
Appendix D

Artifact Title

Job/Task Analysis: Marketing specialist

Description

The job/task analysis report was completed in the first semester of Instructional Systems Masters program in partial fulfillment of the requirements for EME 5601 (Introduction to Instructional Systems -- Dr. John. Keller). 

Conditions of Completion

The guidelines were to conduct a job/task analysis for a specific position in an organization of my choice.

Scope

In this project, an interview with a marketing specialist at Founder Tech Corporation was conducted and the functions, tasks and requisite skills and knowledge to perform some frequent tasks are identified. The paper also discussed the setting in which the marketing specialist worked in and the detailed procedure taken to conduct the job/task analysis. 
My Role 

The project was completed on my own with the information from the interviewee, literature and Internet resources. 

EME5601 Introduction to Instructional Systems

Job/Task Analysis
Marketing specialist
Professor: Dr. John Keller
Student name: Jing Wang

March 29, 2004
Introduction
I. Background: 

Founder Tech Corporation is one of the most famous high tech corporations in the PRC. Its own brand personal computer has been the country's second best-selling PC for five years and was ranked the fifth PC brand in the Asia Pacific market in 2002. Its operations include manufacturing and sales of business computers, PCs and other electronic devices, as well as providing software for their machines. The company structure of Founder is as shown in the chart below.
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Chart 1 Company Structure
The corporation has gone through a series of restructuring and expansion recent years. The marketing department was separated from the corporation's sales system and Administration in 2001. After some recent pilot studies, the HRD found that some of the marketing specialists have a vague perception of what their functions and duties are. And since the department is relatively new, there is no detailed and updated job description or job aid available. Therefore, the HRD suggest a job/task analysis to define and characterize the position of marketing specialists, to identify the functions, duties and tasks of this position, clarify the knowledge/skills requirement for some tasks and establish certain qualifications for the position.
II.  Setting 

1. Department Structure:

The marketing department is composed of 54 people: one manager, 4 marketing coordinators, 12 analysts and 37 marketing specialists. The staff members are divided into four different teams according to the major operations of the company, as shown in the following table.
	Manager

	      Job title
Team
	Population

	
	Marketing Coordinator
	Analysts
	Marketing Specialists

	Business machines
	1
	3
	10

	PC and accessories
	1
	4
	9

	Mobile devices
	1
	3
	10

	Software
	1
	2
	8

	Total 
	4
	12
	37


Chart 2: Structure of Marketing Department
2. Mission
The mission of the marketing department is to establish Founder's marketing strategies both for the short term and long term, expand market share and explore new market, enhance the credibility and fame of the company, as well as provide proper support for other Founder’s internal sections, assist the management in their decision making process and create a favorable external marketing environment for the company. 
The process of the job/task analysis
I. Preparation

1. Collect information 
1) Founder's mission, goals and organizational structure
2) Mission, goals and organizational structure of the marketing department
3) Information about the job at issue: general description, expectation from superiors, and entry qualifications

2. Select the sample for interview 
1) Sample size: 
One person (in a real-life job/task analysis, more than one person should be included in the sample, for example, other people on the position at issue, and superiors to the position)
2) Sample information:

Name: Jia Liu
 

Gender: Female 
Current job title: Marketing specialist

Department/Company: Marketing/ Founder Tech
Job location: Beijing

Length of time in current position: 1 year
Education: B.S. in economics, Nankai University, PR China
3. Contact the interviewee 
I first contacted Miss Liu through international call. During the phone call, I explained the purpose of my analysis, introduced my plan of conducting the analysis and requested her help. 
After getting her approval of being my interviewee, I sent an email to her, explaining the details of my assignment, so that she could do some preparation for the interview: 
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II. Interview
The interview was conducted from 8:00 to 10:00 a.m. on March 20, 2004 through internet video conversation (considering the low cost and convenience of taking notes during the interview). 
III. Analysis

After the interview, I checked the notes taken during the conversation, consolidated the information, and finally wrote out a hierarchical list of functions, duties and tasks. Also, I analyzed requisite knowledge, skills and attitudes for certain tasks. On March 24, I had another internet video conversation with Ms. Liu to validate the results.
Results of the Job/Task Analysis
The results of the analysis are a short description of the job as a market specialist, the prerequisites that a professional marketing specialist should possess, a list of functions, duties, and tasks that are necessary to perform the job, and required skills and knowledge for some frequently performed tasks.
I. Short description
Marketing specialists in the marketing department of Founder Tech Corporation are responsible for the day-to-day marketing management, internal communications in the corporation and public relations with external agencies.

To be a professional marketing specialist, one should possess the following knowledge and capabilities:

1. knowledge of marketing principles, processes, techniques and resources, knowledge of advertising and high tech products
2. ability to compose and write out marketing plan

3. ability to meet the timelines

4. basic computer skills, and database management skills

5. excellent communication and presentation skills
6. creative thinking 
7. acute business sense
II. Task listing
There are three major functions for the job as a marketing specialist in Founder Tech: Assist the sales system to promote sales of a target product, serve as the interface between the marketing department and other sections of the corporation and maintain external marketing environment. Among these functions, the first is the basic and often performed by a team of marketing specialists.
Numbering of the list: 

1. 

Function

1.1

Duty
1.1.1

Task
   1.1.1.1 
Subtask
1. Assist the sales system to promote sales

1.1 Conduct background research
1.1.1 Identify a target product
1.1.2 Clarify the sales goals of the product

1.1.3 Characterize the target product

1.1.3.1 Study similar products of other manufacturers

1.1.3.2 Compare the target product with the similar products
1.1.3.3 Discover the uniqueness of the target product

1.1.4 Identify potential consumers

1.1.5 Study the marketing strategies of Founder's competitors
1.1.6 Set up a database or file of the research results
1.2 Design and implement marketing programs for the target product

1.2.1 Come up with a general marketing strategy for the target product
1.2.2 Design and implement advertisements

1.2.2.1 Develop an advertisement plan

1.2.2.2 Revise the plan

1.2.2.3 Get the approval of the plan from the Marketing Coordinator

1.2.2.4 Choose proper means of mass media, such as newspaper, magazines, radio, or television.
1.2.2.5 Contact the chosen mass communication institution(s)

1.2.2.6 Work together with the institution(s) to develop a plan for producing and publicizing the advertisement

1.2.2.7 Take part in the producing of the advertisement

1.2.2.8 Solve problems during the cooperation
1.2.3 Design and implement promotions

1.2.3.1 Select a local store (franchiser) to carry out the promotion
1.2.3.2 Contact the local store 
1.2.3.3 Contact the sales system
1.2.3.4 Work together with people from the sales system and local store to develop a plan and schedule for the promotion
1.2.3.5 Get approval of the plan from the Marketing coordinator and functionary of the sales system
1.2.3.6 Get approval of the plan and schedule from the manager of the local store

1.2.3.7 Deliver a basic training to the sales stuff at the local store if necessary

1.2.3.8 Execute the promotion activities on the spot
1.2.3.9 Solve problems during the cooperation

1.3 Set up a database and files for future analysis 
2. Serve as the interface between the marketing department and other sections of the corporation

2.1 Communicate with the R&D department
2.1.1 Require detailed information of target product
2.1.2 Provide information about market trend, customer demand and competitors’ development
2.1.3 Assist in launching new product concepts and marketing analysis

2.2 Communicate with the management

2.2.1 Request approval from the management on some key decisions of the marketing program
2.2.2 Seek support from the management in the department’s marketing efforts

2.2.3 Provide information to assist the management in business decision making

2.3 Communicate with the financial department

2.3.1 Manage budget plan for a marketing program

2.3.2 Seek necessary funding support from the financial department to carry out a marketing program

2.3.3 Make records of the actual costs for the marketing program

2.3.4 Calculate the ROI of the marketing program

2.3.5 Provide the information (in 2.3.3 and 2.3.4) to the financial department

3. Maintain external marketing environment
3.1 Keep a close relationship with the mass media

3.1.1 Establish and maintain a database of mass media
3.1.2 Keep touch with influential mass media
3.1.2.1 Send messages about the new developments of the corporation in the form of brochures, emails and phone calls, etc

3.1.2.2 Collect feedback from the media

3.2 Keep a close relationship with the important clients

3.2.1 Establish and maintain a database of important clients

3.2.2 Keep touch with important clients
3.2.2.1 Send messages about new products and service that the corporation can provide
3.2.3 Detect new demands of the client in time and report to the R&D
III.  Requisite skills and knowledge
In this part, indispensable skills and knowledge to perform some frequent tasks are identified. This is not a complete skills/knowledge analysis.
Function: 1. Assist the sales system to promote sales

Duty: 1.1 Conduct background research
	Task
	Skills and knowledge

	1.1.3 Characterize the target product
	a) Ability to gather data 

b) Good knowledge of Founder’s products
c) Basic knowledge about the products of other competitors in the market
d) Acute perception of marketing

e) Analytical skills

	1.1.6 Set up a database or file of the research results
	a) Ability to compile information
b) Database management skills


Function: 1. Assist the sales system to promote sales

Duty: 1.2 Design and implement marketing programs for the target product

	Task
	Subtask
	Skills and knowledge

	1.2.2 Design and implement advertisements
	1.2.2.1 Develop an advertisement plan
	a) Knowledge of marketing strategies, processes, techniques and available resources
b) Knowledge of advertising

c) Ability to create and compose
d) Cooperation with other team members

	
	1.2.2.3 Get the approval of the plan from the Marketing Coordinator
	Strong communication and presentation skills

	
	1.2.2.4 Choose proper means of mass media such as newspaper, magazines, radio, or television
	a) Knowledge of marketing media and funding sources

b)  Knowledge of local media institutions

	
	1.2.2.6 Work together with the institution to develop a plan for producing and publicizing the advertisement
	a) Knowledge of advertisement producing and publishing techniques

b) Communication skills
c) Ability to plan and coordinate various activities


Function: 3. Maintain external marketing environment
Duty: 3.2 Keep a close relationship with the important clients

	Task
	Skills and knowledge

	3.2.1 Establish and maintain a database of important clients
	Database management skills

	3.2.2 Keep touch with important clients
	Communication skills

	3.2.3 Detect new demands of the client in time and report to the R&D
	Acute business sense


Appendix:

Diagram approach-a simple diagram of the analysis results
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The goal of my analysis


The purpose of the interview


The expected results of my analysis 


Functions, duties, tasks and subtasks if necessary


Knowledge and skills required to conduct certain complex tasks


Some qualifications to perform well in the position


The schedule of the interview 


Sample questions I am going to ask during the interview


Questions about the setting you are working in:


The mission, business goal and organizational structure of Founder Tech


The mission, business goal and organizational structure of marketing department


Questions about your job


Would you please give a general introduction of your current job?


What functions are required to perform your job?


What duties are necessary to perform each function?


Would you please break certain complicated duties, at your own choice, into a series of tasks?


What is the most frequently performed function/duty/task? 


What are the difficulties you encounter on your job?


What kind of knowledge and skills are needed to perform these tasks?


What inputs are available to perform your job?


What results are being achieved by performing your job?
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