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Human Resource Planning: 
process that the people required to run the company are being used as effectively as possible

Strategic planning: 
where major objectives are identified and comprehensive plans are developed to achieve the objectives.
HR planning is used to make sure the departments objectives are met

Steps in HR Planning:
Forecast demand for labour in the organization
Does the organization need 50 workers? Or only 25?
Determine the supply of labour – both external and internal to the organization
Is there enough people wanting to work within the company? If not, is there enough people outside of the company willing to work?
Identify the gap between supply and demand
Is the job you’re offering wanted by many people? Is there enough people in that field?
Develop action plans to close or eliminate the gap
Figure out who you want to hire, is there enough people wanting the job to be selective?
The Relationship between Planning/Recruiting/Selecting people:
Planning for future, supervisors and managers must help in choosing the future people requirements
Is the current model of choice good? Or does it need to be revamped
Organization MUST have right number/type of employees to be able to use their chosen business plan
Too many/too little will cause problems 
Advantages/Disadvantages of recruiting within Organization:
Adv: can capitalize on previous investments made in recruiting/selecting/training/developing current employees
Already knows way around company, just add on to previous knowledge
Adv: promotions reward employees, sends message to other employees that if they continue working hard, they’ll get a similar reward for their future efforts
Disadv: inbreeding of ideas and attitudes 
Basically, reuse ideas that were already previously implemented
Advantages/Disadvantages of External Recruitment:
Adv: bring in new ideas/people w/ specialized skills
Ex/ there’s always someone better
Disadv: certain constraints (ex/ legislated employment equity plan) can bring in a different variety of people, not always what the manager wants
Objectives of the Selection Process:
Basically, the right person, with the right skills, at the right time in the right job
Typical Steps in Selection Process:
a. Receipt of application form
b. Initial interview
c. Occasional employment tests
d. Interview w/ supervisor
e. Reference checks
f. Hiring decision
Sources of Info for Selection Decision:
Interviews
Personal, phone, online, etc.
Application forms or resumes
Usually combination of both
References
Only checked after initial interview, usually 3, cannot be family members, most usually previous managers
Employment tests
From knowledge, to math, to I.Q. tests, and drug tests
Different Approaches for Employment Interview:
Unstructured: interviewer is free to use whatever approach/sequence of topics they feel is appropriate
Structured: every single applicant gets the exact same set o questions, that have pre-established answers
Situational: candidates are asked how they would handle a specific hypothetical situation (usually multiple scenarios)
Behavioural descriptions of previous work experiences
Ex/ tell me what you did at your last place of work
Interviews are done either by one person, multiple people, and through a computer program
Different Types of Employment Tests:
More unbiased than the interview 
Interviewer ultimately makes the final choice, sometimes just based on the applicants apparent skills the interviewer perceives 
Usually provides a broader sampling of behaviour and skills

TERMS TO KNOW:
Achievement Tests:
What a person knows or can do right now

Aptitude Tests:
A person’s capacity to learn or acquire skills

Behavioural Description Interview (BDI):
question what a person actually did in a given situation

Human Resource Planning:
process that the people required to run the company are being used as effectively as possible

Internal Job Posting:
A method of communicating information about job openings
Usually post vacancy notices on company employment boards (remember Wonderland supervisor position)

Labour Market:
The area from which applicants are recruited
Vary with type of position/amount of compensation
Canada = immigration 

Management Forecasts:
Opinions and judgments of people who are knowledgeable about the organization’s future needs will develop scenarios that can be used for planning purposes
People who know about the company’s future needs will create certain scenarios that will be used for HR planning 

Markov Analysis:
Internal supply
Shows percentage (and actual number) of employees who remain in each job from year to year, as well as the proportions of those who are promoted, demoted, or transferred, or who leave the organization
A way to track the employee movement patterns through various jobs

Panel Interview:
Applicant meets with multiple interviewers who take turns asking question

Recruitment: 
process of locating and encouraging potential applicants to apply for existing or anticipated job openings
it’s the process where you try and find possible applicants for your company

Reliability: 
The degree to which interviews, tests, and other selection procedures yield comparable data over time and alternative measures
Must give similar results even when tested over time

Selection:
Process of choosing individuals who have relevant qualifications to fill existing or projected job openings
Choosing the best applicant for the job posted

Situational Question:
Question in which an applicant is given a hypothetical incident and asked how he or she would respond to it

Skills Inventory:
Information about the education, experience, skills, etc. of staff

Staffing Table:
Internal supply
Graphic representations of all organizational jobs, along with the numbers of employees currently occupying those jobs
A graph of all the jobs, with the number of employees in those job roles

Trend Analysis:
Quantitative approach to forecasting labour demand on an organizational index
Forecast employment requirements on an index

Validity:
How well a test or selection procedure measures a person’s attributes
Basically, to what extent of data will predict job performance
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Chapter Notes:

HR PLANNING STEPS:
1. Forecast demand for labour
2. Determine supply of labour (external and internal)
3. Identify the gap between demand and supply
4. Develop action plans to eliminate the gap
i. Oversupply: attrition, leave of absence without pay, job sharing, reduced hours 
Attrition: natural departure of employees through people quitting, retiring, or dying
Too many people leave (high turnover) = cost company more money than intended

ii. Shortage: hire full time/part time, lease employees, use overtime, retention strategies 
Need for additional employees may be short-term or temporary
Hire part-time to cover absences of full-time employees

RECRUITMENT:
Recruitment Process:
1. Planning for staffing needs
2. Identification of current or future job openings
3. Getting individual job information (job description and job specifications)
4. Determining recruitment method (internal or external)
5. Creating pool of potential qualified applicants 

INTERNAL RECRUITING:
Promotions/transfers
How to find employees for promotion:
HRIS
Succession Planning: process of identifying, developing, and tracking key employees for future promotions
Company must identify their long-term goals and make sure employee is developed to take on other responsibilities 
Internal Job Posting: (see definition)

Advantages: reward employees, lets other employees see their similar efforts will also lead to promotion
Transfers help protect employees from layoff
Disadvantages: applicants hired outside of company bring in new (sometimes better ideas)
“employee cloning” – same ideas used over and over again

EXTERNAL RECRUITING:
Bring in new employees/managers/executives
Advantages: brings certain skills that the company needs, brings different POV’s
Disadvantages: lack of info about person’s performance on job
Needs training
Significant costs
Legislative requirements

OUTSIDE SOURCES OF RECRUITMENT:
Advertisements:
Websites, newspapers, trade journals
Reaching large audience of possible applicants
Internet:
Most commonly used search tactic
Cost effective
Employment Agencies:
Match applicants with specific needs of a company
Headhunters = executive search firms, focus on senior-level and executive- level managerial positions
Most CEO’s are found this way
Temps, employees hired for 1-3 year terms
Educational Institutions:
Young applicants, formal training, almost no full-time work experience
Open Houses and Job Fairs:
Usually when organization is expanding 
Also when looking for particular skills
Employee Referrals:
Quality of employee-referred applicants is quite high
Usually cash payment to current employee
Unsolicited Applications and Resumes:
Percentage of acceptable applicants may not be high, cannot be ignored
Professional Organizations:
Offer placement services to members
Unions:
Used for blue-collar (welders, electricians, plumbers)
Recruitment for Diversity:
Often focus on attracting potential staff in communities of different ethnic and cultural backgrounds

THE SELECTION PROCESS:
Continuous process
1. Completion of application form or submission of resume
2. Initial screening/interviewing by HR person
3. Employment tests
4. Supervisory or team interview
5. Reference checks
6. Hiring decision

SOURCES OF INFORMATION:
Application forms and Resumes:
Provide info if applicant meets minimum requirements
Basis for questions 
Reference checks
Interview:
Practical with small number of applicants
Sometimes has personal bias

INTERVIEWING METHODS:
One-on-one: 
Questions could be BDI, situational, or non-directive
Panel/Group Interview:
Applicant meets with multiple interviewers who take turns asking question
Structured, situational, BDI, or all 3 types of questions
Telephone Interview:
Usually first interview
Internet-based Interview:
Used to pre-screen or assess applicants online

TYPES OF INTERVIEW QUESTIONS:
Structured Questions:
BDI (Behavioural Description Interview): question what a person actually did in a given situation
Ex/ Describe a situation when you disciplined and employee?
What was the action taken?
What were the results?
Situational Question:
Question in which an applicant is given a hypothetical incident and asked how he or she would respond to it
Ex/ What would you do if an employee sexual assaulted another employee?
Unstructured Questions:
Broad and open-ended
Lets applicant talk freely, interviewer uses follow-up questions

GUIDELINES FOR EMPLOYMENT INTERVIEWERS:
1. Establish an Interview Plan
2. Establish and Maintain Rapport
3. Be an Active Listener
4. Pay Attention to Verbal Cues
5. Provide Information as Freely and Honestly as Possible
6. Use Questions Effectively
7. Separate Facts from Inferences
8. Recognize Biases and Stereotypes
9. Control the Course of the Interview
10. Standardize the Questions Asked

EMPLOYMENT TESTS:
Aptitude: capacity to learn or acquire skills
Achievement: what a person knows or can do right now
Cognitive Ability Tests:
Measure mental capabilities
Personality and Interest Inventories:
Measure personal characteristics (sociability, agreeableness, openness to experience)
Emotional Intelligence:
A composite of emotional reasoning abilities (perceiving, understanding, and regulating emotions)
Physical Ability Tests:
Usually for physically demanding jobs
Predict performance on job, but also ability to minimize injuries on job
Job Sample Tests:
Applicant performs tasks that are a part of the work required on job
Drug Testing:
Employer cannot do random substance abuse testing
Drug testing needs to be established as job-related

REFERENCE CHECKS:
Telephone checks most popular
Most asked question: “would you rehire this employee?”

HIRING DEICISON:
Line manager makes decision
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