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Introduction
According to the Bureau of Labor Statistics Occupational Outlook Handbook, a middle school teacher is one who educates students in the sixth up to eighth grade, intending to augment skills learned in elementary school and equip them with new ones for secondary school education. The purpose of this report is to give a job analysis of a typical middle school teacher in the United States, accompanied by recommendations for customized performance management of the middle school teacher.  While, on the one hand, the job analysis gives us a better understanding of the requirements of the job, the performance management, on the other hand, aims at providing guidelines for assessment and improvement of these teachers in their duties. This report thus begins with the methods used to obtain information for the job analysis of a middle school teacher, followed by the job description and specifications, after which several recommendations are suggested for the development of a reliable performance management system for middle school teachers.
The data used in this report is obtained from a combination of methods employed in a documented interaction with a group of incumbent local middle school teachers who chose to remain anonymous. These included a questionnaire followed by an interview with an incumbent middle school teacher and three random days spent with the teachers while on duty to cater for observation. The reasons for this particular choice of methods will be expanded on later in this report, together with the challenges and shortcomings of the methods used. It is imperative to note that the confidentiality of the teachers was maintained as a way of building trust which would allow for a more open discussion, at the same time protecting the teacher’s privacy and autonomy. Any business issues such as compensation were dealt with in preliminary talks during which the teachers agreed to take part in the research for free.
Job Analysis Methods Used
Due to a relatively low level of experience in conducting job analyses, the simplest of research methods were the default choices. The methods that were used in the job analysis of a middle school teacher included the following as outline below.
Structured Interviews
In structured face to face interviews, specific questions were asked based on observations, analyses of other teaching jobs, and prior discussions with human resources persons who were knowledgeable about teaching job requirements. The interview questions asked are in the Appendix. It was noted that interview questions allowed for more detailed answers. However, sometimes the respondent would digress or add irrelevant personal information. Despite this, interview questions allowed the respondent to be recorded in their own words, allowing for personal feelings and opinions to be better expressed. Furthermore, the ability to observe non-verbal cues reduced the risk of falsification. Nonetheless, the manual process of data entry was more demanding compared to what it would be like in online research. Also, the amount of time utilized in a complete detailed interview was relatively substantial.
Questionnaires
Questionnaires were included to add more information in a yes/no format. These questionnaires included task statements in the form of worker behaviors. Furthermore, some questions required the respondents to rate a particular experience over a scale. While questionnaires allowed for anonymity since the name of the respondents were not required, this lack of personalization may have affected the degree of honesty in answering the questions. Also, some may have misunderstood some questions but could not ask for clarification. This was noted by a widely varied response in some questions. Some even left some questions unanswered. However, most of the questions in the questionnaire were easy to analyze. Besides, it was noted that there was general ease in taking questionnaires as they were seen as simple and took less time compared to interviews. Part of the questionnaire administered is in the Appendix section of this report.
Observation
Observation was also used as a research data collection method to obtain first-hand information about what being a middle school teacher involved. With relevant permission from administrative personnel, several classes were attended during which respondents participated in their daily tasks and activities. This was carried out on three randomly selected days over two weeks. It was noted that observation eliminated sources of error in interviews and questionnaires such as the omission of some information. Furthermore, interaction with the work environment provided a better understanding of the jobs, in addition to the ability to see interpersonal relationships at play. However, the incumbent person would sometimes alter their normal working behavior. The significant amount of time required in this method also posed a challenge in the maintenance of concentration the whole time.
Reading Secondary Sources
Secondary research was also conducted by reading secondary sources such as books, peer-reviewed journal articles, and websites about middle school teachers’ job descriptions. A lot of research was done digitally online by searching in databases like ProQuest and Google Scholar.
Job Description
	Job category 
	Training

	Job title
	Middle School Teacher

	Job family
	Education

	Division
	Teaching

	Holland code
	S-I-A

	Report to 
	Head of department/ Deputy Dean/Dean of students

	


Responsibilities
	a) Tasks: 
1) Creating rules for student behavior
2) Instruct students through various methods such as lectures, videos
3) Setting assessments and tests, and grading them
4) Coming up with objectives for classes and lessons
5) Preparing reports on students as required 
6) Scheduling lessons
7) Attending staff meetings 
8) Establishing an inventory of classroom materials
9) Supervising student extracurricular activities such as groups 
10) Supervising class projects
11) Providing disabled students with special care 
b) Activities
1) Organizing and planning work
2) Training and teaching
3) Creative thinking
4) Researching and sourcing for information
5) Problem-solving
6) Conflict resolution
7) Maintaining interpersonal relationships
8) Student development
9) Administrative duties
10) Communication with supervisors




Job Specifications
	

Skills
	1) Listening- active listening is important to understand the students and colleagues.
2) Time management – since the teacher is tasked with scheduling lessons and projects, proper planning and time management skills help minimize confusion and unnecessary wastage.
3) Critical Thinking- This is important in making judgments that require weighing two or more options, for instance, in the selection of appropriate teaching methods.
4) Social interaction skills- Aside from students, teachers have to interact with their colleagues in a way that conveys an understanding of basic human aspects.
5) Problem-solving- It is crucial to categorizing a situation as a problem and coming up with solutions such as those for redundant and unhelpful teaching methods.

	



Knowledge
	1) Computer and electronic devices- in a modern world that continues to embrace digital learning, a good understanding of computer skills makes information delivery easier.
2) Psychology- It enables the teacher to predict the student behavior to determine the best way to address each one of them
3) English language- This is the most basic of requirements that ensure information is passed appropriately.
4) Clerical- Organizational skills are important in ensuring accurate student records are kept, for instance, report cards.
5) Training- the average middle school teacher should have adequate knowledge of training and teaching.

	

Abilities
	1) Ability to express themselves
2) Written comprehension
3) Ability to speak clearly
4) Ability to listen and understand



Performance Management
Performance management can be defined as the process through which managers ensure employees’ activities and outputs align with the goals of the organization (Noe, 2003). It requires identifying the core values and goals of a particular organization or job requirement, followed by using these goals to create criteria for measuring whether employees are competent enough. A subsequent feedback cycle then helps adjust the behavior of the employees. While Noe (2003) explains that the goals of any performance management review include strategic ones comparing the employee behavior to organizational goals and administrative ones to help make administrative choices, this particular performance management report design focused more on developmental goals. This implies a deliberate effort to analyze and help improve the skills of the teacher from the perspective of human resource personnel. For a more customized recommendation, the performance management processes to be used take root in the above job analysis and specifications.
Proposed Recommendations for Performance Management Procedures
Pulakos et al. (2015) came up with a model of the effective performance management processes that entails six main steps. In Step 1, the performance outcomes and goals for an organization are defined, including the organization’s goals. In Step 2, employee goals, behavior, and actions are modified to align with the outcomes wanted by the company. Simultaneously, Step 3 requires the provision of support and regular ongoing performance discussions between employees and managers in a bid to make managers comfortable with regularly assessing the employees. Step 4 is the performance evaluation, basing this on a number of criteria determined by the ultimate goals of the organization. Step 5 is the identification of improvements not only for average but also good employees to bring out the best in them, while step 6 entails the provision of consequences for the performance results.
With this in mind, a framework of the recommendations for performance management procedures among middle school teachers can be established. For starters, the schools should clearly state their goals objectives, including the mission and vision of the institution. From a general sense, such objectives should touch on key areas such as providing the students with coping skills in everyday life, enhancing inclusivity by teaching students to respect diversity, creating an awareness of the abilities and talents that students may have, and nurture them in the process. Furthermore, a career-focused education should be offered to prepare the students for provision in adult life. Ultimately, schools should deliberately improve the decision-making skills of students, which would allow them to discover opportunities and select the most appropriate ones depending on their goals in life.
According to Noe (2003), criteria for performance measurement can be classified into five broad classifications depending on the goals of the organization. Firstly, strategic congruence would ensure that the performance management system should have outcomes that coincide with the organization’s goals. Validity, which refers to how relevant the assessment of the performance measures used is, is crucial in ensuring that performance measures do not focus on irrelevant aspects of the performance of employees. Furthermore, the performance measurements should show reliability, that is, consistency, and acceptability, which is the extent to which employees accept the measures. Finally, specificity would ensure that employees are informed of the exact demands and expectations placed upon them.
By using these criteria, a performance measurement system for middle school teachers can be developed. To be more specific, this system should not only feel accepted by the teachers but should also clearly explain to these teachers the exact expectations they have to meet. Also, these expectations should align with the major goals of the institution. Additionally, the performance measurement system should be consistent and relevant to the skills needed by middle school teachers.
With these criteria in mind, several approaches can be taken to form this performance management system. Noe (2003) focuses on five approaches to performance management. A comparative approach would pit the performances of one teacher against another by ranking, forced distribution, or paired comparison approach. The comparative approach does not, however, link to the goals of the organization directly, and there is a lack of specificity. Nonetheless, this is a more acceptable approach and it eliminates leniency. The attributive approach focuses on traits in individual teachers, evaluating them using graphic and mixed standard scales. Despite the ease in setting up this method, there is a lack of congruence between the techniques and the organization’s strategy. Alternatively, the behavioral approach can be used, and it attempts to define employee behavior to be adhered to. Also, the results approach, which focuses on managing the measurable objectives of an organization, can be used. By using objectives or balanced scorecards, it is a more acceptable approach among employees. The quality approach is more specific, but it is believed to be incompatible with most organizations for several reasons such as the use of quantity, not quality, to assess performance.
For the performance management system to be complete, reliable sources of information should be employed (Noe, 2003). This can be from managers who rate employees, peers, and direct reports. Alternatively, self-ratings can be used, despite this being a less reliable option due to self-bias. Students’ parents can also be brought in to give recommendations for updates in the system. The place of technology in performance management systems cannot be ignored since the modern world is embracing digital learning more. The participation of students and teachers in social media sites also gives an avenue for easier exchange of information. Further improvements, however, need to be made to reduce politics, rater errors and increase rating validity.
Conclusion
In conclusion, a proper understanding of the job definition and requirements for a middle school teacher can help in coming up with recommendations for sustainable performance management processes and systems. A job analysis research using interviews, questionnaires and observation provided the understanding of the job specifications. A guideline of the different approach methods for the development of a performance management process that takes crucial criteria such as vitality into account was also outlined, and a suggestion for added inclusion of technology in the collection of information added in a bid to create a sustainable system of performance management. Nonetheless, a perfect performance management strategy would need further research with the specific goals of the particular organization in mind.
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Appendix
Appendix A: Interview questions asked during job analysis research:
1. Explain in detail the most important duties in your daily job.
2. Elaborate on the working environment.
3. What is the equipment necessary for daily use in your job?
4. How many employees are under your supervision?
5. What kind of personal decisions are you allowed to make? What are the limits?
6. What do you feel are the necessary skills needed to properly perform your job?
7. Describe the type of supervision you receive.
8. How much job experience is required to be good at your job?
9. Is the compensation sufficient for the amount of work you do?
Appendix B: Questionnaire Used
Section 1: General Information
Instructions: Tick the appropriate box or answer appropriately.

1. Position Status:  Part-time 
		 	 Full-time     [image: ]
2. Current job title
3. Department
4. Reports to
Section 2
Job Requirements
Instructions: Tick the appropriate box or answer appropriately
1. What number of years of experience related to the current job do you believe is necessary for an employee entering the position?
 1 year or less 
 More than 1 year up to 3 years
More than 3 years up to 5 years 
More than 5 years up to 10 years 
More than 10 years
2. Is there any special license, certification, and/or accreditation that are required for your position?
None required for this position 
Licenses, certification or accreditation required. Give details: ____________________ 
3. Does your position require any additional training to perform the essential daily functions? If yes, explain.

Section 3: Relationships
1. Select the statement that best describes your supervisory responsibility
a. I do not supervise anyone  
b. I give input to my supervisor regarding other employees’ performance, but I do not make hiring and firing recommendations. 
c. I have primary responsibility for conducting performance evaluations and making recommendations for hiring and firing employees. 
2. Indicate the number of individuals you directly supervise: 
3. Do you manage a department or division? 
Yes 
 No
4.  Can you hire and fire employees? 
 Yes 
 No 
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