR 207

	2.  Credit hours 3

	3.  Program(s) in which the course is offered. 

(If general elective available in many programs indicate this rather than list programs)

HRM  Program 

	4.  Name of faculty member responsible for the course

Dr. Nizar Mansour / Dr Hamed Hachem / Dr Abdullah Al-shehry  

	5.  Level/year at which this course is offered: Level 4

	6.  Pre-requisites for this course (if any) 
(No any)

	7.  Co-requisites for this course (if any)

(No any)

	8.  Location if not on main campus

Community College in Riyadh


B  Objectives  
	1.  Summary of the main learning outcomes for students enrolled in the course.
The aim of this course is to provide students with the main concepts, knowledge and theory about job analysis and classification in the context of Saudi Public Administration. It will concentrate on the following areas:  
a- Principles of Public Service
b- Importance of Pubic Service 

c- Job Classification 
d- Rules of Pubic Employment

	2.  Briefly describe any plans for developing and improving the course that are being implemented.  (eg increased use of IT or web based reference material,  changes in content as a result of new research in the field)
New topics are progressively introduced in class discussions to raise students' awareness about new developments in the field of Job analysis and classifications and new Saudi rules of Public service. The elements to be introduced are decided based on the professor's experience. 



C.  Course Description  (Note:  General description in the form to be used for the Bulletin or Handbook should be attached)

	1 Topics to be Covered 



	Topic
	No of

Weeks
	Contacthours

	Job Analysis

	
	

	Principles & Steps of   Job Analysis
	2
	6

	Job  Classification
	1
	3

	Steps of   Job  Classification
	1
	3

	Steps of   Job  Classification in Saudi Arabia 
	1
	3

	Conditions of  Public Employment 
	1
	3

	First Examination
	1
	3

	Rules of  Public  Employment
	1
	3

	Ways of  Choosing   Public  Employment
	1
	3

	Rules of   Employment
	1
	3

	Kinds of   Rules of   Employment
	1
	3

	Second  Examination
	1
	3

	Positive & Negative  Employment  Duties 
	1
	3

	Salaries
	1
	3

	Retirement rules 
	1
	3

	Final Examination
	1
	3


	2 Course components (total contact hours per semester): 



	Lecture: 
45- 48
	Tutorial:  
ـــــــــــــــــــــ
	Practical/Fieldwork/Internship:
ـــــــــــــــــــــ
	Other:

ـــــــــــــــــــــ


	3. Additional private study/learning hours expected for students per week. (This should be an average :for the semester not a specific requirement in each week) ـــــــــــــــــــــــــ



	4. Development of Learning Outcomes in Domains of Learning  

For each of the domains of learning shown below indicate:
· A brief summary of the knowledge or skill the course is intended to develop; 
· A description of the teaching strategies to be used in the course to develop that knowledge or  skill;
· The methods of student assessment to be used in the course to evaluate learning outcomes in the domain concerned.

	a.  Knowledge  

	(i)  Description of the knowledge to be acquired
After completing this course, students should be able to: 

- identify main theories in the field of job analysis and classification

- identify steps of Job Analysis 
 - understand methods of Job classification 
- list the rules of Pubic Employment in the KSA
- recognize the legal and structural contingencies of job analysis and classification in the Saudi Public sector context 

	(ii)  Teaching strategies to be used to develop that knowledge

- Lectures about job analysis and classification classic and contemporary issues. 
- Individual readings in the field of Organizational behaviour (specific topics)
- Encourage the different point of  views and discussion in the classroom.

	(iii)  Methods of assessment of knowledge acquired

- Midterms Exams
- Quizzes 
-Researches & Home works 
- Final Exam


	b.  Cognitive Skills

	(i)  Cognitive skills to be developed
After completing this course, students should be able to: 

- show ability to interconnect different pieces of information about job analysis and classification
- develop critical perspectives about the job analysis and classification in the Saudi Public sector context 


	(ii)  Teaching strategies to be used to develop these cognitive skills

- Having students to list critical points or emerging issues in order to discuss them collectively. 
- Summarizing main issues in job analysis and classification fields and having students interconnecting pieces of information. 

	(iii)  Methods of assessment of students cognitive skills 
- Rapid and informal questions/Answers sessions at the beginning of classes

- Quizzes

- Home work

- Exams 

	c. Interpersonal Skills and Responsibility 

	(i)  Description of the interpersonal skills and capacity to carry responsibility to be developed 
After completing this course, students should be able to: 

- cooperate with colleagues while working in teams 
- show involvement in team's decision making and objectives  

	(ii)  Teaching strategies to be used to develop these skills and abilities

- Team group and cooperative teaching. Having students to work on a common goal and asking them to interact positively in order to reach the objective. 
- Encouraging students to participate in teams' projects 


	(iii)  Methods of assessment of students interpersonal skills and capacity to carry responsibility
- Analysis of students' behaviour variation

- Analysing students' behaviour during team-working exercises. 


	d.   Communication, Information Technology and Numerical Skills 

	(i)  Description of the skills to be developed in this domain.
After completing this course, students should be able to: 

- take it to the net: developing students' awareness about the importance of Internet resources to better understand job analysis and classification issues

- make oral presentations and answer their colleagues' questions.


	(ii)  Teaching strategies to be used to develop these skills
- Encourage students to expand their understanding by using Web resources 

- Making obligatory for students to check the instructors website for any announcements, for any lecture notes and also for their grades. 

- focusing on PowerPoint presentations

	(iii)  Methods of assessment of students numerical and communication skills 
- Students' reports dealing with Internet issues and resources. 
- Analysis of students' competencies regarding oral presentations.

	e.  Psychomotor Skills (if applicable)

	(i)  Description of the psychomotor skills to be developed and the level of performance required



	(ii)  Teaching strategies to be used to develop these skills
ــــــــــــــــــــــــــــــــــــــــــــــــــــ

	(iii)  Methods of assessment of students psychomotor skills
ــــــــــــــــــــــــــــــــــــــــــــــــــــ


	5. Schedule of Assessment Tasks for Students During the Semester


	Assessment 
	Assessment task  (eg. essay, test, group project, examination etc.)
	Week due
	Proportion of Final Assessment

	1


	1st midterm exam
	7
	20%

	2

 
	2nd midterm exam
	12
	20%

	3


	Quizzes 
	During the semester
	5%

	4


	Research & home works
	During the semester 
	5%

	5


	Final Exam
	16
	50%


D. Student Support
	1. Arrangements  for availability of faculty for individual student consultations and academic advice. (include amount of time faculty are available each week)

- 40 Hours Weekly (Lecturers-office Hours-Academic Guidance


E Learning Resources

	1. Required Text(s)

Abded. Alrahman, Public Service System, 2005


	2. Essential References 

ـــــــــــــــــــــــــــــــــــ

	3- Recommended Books and Reference Material (Journals, Reports, etc) (Attach List)

ــــــــــــــــــــــــــــــــــــــ 

	4-.Electronic Materials, Web Sites etc

Society for Human Resource Management : www.shrm.org
The Arab forum for human resource management: www.hrdiscussion.org


	5- Other learning material such as computer-based programs/CD, professional standards/regulations

ــــــــــــــــــــــــــــــــــــ


F. Facilities Required

	Indicate requirements for the course including size of classrooms and laboratories (ie number of seats in classrooms and laboratories, extent of computer access etc.)

	1.  Accommodation (Lecture rooms, laboratories, etc.)

Lecture room fully equipped with technological devices (smart board) 


	2. Computing resources



	3. Other resources (specify --eg. If specific laboratory equipment is required, list requirements or attach list) 




G   Course Evaluation and Improvement Processes

	1 Strategies for Obtaining Student Feedback on Effectiveness of Teaching

- Students are being surveyed at the end of each semester. They should express their opinions about the quality of the course, their learning experience, etc. 



	2  Other Strategies for Evaluation of Teaching by the Instructor or by the Department

- The periodic review for the reporter

- the reporters by the committee of the academic plans and the schedules in the section

- Recommendations of visiting professors



	3  Processes for Improvement of Teaching

- Getting useful feedback from students' evaluations 
- analysing students' feedback 
- Putting recommendations into actions 

- Taking advantage of the workshops and training sessions organized by the Deanship of skills development. 



	4. Processes for Verifying Standards of Student Achievement (eg. check marking by an independent faculty member of a sample of student work, periodic exchange and remarking of a sample of assignments with a faculty member in another institution)

- Internal peer evaluation of exams 

- External peer evaluation of exams 



	5 Describe the planning arrangements for periodically reviewing course effectiveness and planning for improvement.

- Periodic review of the course by specialised committee designed by the section

- Regular update of teaching sources. 
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