[bookmark: _WNSectionTitle_3][bookmark: _WNTabType_2]	1/25/14 2:05 PM
Chapter 4: Human resource planning, recruitment and selection 

Human resource planning
 process that the people required to run the company are being used as effectively as possible, where and when they are needed in order to accomplish organizational goals
strategic planning involves the allocation of resources, including the people resources of the organization , HR planning is aligned to ensure that the objectives are met

HR planning approaches
There is a need to forecast the demand for employees
Trend analysis: quantitative approach to forecasting labour demand on an organizational index 
Management forecasts : opinions and judgments of supervisors or managers and others that are knowledgeable about the organizations future employment needs

Besides forecasting the demand for employees, an organization will also need to look at the supply of employees. This includes looking both internally in the organization and externally to the larger labour market. 
Two techniques to assess the internal supply are staffing tables and Markov analysis 
Staffing tables are graphic representations of all organizational jobs along with the numbers of employees currently occupying those jobs
Markov analysis shows the percentage (& actual number) of employees who remain in each job from one year to the next as well as the proportions of those who are promoted, demoted or transferred or who leave the organization. 
Skills inventory: staffing tables and Markov analysis focus on numbers of employees, this focuses on Information about the education, experiences, skills etc of staff

HR Planning steps
1. Forecast demand for labour 
2. Determine supply of labour (internal and external)
3. Identifying the gap between demand and supply
4. Develop action plans to eliminate the gap 
Oversupply
Attrition: natural departure of employees (quitting, retiring or dying)
Leave of absence without pay (if predicted that oversupply is short term)
Job sharing 
Reduced hours
Shortage
Full time/ pat time hiring 
Leasing of employees
Use of overtime 
Retention strategies 

Recruitment 
Process of locating and encouraging potential applicants to apply for existing or anticipated job openings 
The purpose is to have a large pool of qualifies applicants 

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

Recruiting from within the organization
- filling job vacancies above the entry level position through promotions and transfers from within the organization 

Advantages 
Makes use of people who already know the organization 
Improves morale throughout organization 
Transfers protect employees form layoff or to broaden their job experiences 
Eliminates orientation and training costs

Methods of Locating Qualified Internal job Candidates

- Human Resource Management Systems 
Databases that contain the complete records and qualifications of each employee within an organization

-Succession Planning 
process of identifying, developing and tracking key employees for future promotions or transfers

- Internal Job posting 
method of communicating information about job openings 

Limitations of recruiting from within 
Certain jobs may require specialized training an experience which may not be available in the org. 
Potential candidates from outside should also be considered to prevent the inbreeding of ideas 
Excessive reliance on internal sources can create the risk of “employee cloning”

Recruiting from outside the organization
Advantages 
The individual brings certain unique skills that the company needs now 

Disadvantage 
Lack of solid information about the persons performance on the job. Info available only through second hand sources .
Need more training and orientation 
Constraints such as salary levels that prevent organization from accessing larger pool of applicants 

Outside sources of Recruitment 
- Advertisements 
websites, newspapers, other media 
- Internet 
- Employment Agencies
- Educational Institutions 
- Open houses and job fairs 
- Employee Referrals 
- Unsolicited Applications and Resumes 
- Professional Organizations 
- Unions 
- Recruitment for Diversity 

Selection
Process of choosing individuals who have relevant qualifications to fill existing or projected job openings 

Steps in selection process:
1. Completion of application form or submission of resume 
2. Initial screening or interviewing by HR person 
3. Employment Tests 
4. Supervisory or team interview 
5. Reference Checks 
6. Hiring decisions 

The number of steps in the selection process and their sequence will vary, not only with the organization but also with the type and level of job to be filled. Not all applicants will go through all steps, some may be rejected 

Organizations use several different means to obtain information about applicants like resumes, interviews etc. It is essential that this info is both reliable and valid 
Reliability: the degree to which interviews, tests and other selection procedures yield comparable data over time and alternative measures 
Validity: how well a test or selection measures a person’s attributes

Application Forms and Resume 
Most organizations require application forms to be completed because it provides a fairly quick and systematic means of obtaining a variety of information about the applicant. Application forms serve several purposes:
They provide info for deciding whether an applicant meets the minimum requirements for experience, education and so on. 
They provide a basis for questions the interviewer will ask about the applicant’s background 
They also offer sources for reference checks. For certain jobs, a short application form is appropriate 

Some suggestions for putting together an application form: 
Application date 
Educational Background 
Experience 
Arrests and criminal convictions 
Country of citizenship 
References
Disabilities 

The Employment Interview 
The interview is a main part of selection because:
1.  it is especially practical when there are only few applicants 
2. it serves other purposes, such as public relations 
3. interviewers maintain great faith and confidence in their judgments 

Interviewing methods 
- One on one 
Interviewer could be HR professional or a supervisor 
Structure of ques can be behavioural descriptive interview (BDI), situational or non directive 

- Panel or Group Interview 
several interviewers take turns asking questions 
structured, situational, BDI or combination of all three 

- Internet based interview 

Types of Interview Questions 

Structured Questions 
Behavioural  Description Interview (BDI)
Question about what a person did in a given situation 
Leading type of interview question because:
An can provide a rich source of information 
Responses provide a clear view of the candidates past behaviour and results 
Answers are noted and rated based on previously established guidelines 
Provides a high degree of validity when done properly 
Situational Question 
Applicant is given a hypothetical incident and asked how he or she would respond to it 

Unstructured Questions 
Broad and open ended, allows candidate to talk freely without little interruption 

It is probably best to use both types of questions: structured to get good information about skills and competencies to do the work and unstructured to help in determining the candidates fit in the organization 

Guidelines for Employment Interviews:
1. Establish an interview plan
2. Establish and maintain rapport 
3. Be an active listener 
4. Pay attention to non 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 
interviewers will sometimes rate on tendency as really high and assume all others are just as high ( halo effect)
may consider all competencies average even though there is evidence of either poor or excellent job performance  (central tendency)
9. Control the course of the interview 
10. Standardize the questions asked 

Employment Assessments 
An objective and standardized way to assess a person’s KSAs, competencies and other characteristics in relation to other individuals 
Used to gather more in depth information on applicants 

Types of employment Assessments/ Tests 
Generally they are viewed as measuring either aptitude (capacity to learn or a acquire skills or achievement (what a person knows or can do right now)

1. Cognitive Ability Tests: measures mental capabilities such as general intelligence verbal fluency, numerical ability and reasoning ability 

2. Personality and Interest Inventories: measure’s a persons personality characteristics such as extroversion, agreeableness and openness to experience

3. Emotional Intelligence/ Emotional and Social Competence : a personality set of qualities that are distinct from cognitive ability and important for success. 

4. Physical Ability Tests ‘

5. Job sample tests: requires the applicant to perform tasks that are a part of the work required on the job 

6. Substance Abuse Testing 

Reference Checks
Generally telephone checks are preferable because they save time and provide greater candour 
Reference checking needs to be in relation to the work 
Accessing social media sites to see what candidates have posted may be inaccurate and considered an invasion of privacy.

-The most critical step in the selection process is to accept or reject applicants 
- An employer is interested in what an applicant can do and will do. 

The can do factors include: Knowledge, Skills, Aptitudes
The will do includes: motivation, Interests and Personality Characteristics 
Can do factors * Will do factors = Job performance 

A useful approach to ensure that criteria for decision process are appropriate and conform to legal requirements is the OUCH test: Objective, Uniform in application, Consistent in effect, has job relatedness

Decision Strategy: 
2 approaches:
1. Clinical Approach: each person involved will use different weights to the applicants background. This approach can lead to different decisions and frequently biases and stereotypes because it is based on personal judgments 
2. Statistical approach: criteria for successful job performance are listed and weighting factors are assigned. 

Statistical approach better for hiring the best person 
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