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Human Resource Management:
· Managing people in an organization to drive successful performance and achievement of strategic goals
· Managing human capital:
1) Knowledge
2) Skills
3) Expertise
4) Training
· Attract, retain and engage diverse talent.
· HR strategy must be aligned with organizations strategic plan.
History of HRM
1) Scientific Management
· Reducing production costs, compensating employees based on performance levels.
· Task simplification.
· Performance based pay.
2) Human Relations Movement
· Attitude, feelings of workers are important.
· Hawthorne Studies: Effect of social environment was greater than that of physical environment.
3) Human Resource Movement:
· Combination of above two.
Operational Responsibilities
· Manage employees as they move through employment life cycle
· Selection and assimilation into organization.
· Development of capabilities while working in the organization
· Transition out of the organization.
· HR professionals act as in house consultants to line managers.
· Outsourced in recent years.
Strategic Responsibilities:
· How company will balance internal strengths and weaknesses with external opportunities and threats.
· HR is becoming increasingly important in this role
· Environmental Scanning i.e. successful incentive plan used by competitor.
· Change agents who lead organizations and employees through organizational change.
· Formulate and execute strategy.
HR Metrics: 
· Statistics used to measure the results of HR.
· Balanced Scorecard: Translates organizations strategy into a set of performance measures. 
External Environmental Influences:
1) Technology
· Time and space shifting.
· Line between work and family has become blurred.
· Firms monitoring employee activity.
· Ethical questions are raised.
2) Globalization
· Increased international competition.
· Multinational corporations conduct business around world; important for company to be familiar with employment legislation in country.
· Ethical dilemma where employment standards are much lower.
3) Government
· Human rights, employment standards, labour relations, occupational health and safety, workers compensation.
· Employment laws in Canada is so challenging because there are 14 different jurisdictions.
4) Environment
· Environmental concerns are motivating employee behaviour.
5) Economic
Internal Environmental Influences:
1) Organizational Culture
· Core values, beliefs, and assumptions that are widely shared by members of the organization
· Often conveyed through mission statement.
· Provides direction.
· Shapes employees attitudes about themselves, the organization and their role.
· Creates sense of identity, orderliness, and consistency.
· Fosters employee loyalty and commitment.
2) Organizational Climate
· Prevailing atmosphere that exists and impacts employees.
· Influenced by HR policies, leadership, and organizational communication.
· Correlation to employee motivation, job satisfaction, performance, and productivity.
3) Empowerment and Engagement:
· Flatter organizations, using cross functional teams and improved communication.
· Workers skills allowing them to make decisions.
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Multiple Jurisdictions for Employment and Labour Law:
· Provincial territorial laws govern 90 percent of Canadian workers.
· Federal laws govern 10 percent of workers in federal civil service, Crown corporations, transportation, banking and communications.
· Some things in common between federal and provincial employment law; however some differences as well. 
· Ensuring legality among all 14 jurisdictions can be very complex.
Employment and Labour Standards Legislation:
· Establish minimum employee  entitlements:
1) Wages, paid holidays and vacation.
2) Maternity, parenting and adoption leaves.
3) Bereavement and compassionate care leave.
4) Termination notice and overtime pay
· Limit on hours allowed to work.
· Enforcement is complaint based.
· Equal pay for equal work; females and males must earn same amount.
· Pay differences based on seniority or performance is allowed.
Legislation Protecting Human Rights (Charter of Rights and Freedoms)
· Guarantees fundamental rights and freedoms to every Canadian.
· Equality rights provide the basis for human rights legislation - equal protections and equal benefit of the law without discrimination based on race, ethnicity, colour, religion, sex, age or mental or physical disability.
· Supersedes the terms of any employment contract or collective agreement.
Discrimination:
· Exclusion or preference based on one of the prohibited grounds (see figure 2.1 page 30).
· Nullifies or impairs the right of a person to full and equal recognition and exercise of his or her human rights and freedoms. 
1) Direct
· Cannot discriminate directly by refusing to hire train or promote an individual on any of the prohibited grounds.
· No individuals or groups may be treated differently in any aspects or terms and conditions of employment based on any of the prohibited grounds i.e. hire only female nurses.
· Cannot discriminate indirectly through another party i.e. employment agency asked to refer only male candidates.
· Discrimination because of association involves the denial of rights because of friendship or other relationship with a protected group member. 
2) Indirect
· Apparently neutral policies have an adverse impact on protected groups. 
3) Permissible Discrimination
· Employers are allowed to discriminate if employment preferences are based on a bona fide occupational requirement -Justifiable reason for discrimination based on business necessity, such as requirement for the safe and efficient operation of the organization i.e. blind person cannot drive a truck.
· Sometimes a BFOR exception to human rights practices is fairly obvious i.e. modelling.
Harassment:
· Some jurisdictions prohibit harassment on all prescribed grounds while others only expressly ban sexual harassment.
· Includes unwelcome behaviour that demeans, humiliates, or embarrasses a person and that a reasonable person should have known would be unwelcome.
· Bullying is a form of harassment.
· Supreme Court has made it clear that protecting employees from harassment is part of an employer’s responsibility to provide a safe and healthy working environment
Sexual Harassment:
1) Sexual Coercion: Sexual harassment that results in some direct consequence to a workers employment status or some gain in or loss of tangible job benefits.
2) Sexual Annoyance: Sexually related conduct that is hostile, intimidating or offensive to the employee but has no direct link to tangible job benefits or loss. Creates a poisoned work environment.
Harassment Policies:  Establish, Communicate, Enforce, and Maintain
Employment Equity Legislation
· Human rights laws focus on prohibiting various types of discrimination.
· Over time it became apparent that there were certain groups that this complaint based reactive approach was insufficient. 
1) Women
2) Aboriginals
3) Persons with disabilities.
4) Visible minorities 
· Led to Federal Employment Equity Act, based on Charter or Rights - Protects 4 designated groups by removing employment barriers, and promoting equality.
· These groups faced differential treatment as evident by lower pay, occupational segregation, higher unemployment, concentration in low status jobs with little room for growth and underutilization.
Employment Equity Program: Designed to achieve a balanced representation of designated group members in the organization. Challenge because existing employees must become adept at working with others who come from diverse back rounds. 

Chapter 3
HR technology: Used to attract, hire, retain and maintain talent, support workforce administration, and optimize workforce management. Can be used in different types of HRIS, by various stakeholders and accessed in different ways i.e. intranet.
Strong relationship between HR and technology will enable HR to:
1) Strategic alignment with business objectives – By taking the focus away from administrative activities.
2) Business Intelligence – Providing users with relevant data.
3) Effectiveness and efficiency – Reducing lead times, costs, and service levels. 
HR has changed in 3 major ways because of technology
1) Decreased transactional activities:
·  Reduce compliance and administrative activities through automation.
· Lowering of basic transaction costs.
· Leverage technology to improve the design and delivery of basic HR services.
2) Increased client customer focus: 
· HR deals with internal customers, including managers, employees, and all other departments.
· Expect HR to understand keys business issues and to provide relevant and meaningful information to help them make better decisions.
· IT is a major partner with HR.
3) Increased Strategic Activities:
· Reduce time and maintenance on compliance and administration.
· Focus is shifted to strategic business needs.
HRIS:
· Integrated system used to gather, store, and analyze information regarding HR.
· System must transform basic data into useful information.
· System is about the people, policies, procedures, and data required to manage the HR function.
Key Functions of an HRIS:
1) Create and Maintain Employee Records
· Record for every employee is established and maintained throughout period of employment.
· Accuracy and timeliness are critical.
· Over time managers, employees, and HR professionals will require access to info.
2) Legal Compliance
· Info in an HRIS ensures that organizations can comply with government regulations by providing data in an accurate and timely matter i.e. T4 generation.
3) Talent Management
· Info regarding employee training, skills, competencies, jobs held etc. allows manager to provide development opportunities for employees.
4) Strategic Alignment
· Info in HRIS can help organizations align more effectively with strategic plan.
· Example: Entering into a new marker and the HR resources required. 
5) Enhancing Decision Making
· Using data within a meaningful context to help managers and HR professionals make effective business decisions.
· Example: Salary budget.
Selecting and Implementing an HRIS
Phase 1 : Determining the Need
· What the system should be capable of doing.
· What the technical specifications will be.
Based on:
1) Company Background: Industry, size of a company, and the projected growth.
2) Management Considerations: Management would have preconceived views regarding what they want the system to do and the type of software required.
3) Technical Considerations: Hardware operating systems, networking, databases and telecommunications.  Compatibility with existing technical equipment is important.
4) HR Considerations: Type of data needed to produce reports to management, where the data can be found and how reliable it is. Also determine what needs to be automated.
5) Cost Considerations: Hardware, training, additional staff, and support costs.
Phase 2: Implementation
· Company selects project team which includes outside consultants.
· Management from all functional areas ensure system meets their needs.
· Software is tested.
· Feedback is given before system goes live – replaces older system.
Phase 3: Integration
· Train users of the system.
· The goal is for stakeholders to reap the benefits of the new system; however, many difficulties can arise with the implementation and people need to become comfortable.
Employee Self Service (ESS):  Enables employees to access and manage their personal information directly without having to go through HR managers. Administration and transactional costs are reduced by shifting responsibility to the employee.
Interactive Voice Response (IVR): Touch tone telephone interacts with database to acquire or enter information into the database. i.e. employee can call in  with regards to attendance.
Management Self Service (MSS): Enable managers to access a range of information about themselves and about the employees who report to them and to process HR- related work that pertains to their staff. View Resumes, merit reviews, submit position requirements, view salaries, monitor employee performance and training history. Managers can acquire useful information without having to go through a third party.
Evolution of HR Technology
1) Paper Based Systems
· Operated independently, no integration.
· HR data only available to HR staff
2) Early PC Technology
· Data is now stored on PCs .
3) Electronic Database Systems
· Relational data bases, allowed for more complex reports due to integrated databases. 
· HR systems became integrated with other business-related systems. 
· Information to speed up transactional activities.
4) Web-Based Technology
· Web based applications allow users to access the applications from any computer connected to the internet.
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Organizational Structure: Formal relationship among jobs in an organization. 
Organizational Chart: Snapshot of the firm depicting the organizations structure in chart form at a particular point in time. – Departments, chain of command, accountability.
Job Design: Systematically organizing work into tasks required to perform a job.
Job 
· Group of related activities and duties.
· Duties should be clear and distinct from other jobs
· May be held by single employer or occupy a number of incumbents.
· Position is the collection of tasks and duties performed by one person.
Job Design Considerations:
1) Job Specialization (industrial Engineering) 
· Work Simplification
· Assign administrative tasks aspects of work to management.
· Lower level employees narrowly defined tasks.
· Tasks are clearly defined, specialized and repetitive – maximize efficiency.
· Appropriate for employees who may have mental limitations or lack education or training.
· Inappropriate for customized highly specialized work or for more advanced employees.
· Industrial Engineering 
· Analyzing work methods.
· Making work cycles more efficient by modifying, combining, rearranging, or eliminating tasks and a establishing time cycles.
· Too much emphasis on industrial engineering can lead to human aspects being ignored.
2) Behavioural Aspects
· Reaction to dehumanizing aspects of highly repetitive and specialized jobs.
· Job Enlargement:  Assigning additional tasks at the same level or responsibility.
· Job Rotation: Systematically moving employees from one job to another.
· Job Enrichment: Making jog more rewarding or satisfying by adding more meaningful tasks and duties.
· Team Based Job Design: Small group of people with complementary skills who work towards common goals and share responsibility.
3) Ergonomic Aspects
· Physiological as well as health and safety needs into account.
· Integrate and accommodate the physical needs of workers into job design.
· Adapt entire job system to match human characteristics.
· Meet requirements of those with special needs. 
4) Increasing Job Flexibility
· Always changing environmental factors have required firms to be responsive, flexible and much more competitive.
· Led work to become cognitively complex, collaborative, dependant on social skills, dependant on technological competence, more time pressured, more mobile, and less dependent on geography.
Job Analysis:
· Procedure for determining tasks, duties, and responsibilities of each job and the human attributes (knowledge, skills, and abilities) required to perform them. 
· Uses of Job Analysis Info
1) HR planning: Which jobs can be filled internally or externally?
2) Recruitment and Selection: Which sort of person to recruit and hire, should only be based on job analysis due to legal compliance.
3) Compensation: Determining relative value and compensation for each job.
4) Performance Appraisal: Criteria used to asses employee performance must be related to job analysis.
5) Training, Development, and Career Management: Identify KSA’s to determine training programs, used to determine KSA’s for potential jobs.
Methods of Collecting Job Analysis Information (Qualitative)
1) Interview
· Individual, group, and supervisory interviews.
· Best to use a structured questionnaire.
· Include questions regarding
· General purpose of job.
· Responsibilities and duties.
· Education, experience, and skills required.
· Physical and mental demands.
· Working Conditions.
2) Questionnaires
· Structured checklist- long list of duties.
· Unstructured – Employee describes job. 
3) Observation
· Useful when jobs consist of observable physical activities.
· Not useful in jobs that require minimal physical activity and more thinking.
4) Participant Diary/Log 
· Detailed chronological diary of employee activities.

Advantages and Disadvantages see page 97 table 4.1

Quantitative Job Analysis Techniques 
· Aim is to assign a quantitative value to compare pay between two jobs.
· Position Analysis Questionnaire
· Used to collect quantifiable data concerning the duties and responsibilities of various jobs.
· Quantitative score based on 6 job dimensions:
1) Information input.
2) Mental processes.
3) Work output.
4) Relationships with others.
5) Job context (physical and social environment) 
6) Other job characteristics (pace and structure) 
· Functional Job Analysis
· Rates job on responsibilities with regards to data, people, and things from simple to complex.
· Performance standards and training requirements are identified – To do these tasks and meet these standards what training is required. 
· National Occupation Classification
· Reference tool for writing job descriptions and job specifications.
· Compiled by (HRSDC) 
· Contains comprehensive standardized descriptions of about 30,000 occupations and the requirements for each. 
· Occupation is a collection of jobs that share some or all of a set of main duties.
Job Description 
· Written analysis statement of what the jobholder actually does.
· How he or she does it and under what conditions the job is performed.
· List of duties, responsibilities, working conditions, reporting relationships.
· Product of a job analysis.
· Includes
1) Job Identification – Title, department location, title of immediate supervisor.
2) Job Summary – General nature listing major functions or activities.
3) Relationships – Indicates relationships with those inside and outside organization. 
4) Duties and Responsibilities - Major duties and responsibilities. 
5) Authority – Limits of the jobholders authority (decision making authority, direct supervision of other employees, and budget limitations.
6) Performance Standards/Indicators – Standards employee is expected to achieve in each of the job descriptions main duties and responsibilities.  Telling employees to do their best usually doesn’t provide enough guidance.
7) Working Conditions and Physical Environment – General working conditions involved in the job (noise level, temperature, lighting, degree of privacy, frequency of interruptions, hours of work, amount of travel, and potential hazards).
Job Descriptions and Human Rights Legislation
· Requires employers to ensure that there is no discrimination on any of the prohibited grounds in any aspect of terms and conditions of employment.
· Only criteria that should be examined should be knowledge, skills, and abilities required for essential job duties.
· When employees cannot perform one or more of the essential duties because of reasons related to a prohibited ground, reasonable accommodation to the point of undue hardship is required.
Job Specifications
· What human traits and characteristics are required for the job?
· Must comply with human rights legislation
· All qualifications are BFOR’s, based on current job duties and responsibilities.
· Unjustifiably high educational and/or lengthy experience requirements can lead to discrimination. 
· Qualifications of current incumbent should not be confused with the minimum requirements.
· Entry level jobs identifying physical and mental demand are critical.
Competency Based Job Analysis: 
· More and more jobs require a broader range of duty and responsibility. Specific duties may no longer be acceptable and more flexible behaviour from employees may be required.
· Competency job analysis basically means writing job descriptions based on competencies rather than duties. Emphasises what employees must be capable of doing. 
· Competencies: Demonstrable characteristics of a person that enable performance. 
· Competency – based job analysis: Describing the job in terms of the measurable, observable behavioural competencies (knowledge, skills, and or behaviours) that an employee doing that job well must exhibit.
· Advantages
1) Traditional job descriptions may backfire if a high performance work system is your goal. 
2) More strategic.
3) Measurable skills knowledge and competencies support employers performance management process.  
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HR planning
· Forecasting future HR requirements to ensure organization will have the required number of employees with the necessary skills to reach strategic objectives.
· Avoid shortages and surpluses in labour.
· Ineffective HR planning can result in failure of short term operational plans/long term strategic plans.
Key Steps in HR Planning
1) Forecast Demand for Labour (demand)
· Forecasting based on:
· Projected turnover as a result of resignations or terminations.
· Quality and nature of employees relative to management’s opinion on organizational direction.
· Technological and administrative changes aimed at increasing productivity and minimizing manpower.
· Financial resources of each department.
· Quantitative Techniques
· Trend analysis: Study of firms employment levels over a period of years to predict future needs.
· Ratio analysis: Ratio of business activity (e.g. sales) and the number of employees needed.
· Scatter plot: Determine whether two factors (business activities and staffing levels) are related.
· Regression analysis: Mathematical formula to project future demands based on an established relationship between and organizations employment level (dependent variable) and some measurable factor of output (independent variable)
· Qualitative Techniques: Rely solely on expert judgements.
· Nominal Group Technique: Group of experts meet face to face. Independent idea generation  Presentation of ideas Clarification followed by group discussion and evaluation  ranking of ideas independently.
· Delphi Technique: Judgmental forecasting technique used to arrive at a group decision, typically involving organizational employees. Idea are exchanged without face to face contact and feedback is provided and used to fine tune independent judgements until a consensus is reached.
2) Forecast availability of internal/external candidates (supply)
· Markov Analysis
· Forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matrix.
· Skills Inventories
· Manual or computerized records summarizing employees’ education, experience, interests, skills, and so on which are used to identify internal candidates for transfer/and or promotion.
· Must be updated regularly.
· Management Inventories
· Records summarizing the background, qualifications, skills, interests of management employees, as well as information about managerial responsibilities and management training are used to identify internal candidates eligible for promotion.
· Replacement Charts
· Visual representation of who will replace whom in the event of a job opening.
· Likely internal candidates are listed with their age, present performance rating, and promotability status.
· Replacement  Summaries
· List of all replacements for a particular position.
· Relative strengths and weaknesses.
· Position.
· Performance.
· Promotability.
· Age.
· Experience.
· Succession Planning: Ensuring suitable supply of successors for current and future senior or key jobs so that the careers of individuals can be effectively planned and managed.
· Analysis of the demand for managers and professionals in the company.
· Audit of existing executives and projection of future supply.
· Planning of individual paths based on objective estimates of future needs.
· Career counselling and performance related training and development to prepare individuals for future roles.
· Accelerated promotions, with development targeted at future business needs.
· Planned strategic recruitment aimed at obtaining people with the potential to meet future needs as well as filling current openings.
· To project supply of outside candidates employers must assess:
1) Economic Conditions: Unemployment rates. Even when unemployment rates are high some positions will be difficult to fill because unemployment rates vary by occupation and location.
2) National Labour Market Conditions: Demographic trends have a significant impact on national labour market conditions. Wealth of labour market information is available from statistics Canada. Canada has a declining population and birth rates therefore almost all labour force growth will come from foreign workers.
3) Local Labour Market Conditions: Community growth rates and attitudes.
4) Occupational Market Conditions: Forecast availability of potential candidates in specific occupations.

3) Implement HR  programs to balance supply and demand 
· Labour surplus: Internal supply of employees exceeds organizations demand.
· Hiring freeze: Common initial response to an employee surplus. Openings are filled by reassigning current employees, and no outsiders are hired.
· Attrition: Normal separation of employees from an organization because of resignation, retirement, or death.
· Early Retirement buyout programs: Strategies used to accelerate attrition that involves offering attractive buyout packages or the opportunity to retire on full pension with an attractive benefits package.
· Job sharing: Dividing duties of a single position between 2 or more employees.
· Work sharing: Employees work 3 or 4 days a week and receive EI for non-work days.
· Reduced work week: Employers work fewer hours and receive less pay.
· Layoff: Temporary withdrawal of employment to workers for economic or business reasons.
· Supplemental unemployment benefits:  Top up of EI benefits that bring income levels to normal.
· Termination with severance package: Permanent separation from the organization for any reason with a severance package; might include lump sum payment and a continuation of benefits for a certain period of time.
· Labour shortage: Internal supply of human resources cannot meet the organization’s needs.
· Overtime
· Hiring temporary employees.
· Transfer: Movement of an employee from one job to another that is relatively equal in pay responsibility and organizational level.
· Promotion: Movement of an employee from one job to another that is higher in pay, responsibility, usually based on merit, seniority or a combination of both.
· Balancing Supply and Demand
· Over next 20 years vast majority of baby boomer will transition from working life to retirement creating a critical undersupply of labour.
· Offer employment to women, aboriginals, visible minorities and access largely untapped talent pool of people with disabilities.
· Offer flexible work arrangements
Flex time: Employees build their workday around a core of midday hours.
Compressed work week: 4 10 hour days instead of 5 8 hour days.
Flex year: employees can choose the number of hours that they want to work each month over the next year.
· When Labour supply is in equilibrium organizations replace employees who leave the firm with individuals transferred or promoted from inside or hired from outside. Training and career development play crucial roles.
Environmental Scanning
· Critical component of HRP and strategic planning processes.
· Most successful organizations are prepared for changes before they occur
· Most monitored factors 
1) Economic Conditions.
2) Market and competitive trends.
3) New or revised laws. 
4) Technological changes.
5) Demographic trends
· Staffing table: Pictorial representation of all jobs in an organization, along with the number of current incumbents and future employment requirements.
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Recruitment: Searching out and attracting qualified job applicants. Recruiters find and attract qualified applicants. 
Employer Branding: 
· Increasingly tight job market employers must remain permanently visible to potential employees. 
· Proactive employers are trying to obtain a competitive advantage bye establishing themselves as employers of choice through employer branding – image or impression of an organization as an employer based on the benefits of being employed by the organization. Functional, economic, and emotional benefits.
3 Steps:
1) Define the target audience i.e. McDonalds and young people.
2) Value Proposition: What separates us from other companies uses relevant info to support case.
3) Communicate the brad: Incorporate value proposition. Various channels of communication should be used.
Recruitment Process:
1) Identify openings 
· Identified through HR planning based on strategic plan.
· Present and future openings.
· Filled externally or internally.
2) Specify Job requirements: Determined from job specification and description. 
3) Select methods of recruitment: Filled externally or internally. 
4) Generate pool of qualified applicants: Diversity goals and employment equity legislation should be reflected in the pool.
Recruiting Within the Organization: 
· Advantages: 
1) Employees see competence is rewarded enhancing commitment, morale, and performance.
2) Having been with the firm insiders may be more committed to the company’s goals and less likely to leave. 
3) Safer, more information about employee.
4) Less orientation.
· Disadvantages:
1) Discontent unsuccessful candidates – providing feedback is important.
2) Time consuming to post and interview all candidates if one is already preferred.
3) Employees may be less satisfied with and accepting of a boss appointed from their own ranks.
4) Inbreeding – problem when a new and innovative direction is needed.
Job Posting
· Process of notifying employees about vacant positions.
· Information about job posting can now usually be found on company’s intranet
· Includes:
1) Job title
2) Duties
3) Qualifications
4) Hours of work
5) Pay range
6) Posting date
7) Closing date
HR Records: 
· HR records are often consulted to ensure that qualified individuals are notified of current vacancies.
· Some employees may be working below qualifications or have necessary training etc.
· Includes skills inventories.
Limitations of Recruiting from Within:
· Rarely possible to fill all non-entry level positions with current employees.
· Unexpected vacancies may occur with no one qualified to take over.
· Some jobs require specialized training and experience no one has.
Recruiting from outside the organization:
· Advantages
1) Larger pool of qualified candidates – better quality of selection decision.
2) Diverse applicant pool – assist in meeting employment equity goals and timetables.
3) Acquisition of skills or knowledge not currently available in the organization.
4) Elimination of rivalry between current employees.
5) Cost savings resulting from hiring people who require no further training.
· Type of job effects recruitment method chosen
· Yield ratios: Percentage of applicants that proceed to next stage of selection. Help indicate which recruitment methods are the most effective at producing qualified job candidates.
· Time laps data – time from start of recruitment to new employees starting work.
Print Advertising
· To  achieve optimal results company follow AIDA to construct ad
1) Attention - Borders, company picture, logo etc.
2) Interest - Range of duties, location, working conditions etc.
3) Desire - Capitalizing on interesting aspects of the job, unique benefits or opportunities. Target audience should be kept in mind.
4) Action - Call today!
Recruiting Non – Permanent Staff
· Increase use of contingent workers to attain labour flexibility.
· Acquire employees with special skills on a needs – basis.
1) Temporary Help Agencies
· Cover workers who are ill on vacation etc.
· Handle demand fluctuations.
· Cost much less as they receive lower compensation.
· Savings related to training since investment in training has become an important business strategy of temp agencies.
· If a sub doesn’t perform up to par a replacement can be found.
· Temps are often highly motivated, knowing that many firms choose the best temps as full time employees.
2) Contract Workers
· Employees who develop work relationships directly with the employer for a specific type of work or period of time.
· Many professionals with specialized skills become contract workers.
Recruiting a More Diverse Work Force
1) Attracting Older Workers
· Workforce is aging and employers encourage retirement aged employees to stay with the company or are actively recruiting employees who are at or beyond retirement age.
· High job satisfaction, strong sense of loyalty, a strong work ethic, good people skills, and a willingness to work in a variety of rolls.
· Important to deal with stereotypical attitudes towards older workers.
· Ensure HR policies don’t discourage recruitment of older workers. 
· Develop flexible working arrangements
· Redesign jobs to accommodate decreased dexterity. 
2) Attracting Younger Employees
· Benefits of a multigenerational workforce.
· Young bring energy, enthusiasm, and physical strength.
3) Recruiting Designated Group Members
· Alternative publications targeted at designated group members should be considered for advertising and linkages can be formed with organizations and agencies specializing in assisting designated group members.
Developing and Using Application Forms
· Provides an efficient means of collecting verifiable historical data from each candidate in a standardized form. 
· Reasons for Applications:
1) Candidate comparison is easier.
2) Specifically requested information is given rather than just what candidate wants to reveal.
3) Candidates are asked to acknowledge information is true and accurate, protects company form applicants who falsify credentials.
4) Typically asked to fill out at work location so it is an example of candidates work – many candidates seek help in writing resume.
5) Written authorization for reference checking.
Human Rights and Application Forms
· Cannot ask questions that would directly or indirectly classify candidates on the basis on any of the prohibited grounds.
· If an application has any illegal questions an unsuccessful candidate may challenge the legality of the entire recruitment and selection process.
· i.e. photograph, information about illness, etc.
Using Application Forms to Predict Job Performance
· Application forms to predict which candidates will be successful and which will not.









