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Evaluation of Job Analysis and Selection and Placement Policies at Black
& Veatch Company

Prepared by Ruba Ibrahim Ahmed Abuhamdiya

Supervisor: Dr. Mohammed Aljabari

ABSTRACT

This study aimed to identify the reality of Job analysis in Black and Veatch Company, and
the availability and implementation of the job description, and the obstacles facing the
process of analysis. The study also aimed to identify the reality of the selection practices at
Black and Veatch, in terms of the availability and implementation of these practices, and

identify obstacles faced the selection process.

The study included evaluation of the current situation, based on the scientific basics of the
Job analysis process, and the selection process, and make suggestions to improve these
processes. The methodology of the research was based on the descriptive approach, and
the researcher used content analysis and Questionnaire to collect data needed to complete
the study. The researcher used comprehensive survey method. The researcher fills 79
questionnaires which were distributed to all employees. The researcher has used content
analysis for the templates, and she used statistical package of social science (SPSS) for the
purpose of viewing the results of the questionnaire, and analysis these results to access the

recommendations of this study.

The study showed a number of results, the most important is; the job analysis is not used
as a basis for selection practices. Job description model found for most of the jobs in the
company and was prepared in accordance with the scientific basis, with the absence of a
formal distribution for the employees. An employment application found, all employees
must fill all items in the application, where the items correspond to the scientific basis. In
addition, tests and medical examinations are not accredited in the selection process in the

company.
The results showed many obstacles for selection and hiring in the company, including lack
of participation of aboard parties in the selection process. Absence of participation of the
HR department in most interviews. Control limposition by some department managers on

the selection process.



The researcher recommended a set of recommendations to improve the job analysis and
selection and recruitment policies employed by Black & Veatch. The most important of
these was the establishment of a specialized department within the company to prepare
human resource planning and job requirements assessment, and tests to be prepared by HR
department to suit the nature of the job (Based on job analysis), and Human Resources
Department participation in all interviews, through cooperation between departmental
managers and human resources department, and reducing the powers of managers

regarding the selection of employees in the company.
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BV:\SJ&&@Y eﬁ)éﬂa

From: Ruba Abunamdaiya <aoUnaimdiyaraoman.coms
Date: Mon, Mar 12,2018 at 2.16 PM

Subject RE: Ruba Master TheSIS Introduction

To: "Lister, Peter" <l isterP@bv.coms>

Many thanks for your approval and your support.

On12 Mar 2018 12:08 pm, "Lister, Peter”
<ListerP@bv.com> wrote:

Thank you Ruba, this is fine. | wish you every
success with you Thesis.

Regards

Peter Lister

From: Fino, Jessica

Sent: Wednesday, March 07, 2018 4:37 PM
To: Lister, Peter

Subject: FW: Ruba Master Thesis Introduction
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Job Description Form

Job Title: Project Manager (Water)
Division/Department: CMC Water/Wastewater Sector
Location: BV-INPII/ Ramallah

Reports To: Chief of Party

Level/ Grade: Type of Position: Hours: 40/Week

Senior Level Full-Time Part-time [] Exempt []
Part-time [] Contractor [_] Non Exempt
Intern []

General Description:

e Supervise and delegate proper tasks to field support staff.

e Supervise and ensure timely review of all construction and material submittals.

e Review Contractors schedules and execution plans and ensure compliance with the terms of the
Contract.

e Ensure contractors’ compliance with all the resource requirements.

e Monitor the progress of the project against the project schedule and prepare weekly progress
reports to the main office.

e Review contractors progress payments provide recommendation to the main office

e Review Contract revisions, follow up and ensure timely preparation of Contract Variation Orders
and compliance with the contract documents.

e Coordinate with contractors on all security and permitting issues related to the implementation of
the project.

e Study contract documents to ensure compliance of the construction methods adopted by
contractors.

e Ensure contractor compliance with quality control programs.

e Follow up with the contractors and ensure timely and efficient coordination with local authorities
on matters related to the implementation of projects.

e Investigate damage, accidents, or delays at construction sites, to ensure that proper procedures are
being carried out.

Work Experience Requirements

10 years of experience in water and wastewater projects and extensive experience in variety of
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infrastructure projects, and have the.
“specific experience in either road, water or other infrastructure projects maybe required”’

Education Requirements

Bachelor’s Degree in Civil or Mechanical Engineering
Proof of university degree will be required

Other Requirements Related to the Job

Fluent English Language skills

Good management skills

Have sense of initiative and ownership

Good team working skills

Excellent Microsoft Office skills

Strong English verbal and written communication skills
Ability to meet schedules and deadlines

Ability to supervise a number of field and office staff
Valid Driving License

Able to use Auto-CAD to review digital blue prints

100




(SITE INSPECTOR) adgall (fiida (uiiga Adlagl LAudigll Clagl) 1€ aB) 3ala

Job Description Form

Job Title: Site Inspector Engineer

Division/Department: CMC

Location: Field ( )

Reports To: Resident Engineer

Level/ Grade: Type of Position: Hours: 40/Week
Junior Full-Time [X] Part-time [] Exempt []

Part-time [] Contractor [] Non Exempt [X]

Intern []

General Description

e Assisting the Resident Engineer in accomplishing his duties

e Coordinate and ensure contractor compliance with all tests and inspection requirements as per the
relevant specifications.

e Verify that the quality related site activities are in accordance with the applicable codes and
standards.

e Participate in the site coordination meetings with the contractor

e Prepare daily reports for all site activities

e Carry out the Resident Engineer’s duties during his absence

e Beable to perform quantity take-offs for quantity measurements for various site activities

e Prepare weekly and monthly progress reports.

e Any other activity/responsibility required by the needs of his/her supervisor

e Perform site inspections

Work Experience Requirements

3-4 years experience in Civil Engineering projects related to infrastructure
“specific experience in either road, water or other infrastructure projects maybe required’
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Education Requirements

Bachelor’s Degree in Civil Engineering
Proof of university degree will be required

Other Requirements Related to the Job

Must have fluent English Language skills

Strong organizational and communication skills
Ability to meet schedules and deadlines

Must have good skills using Microsoft Office products
Valid Driving License

Able to use Auto-CAD to review digital blue prints
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(OFFICE ENGINEER) cuiSall (uiiga Aduligl Luigl) Chagl) ;0 a3 3ala

Job Description Form

Job Title: Office Engineer
Division/Department: CMC

Location: Field ( )

Reports To: Resident Engineer

Level/ Grade: Type of Position: Hours: 40/Week
Junior Full-Time [X] Part-time [] Exempt []
Part-time ] Contractor [] Non Exempt [X]

Intern [

General Description

Assist in various construction duties such as quantity take-off, understanding of BOQs, and other contract
documents.
o Assist senior staff with short notice assignments such report preparation and project documents
review and editing.
o Assist in the review of design documents, submittals, and payment vouchers
o Process and file all incoming correspondence, RFI's, and other Contractor forms.
o Organizing and collecting the timesheets for the BV related site/field engineers every month for
all the related projects
o Attend site and office coordination meetings with contractors and be responsible for preparation
of meeting minutes.
o Any other activity/responsibility required by the needs of his/her supervisor
o Be part of the site supervision team and perform site inspections

Work Experience Requirements

1 years experience in Civil Engineering projects related to infrastructure
“specific experience in either road, water or other infrastructure projects maybe required”

103



Education Requirements

Bachelor’s Degree in Civil Engineering
Proof of university degree will be required

Other Requirements Related to the Job

Fluent English language skills

Strong organizational skills

Excellent communications skills

Good team working skills

Good skills using Microsoft Office products and AutoCAD
Ability to meet tight deadlines

Able to use Auto-CAD to review digital blue prints
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Job Description Form

Job Title: Document Control Assistant Engineer
Division/Department: Document Control

Location: BV-INPII/ Ramallah

Reports To: Document Control System E

Level/ Grade: Type of Position: Hours: 40/Week
Junior Level Full-Time [X] Part-time [] Exempt []
Part-time [] Contractor [] Non Exempt [X]

Intern []

General Description

e Registering the submittals in the submittals log for all the projects prior to sending them to

contractors.

e Registering the RFI’s in the RFI log for all the projects.

e Keeping track of the submittals status and send a reminder for the TOLs of the deadline for the

submittals to be sent to the contractors.

e Follow up with AJP to get the comments for the submittals and the RFI’s.

e Update the statistics of the submittals log to make sure they’re available upon request.
Responsible for preparing, scanning and filing of the transmittal letters for the contractors and
coordinate with them to receive the submittals on time.

Scanning and filing the RFI’s.

Responsible for receiving, distributing, registering and filing the E-C letters and C-E letters.
Assist the Document Control Engineer in the related activities.

Make sure the document is timely provided when requested.

Providing support to the TOL if the assistant is absent.

Providing support to the Contracts Engineer in preparing Variation Orders and reviewing the
payments.

[ Work Experience Requir t |
[ 2 vears experience in Engineering projects related to infrastructure |
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Education Requirements

Bachelor’s Degree in Civil Engineering or Construction Management

Other Requirements Related to the Job

Fluent English language skills

Strong organizational skills

Excellent communications skills

Good team working skills

Good skills using Microsoft Office products
Ability to meet tight deadlines
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INP2 Staffing

BV 45,4 8 ALliall g igai 1V ad) 3ale

INP Il Panel Interview Form

[Job Title: Completed By:

Date:

C. Name:

Current location:

Current work

(What is his/her compensation expectations:

Additional comments on

importance: In relation to the role, the experience listed is:
3 - Critical
2 - Required
1-Preferred

[Rating Scale: In relation to the position requirements, the candidate’s skills are:
5 - 6 Superior - exceeds requirements
3.4 ~meets [ performance
1 -2 Needs Improvement - does not meet requirements; development needed

Score: Importance X Rating

Notes

[Experience
Project Specific Technical Skills:

Impoﬂmcel Ranngl Score [

1)

2)

3)

)

5)

6)

@
[Sub-Total
[Knowledge, Skills, and Abilities:

1)

2)

3)

Candidate Score:

Maximum Score:

Percentage

[Additional Notes:

[Recommendation:

Interviewer's Signature:
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