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Everything you need to define the job, step by step

Every job has adescription -- and if you craft it carefully, you can use ajob
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 atedious 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:
Martha Doughty:

Have you spare time for just a day? What do you do when you have much more or little spare time? Sure,
you can choose the suitable activity to get spend your time. Any person spent al their spare timeto take a
walk, shopping, or went to the Mall. How about open or even read a book allowed The Job Description
Handbook? Maybe it is being best activity for you. Y ou recognize beside you can spend your time using
your favorite's book, you can smarter than before. Do you agree with its opinion or you have various other
opinion?

Clifford Walsh:

This The Job Description Handbook is great reserve for you because the content which can be full of
information for you who else always deal with world and possess to make decision every minute. This
specific book reveal it info accurately using great organize word or we can point out no rambling sentences
within it. So if you are read that hurriedly you can have whole detailsin it. Doesn't mean it only provides
straight forward sentences but difficult core information with wonderful delivering sentences. Having The
Job Description Handbook in your hand like finding the world in your arm, detailsin it is not ridiculous just
one. We can say that no guide that offer you world throughout ten or fifteen second right but this e-book
aready do that. So, thisis good reading book. Hey Mr. and Mrs. hectic do you still doubt in which?

JuliaBarr:

As astudent exactly feel bored in order to reading. If their teacher requested them to go to the library or
make summary for some reserve, they are complained. Just tiny students that has reading's spirit or real their
hobby. They just do what the teacher want, like asked to the library. They go to there but nothing reading
very seriously. Any students feel that reading is not important, boring and also can't see colorful pictures on
there. Yeah, it isto be complicated. Book is very important for you. Aswe know that on this period of time,



many ways to get whatever we really wish for. Likewise word says, ways to reach Chinese's country. So,
this The Job Description Handbook can make you truly feel more interested to read.

Gary Roth:

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