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Everything you need to define the job, step by step

Every job has a description -- and if you craft it carefully, you can use a job
description for effective hiring, new employee orientation, evaluating
performances, discipline and plan for future growth. But if it's poorly written (or
not written at all), your company can face all sorts of problems, from low
employee morale to legal troubles.

To meet your company's changing needs, The Job Description Handbook, an all-
in-one resource, can help you create HR documents that provide the details of
every job's duties, requirements, qualifications -- and much more.

This book, written in Nolo's signature plain-English style, will help you:

. create a good job description

. hire qualified employees

. evaluate an employee's job performance

. plan for your company's future needs

. avoid legal traps

. troubleshoot a description

The book also provides checklists, worksheets, resources, sample language and
step-by-step instructions that you can use to create job descriptions that will work
in the real world.

--Download forms for book at nolo.com
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Editorial Review

Review

"Can help you turn a tedious task into a valuable management tool for hiring the best possible people." 
Accounting Today

About the Author
Margie Mader-Clark has worked at the highest levels of the HR profession for more than 15 years, primarily
in the fast-paced world of Silicon Valley. She has experienced the power of good management -- and the
devastating impact of poor management. Mader-Clark has worked with numerous companies to develop
commonsense HR principles to guide their employment policies.

Users Review

From reader reviews:

Alan Dean:

Have you spare time for the day? What do you do when you have more or little spare time? Yes, you can
choose the suitable activity with regard to spend your time. Any person spent their particular spare time to
take a walk, shopping, or went to typically the Mall. How about open as well as read a book entitled The Job
Description Handbook? Maybe it is to get best activity for you. You know beside you can spend your time
together with your favorite's book, you can cleverer than before. Do you agree with it is opinion or you have
some other opinion?

Mary McKay:

This The Job Description Handbook is completely new way for you who has intense curiosity to look for
some information as it relief your hunger associated with. Getting deeper you onto it getting knowledge more
you know or perhaps you who still having bit of digest in reading this The Job Description Handbook can be
the light food in your case because the information inside that book is easy to get by simply anyone. These
books develop itself in the form that is reachable by anyone, yep I mean in the e-book form. People who
think that in book form make them feel sleepy even dizzy this publication is the answer. So there is
absolutely no in reading a guide especially this one. You can find actually looking for. It should be here for a
person. So , don't miss it! Just read this e-book type for your better life and knowledge.

Thomas Lemos:

Do you like reading a e-book? Confuse to looking for your favorite book? Or your book has been rare? Why
so many query for the book? But virtually any people feel that they enjoy intended for reading. Some people
likes studying, not only science book but additionally novel and The Job Description Handbook or perhaps
others sources were given understanding for you. After you know how the good a book, you feel need to read
more and more. Science guide was created for teacher or even students especially. Those guides are helping



them to add their knowledge. In additional case, beside science book, any other book likes The Job
Description Handbook to make your spare time a lot more colorful. Many types of book like here.

Jason Buckley:

E-book is one of source of knowledge. We can add our know-how from it. Not only for students but native
or citizen require book to know the upgrade information of year to year. As we know those textbooks have
many advantages. Beside many of us add our knowledge, can also bring us to around the world. With the
book The Job Description Handbook we can have more advantage. Don't that you be creative people? For
being creative person must love to read a book. Just simply choose the best book that ideal with your aim.
Don't be doubt to change your life at this book The Job Description Handbook. You can more inviting than
now.
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