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Happy holidays and a prosperous
new year to everyone,
The Hopkins Group

Tips for the Road Warrior
Here are some travel websites to check out, hopefully making your trip planning
and trips a little easier and less expensive.
Farecast.com – Based on 250 factors, this website will give you a prediction about a
proposed itinerary. If fares are on the upswing, you’re advised to buy. If it predicts a
drop, it suggests you wait.
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FareCompare.com – Check out the “First Class Search” button that scours its
database of airfares for little-known Y class tickets. These are coded for coach, but
you are seated in first-class. While not cheap, they are less than a full-fare first class
ticket and sometimes beat last-minute full-fare coach tickets.
Yapta.com – This is an acronym for “your amazing personal travel assistant.” Use
this site to make use of the guaranteed airfare rules. If the price drops on the exact
class of fare that you purchased, the airline owes you either a refund for the
difference or a voucher for future use.

Budgeting for
2008? Mercer HR
Consulting is
projecting that
pay increases
will remain at
3.8% for 2008.

Presentation Quick Tips
Here are some quick tips for that next presentation:
-

Be strategic – tie your presentation to company goals and objectives.
Be clear and minimize the visuals.
Minimize what’s on the visuals – remember no more than 7 words per 7
lines.
Practice, practice, practice.
Remember your audience.
Be ready for anything – don’t let unexpected questions throw you. Let the
person know you’ll get back to them with an answer instead of guessing.

Job Description No-no’s

This newsletter is a periodic
publication of The Hopkins
Group, LLC and should
not be construed as legal
advice or legal opinion on
any specific facts or
circumstances. The
contents are intended for
general information
purposes only and you are
urged to consult an
attorney concerning your
own situation and any
specific legal questions you
may have. For further
information about these
contents, please contact
any representative of The
Hopkins Group, LLC.

HUMAN RESOURCES
BUSINESS SOLUTIONS
The Hopkins Group, LLC

214-597-2444
www.hopkinshr.com
Copyright © 2007
The Hopkins Group, LLC
All Rights Reserved

Does anyone truly enjoy writing job
descriptions? Probably not, but even if
you don’t enjoy the task, it is crucial to
have up-to-date job descriptions for all
positions in your company. Please note
that “positions” and not “employees”
was used.
Job descriptions are needed for
recruiting, retention, management, and
compliance.
There are a number of common
mistakes made when writing job
descriptions. The list below gives you
the no-no’s and how to’s.
1. Writing a job description that describes
the incumbent, not the job. It's easy to
think about the individual in the job,
and write about how he or she has
chosen to do the work. A good job
description focuses purely on job
expectations and outcomes, not how
the job is handled by the person who
happens to be in it.
2. Using vague wording. It is tempting
to rocket through writing job
descriptions by inserting vague
language like "takes care of
employment." Does that mean routine
recordkeeping, labor negotiations, or
executive recruiting? Does that entail
responsibility for employment or just
participation in the process? Spell it
out.

3. Glossing over essential vs. nonessential
functions. With the advent of the
Americans with Disabilities Act (ADA),
it became "essential" to separate
essential functions of a job from those
less so. This allows persons with
disabilities to still be hired if they can
carry out those key tasks (sometimes
with reasonable accommodation), even
if they can't do lesser tasks. Every jobdescription must make this separation
to be ADA-compliant. If your job
descriptions are fuzzy about essential
functions, things won't go your way in
court.
4. Failing to update. Change happens.
There aren't many jobs that haven't
changed significantly in the past few
years. If job descriptions haven't kept
up, confusion and legal challenges are
headed your way.
5. Writing a job description after the fact.
Courts pay little attention to job
descriptions written after lawsuits are
filed. That's why the time to write
them - or update them if needed - is
now.
While it’s quiet over the holidays, sit
down and write up those job
descriptions. There is a lot of
information on the web to help get you
started and after you finish the first
one, the rest won’t be so tough.

