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Part 1
Job analysis 
Job analysis is a process of identifying the various duties, tasks, and responsibilities that a particular job entails. It is a process used to study a job comprehensively to determine all the requirements of the job including activities to be carried out as well as the knowledge and skills necessary for one to qualify for that job. It also includes a study of the environment favorable for the effective performance of the job. 

The two major outcomes of a job analysis include a job description and job specification. The job description is a summary of all the aspects that define a certain job role. It includes the qualifications, responsibilities as well as the tasks carried out in a certain job position. The skills that one must possess for a certain job position are outlined in the job description as well as the type of compensation the person in that job position may receive. The job specification is also a result of job analysis. Job specification includes a description of the qualification attributes for a given job including skills and knowledge, the experience required, or the academic qualification for a certain job position. It includes a set of characteristics that an employee must satisfy to qualify in the performance of tasks associated with a job position. 
Part 2 
Employee Benefits
Health benefits are one of the main types of employee benefits. They include compensation provided by the employer to their employees to cover their expenses on healthcare services. Most healthcare benefits are provided by the organizations to assure their health which is a major way of attracting employees to the organization. 
Disability benefits are also a major type of employee benefits paid to individuals with disabilities. They include a plan by the employer to pay a part of the employee’s salary when they are unable to work longer due to disabilities. The disabilities can include both physical and mental impairments which affect the employee’s ability to perform a certain amount of work. 
Retirement benefits are also a group of employee benefits offered by employers as a part of a pension scheme. They include payments that one receives upon retirement or exit from service to help them with day to day expenses when one is no longer employed. They are aimed at reducing poverty among old people when they are no longer working. 

Life insurance is also a type of employee benefits offered by employers. It includes a plan by the employer to pay a certain amount of money to a beneficiary when the employee dies. The life insurance includes premium payments from the employee salary monthly or annually in exchange for the lump sum paid to the beneficiaries. 

Employee assistant programs include assistance offered by the employer to help with personal matters. It includes a program through which employers can offer assistance when an employee faces issues in their marriage, drugs, or financial problems. They are meant to ensure the employees’ personal issues do not affect their performance. 
