
Chapter 1: Strategic Human Resource Management

What is HRM?
Leadership and management of people within an organization using:
· Systems
· Methods
· Processes and procedures
That enable employees to optimize their contribution to organizational goals 
· Supports and enables organizations to meet short and long term goals

· Employee productivity & creativity
· Employee satisfaction
· Employee retention 

5 groups of HRM activities
1. Planning human resources
2. Attracting human resources
3. Placing, developing, and evaluating
4. Motivating employees
5. Maintain high performance

HRM in medium-large organizations 
· HR department reports to CEO
· Specialized sub-departments correspong with major activities
· Employment
· Compensation
· Training and development etc
· Head of HR department usually a Vice President or Director

The Role of the HR Department
· Staff Authority
· HR is a service department
· Authority to advise, not direct
· Line Authority
· Possessed by managers of operating departments
· Authority to make decisions
· Functional Authority
· HR department may be provided authority to make decisions usually made by line managers or top management
· i.e. creating and implementing health and safety policies, training managers not to be discriminatory 



Today’s HR Professional
· Enormous growth in the number of HR managers, directors, VPs and Senior VPs
· Competencies for HR Managers

They have
· Mastery of human resource management tools
· Change mastery
· Personal Credibility

Why Study HRM
· Human resources are the most common element in all social organizations
· These HR create the objectives, innovations, and accomplishments
· Organizational success depends upon careful attention to human resources 


Top Strategic Priorities
1. Attracting and retaining skilled staff
2. Increasing customer Service
3. Improving workforce performance
4. changing leadership and management behaviors
5. changing organizational culture and employee attitudes 

Strategic HRM
· linked to the strategic needs of an organization – corporate, business and functional levels
· HR strategies and tactics must be mutually consistent
· HR strategies need to be consistent with organizational priorities

STEP 1: Environmental Scan
· Continous monitoring of the business environment for
· Economic
· Forces
· Canadian economy goes through boom and byst cycles
· During boom cycles, HR must consider how to recruit and develop talent
· During recession, HR faces challenges
· Layoffs, wage concessions
· Lower morale 
· Productivity improvement 
· Essential for long-term success
· To increase productivity ratios, HR uses:
· Outsourcing, outplacement, part-time workers, contract or contingent workers, etc
· Productivity= output / input
· Technological (Flexible work design)
· Technology has brought flexibility
· when and where work is carried out (telecommuting)
· internet has a profound impact on HR activities i.e. social networking sites, video sharing etc
· allow users to own and control data
· add value to applications they use
· 

· Demographic: Gender balance, shift towards knowledge workers
· Women accounted for 70% of employment growth in the last 20 years
· Raises importance of child care, work-family balance, Dual career families
· Legal
· Cultural forces
· Diversity and Ethics
· Canadian society is a cultural mosaic 
· HR responsibility ot maximize positive outcomes and minimize challenges
· Ethical conduct of business is becoming an increasingly iimportant issue
· Managers should understand ethical perspectives and consider ethical implications
Step 2: Organizational Mission and Goals Analysis
· Mission statement specifies what activities the organization intends to pursue and what course is charted for the future
· A statement of “ Who we are, what we do, and where we are headed”
· Gives organization its own special identity, character, and path of development
· Overall mission and goals guide the human resources needed to fulfill the mission and goals
· Goals such 
· Productivities
· Organizational growth
· Employee satisfaction
· Efficiency
· And ability to adapt 
· Will help identify HR strategies





Step 3: Analysis of organizational character and culture 
· Human resource strategies should be formulated only after a careful look at the organizations character
· Employees, objectives
· Technology, size, age, unions
· Policies, successes, failure
· Each organization has a unique culture 
Step 4 & 5: analysis of organizational strategies and choice of HR Strategy
· Cost Leadership strategy
· Aims to gain competitive advantage through lower costs
· Differentiation Strategy
· Focuses on creating a distinctive or unique product 
· Focus Strategy
· Concentrates on segment of the market 

































Chapter 2
Job Analysis and Design 

1. Describe the use of job analysis information for human resource managers
· Systematic study of a job to discover its specifications and skill requirements
· Used for wage-setting, recruitment, and training,
HRM activities that rely on Job Analysis
· Improve productivity
· Avoid discrimination in employment
· Create Job Ads
· Person-job matching
· HR Planning
· Orientation & Training
· Compensation
· Performance standards
· Re-design of jobs
· Performance appraisal

2. Discuss the various steps in conducting job analysis and methods of job data collection 
Phase 1: Preperation
	Step 1:  Be familiar with the organization and its jobs
	Step 2: determine the use of job analysis information
	Step 3:  Identify jobs to be analyzed 

Phase 2: Collection of information 
	Step 4: determine non-human and human sources of Data
	Non-human
· previous job descriptions
· blueprints/manuals
· safety manuals
· internet research 
Human
· Employee incumbents 
· Customers
· Colleagues
· Supervisors
· Job experts








Step 5: data collection instrument design 
- Job Analysis Questionnaire
Functional Job Analysis (FJA) 
· Position Analysis questionnaire 
These questionnaires seek to collect job information uniformly. (See Fig 2-4)
They uncover the following, of the jobs investigated:
· Duties and Responsibilities, 
· Human Characteristics  (KSAOCs)
· Working Conditions
· Performance standards 

Phase 3: Use of Information
· job description - A recognized list of functions, tasks, accountabilities, working conditions, and competencies for a particular occupation or job

· job specification - A written statement that explains what a job demands of jobholders and the human skills and factors required
· Skill (KSAOs): 
· Education, Experience, Communication
· Effort: Physical & Mental
· Working Conditions
· 
· Job performance standards - The work performance expected from an employee on a particular job
· Targets for employee efforts
· Criteria for measuring job success
·  Sources of standards
· Job analysis information
· Alternative sources

- Job Design - design jobs so that that work is performed efficiently  AND employees are motivated and engaged. 

Competency
· Knowledge, skills, ability, or characteristic associated with superior job performance
· Broader in scope than KSAOs       e.g. communication, innovation, team orientation, and leadership
· Competency-based job descriptions and specifications have become increasingly popular. 







Key Considerations in Job Design 
1. Organizational Considerations 
· Efficiency
· Achieving maximal output with minimal input (Scientific management & industrial engineering principles)
· Stresses efficiency in effort, time, labour costs, training, and employee learning time
· Work flow: Sequence of and balance between jobs in an organization needed to produce the firm’s goods or services

2. Ergonomic Considerations
· Considers the physical relationship between the worker and the work
· Fitting the task to the worker rather than forcing employees to adapt to the task
· Can lead to significant improvements
· Efficiency and productivity
· Workplace safety

3. Employee Considerations : The 5 Job Characteristics Model
1. Autonomy - Having control over one’s work & responses to the work environment
2. Variety -  The opportunity to use different skills or perform different activities-the opposite of simplification or standardization
3. Task Identity - Feeling of responsibility or pride from doing an entire piece of work-from start to finish 
4. Job Feedback - Direct feedback from the work itself i.e. making a sale, lowering a production cost
5. Task Significance - Knowing that one’s work is important (to internal or external customers)



















Chapter 3 – Human Resource Planning 
Chapter Objectives

1. Explain the importance of human resource plans for strategic success 
- 
2. Explain the various methods of estimating a firm’s supply of human resources

INTERAL SUPPLY ESTIMATES
· - Skills and Management Inventories
· Summary of worker and management skills and abilities
· Replacement Charts
· Visual representation of who would replace whom in the event of a job opening

· Replacement Summaries
· Lists of likely replacements for each job
· Indicates their relative strengths and weaknesses
· Transition Matrices & Markov Analysis

External Supply Estimates
· Labour Market Analysis
· Study of the firm’s labour market to evaluate the present or future availability of workers
· Community Attitudes
· Affects nature of the labour market
· Demographic Trends
· Affects the availability of external supply
· HRSDC publishes labour force projections
· 
2. Discuss methods for estimating an organizations demand for human resources

Forecasting Demand-staffing Table
 - a list  of employment openings for each job type

Trend projection method –
Indexation – employment growth compared to an index. For example, the ratio of production employees to sales

Extrapolation – extending past rates of change into the future 

Expert forecasts 

· Informal or instant forecasts – managers believe workload justifies another employee


[bookmark: _GoBack]
Formal, expert forecasts: managers – planners survey managers 
· may use questionnaires or focused discussions 

Nominal group technique (NGT)  -  Focused group discussion where members meet face-to-face-write down their ideas, and share thoughts, Then recorded and voted on


Delphi Technique – asks experts for estimates, using repeated surveys until opinions converge  


3. Identify solutions to shortages or surpluses of human resources

Managing Oversupply 
1. Headcount Reduction Strategies
· Layoffs
· Leave Without Pay
· Termination 
· Outplacement
· Incentives for Voluntary Separation

2. Attrition Strategies

· Attrition: Normal separation as a result of resignation, retirement or death

· Hiring Freeze: Stops HR department from filling openings externally. Instead present employees are reassigned

· Early and Phased Retirement Offers
- Early retirement encourages long-service workers to retire
- Phased retirement is a gradual phase into retirement through shortened workweeks

3. Alternate Work Strategies
· Job Sharing
· Dividing duties of one position between             two or more workers
· Use of Part-time Workers
· Replacing full-time positions with part-time
· Internal Transfers
· May find new jobs for surplus employees


Managing Shortages
Hire

· Hire Part-time Workers
· Popular strategy for meeting human resource needs
· Hire Full-time Employees
· Where internal transfer or promotion is not feasible, hiring full-time employees may be required
· Results in additional fixed cost



4. Discuss key work options and arrangements

Contract Out

· Contract (contingent) workers – temps work for a temporary employment agency
· Consultants - freelancer (self-employed), professionals 
· Outsourcing - contracting tasks to outside agencies or persons
· Crowdsourcing - takes a function once performed by employees and outsources it to an undefined network of people as an open call

Develop Employees Internally
· Replacement charts
· Succession and career planning
· Promotions - movement of an employee from one job to another that is higher in pay, responsibility, and/or organizational level

Create Overtime or Flexible Work Arrangements
· Flex Hours
· Flex Schedules
· Compressed Workweeks
· Flex Location/Telecommuting
· Virtual Organization
· Flexible Retirements-Retiree-return programs
· Float and Transfer

4. Discuss the major contents of a human resources information system (HRIS)
· A Human Resource Information System (HRIS) is used to collect record, store, analyze, and retrieve data concerning an organization’s human resources 
· Information varies among organizations


HRIS – An Important Tool for Strategic HRM
· Increased efficiency
· Enhanced service delivery
· Increased effectiveness
· Helping stakeholders make better decisions
· Increased contribution to organizational sustainability
· Talent management

Extra
Human Resource Accounting/The Value of Human Capital

· HR Accounting 
	– identifying, measuring, accounting, and forecasting the value of HR 
	– putting a dollar value on the human assets of an organization


























Chapter 4
Meeting Legal Requirements

1. Explain the impact of government on human resource management 
2. Identify the jurisdictions of Canadian human rights legislations

Legislation Protecting Human Rights
Canadian Charter of Rights and Freedoms (1982)
· Guarantees fundamental freedoms to all Canadians
· Equality Rights (Section 15, 1985): Equal protection and equal benefit of the law without discrimination (in particular without discrimination based on race, national or ethnic origin, colour, religion, sex, age or mental or physical disability)
3. List the major provisions of the Canadian Human Rights Act

Federal law -  Objectives & Jurisdiction: To ensure equal employment opportunities with employers under federal jurisdiction

Provincial Law - To ensure equal employment opportunities with employers under provincial jurisdiction

Direct (Intentional) Discrimination
· Discrimination is “a showing of partiality or prejudice in treatment”.
· Direct discrimination on grounds specified in the human rights legislation—is illegal

Manager in The Hot Seat
Diversity-Mediating Morality
Learning Objectives:
1. To assess your understanding of workplace discrimination and diversity management
2. To analyze and evaluate approaches to managing diversity in the workplace
3. To identify HR laws relevant to discrimination and diversity management

Bona Fide Occupational Requirement (BFOR)
· A justified business reason for discriminating against a member of a protected class. 
· Example a taxi driver has to be able to see-a blindness disability cannot be accommodated-seeing is essential to doing the job i.e. it is a BFOR (or BFOQ)
By Contrast, if an occupational requirement is NOT “Bona-Fide” (i.e. essential), an employer has a duty        to accommodate





Duty to Accommodate 
Requirement that employer must accommodate the employee to the point of “undue hardship”
· For example, the RCMP had to accommodate it’s Sikh officers religious requirement to wear a turban at all times
Undue Hardship
The point where: 
· financial cost, 
· disruption of collective agreement, 
· problems of morale of other employees,
· interchangeability of workforce, or 
· health and safety risks make accommodation impossible 

Systematic (Indirect) Discrimination
· Systemic (indirect or unintentional) discrimination
· Company policy, practice, or action that is not openly or intentionally discriminatory, but has a discriminatory impact or effect
· e.g. minimum height and weight requirements

Sexual Harassment
· Unsolicited or unwelcome sex or gender-based conduct that has adverse employment consequences for the complainant 
Workplace Diversity
· Includes important human characteristics that influence an employee’s values, perceptions of self and others, behaviours, and interpretations of events
Organizational Barriers top Diversity
1. Old boy’s network- Informal relationships among male managers and executives providing increased career opportunities
2. Glass ceiling- Invisible but real obstructions to career advancement of women and visible minorities
3. Stereotyping - Using a few observable characteristics to assign someone to a social category becoming prejudice
















Employment Equity Act (1987)
Federal law to undo past employment discrimination,  and to promote equal employment opportunity in the future, for 4 designated groups: 
1. Aboriginal People
2. Women
3. Visible Minorities  
4. People with Disabilities
(In contrast to human rights legislation which requires equal treatment of ALL groups)

Employment Equity Amendment (1996)
· As of 1996, employers are responsible for providing reasonable accommodation to correct under-representation. Examples include:
· Providing a sign language interpreter for a job interview with a deaf applicant
· Altering or grooming codes to allow Aboriginal people to wear braids, etc.
Pay Equity
· Equal Pay for Work of Equal Value
· Federally, and in most provinces, laws exist that make it illegal to pay women less than men if their jobs are of equal value (i.e. librarians vs. historical researchers)
· Recent cases include:
· Federal Government settled at a cost of over $3.5 billion
· Bell Canada settlement approximately $100 million


















Chapter 5 Recruitment

1. Explain the strategic importance of the recruitment function

Recruitment is the process of searching out, 
finding, and attracting capable applicants to 
apply for employment.  It begins when new recruits are sought and ends when their applications are submitted. The result is a pool of job seekers


The Recruitment Process
1. Identify job openings (HR Plan, resignations and expected terminations)
2. Identify job requirements and KSAOs from Job Description
3. Determine recruitment method
4. Search & attract to obtain a pool of qualified applicants

Internal Recruitment Methods
· Job Postings (Board & Company Intranet)
· Human Resources Records
· Skills Inventories

External Recruitment Methods
1. Walk-Ins/Write-Ins/Internet 
2. Employee referals
3. Advertising/internet
4. Employment/temp agencies
5. Professional search firms/headhunters 
6. Educational institutions
7. Professional associations
8. Labour organizations
9. Armed forces
10. Departing employees and buy back
11. Open house

Selection Defined 
· Identification of candidates from a pool of recruits who best meet job requirements using tools such as application blanks, tests and interviews
· Begins with a review of applicant pool and ends with a job offer to a successful applicant 







Steps in the Selection Process
1. Preliminary Acknowledgement of application
2. Applicant screening
· Application forms and resumes are reviewed
· Candidates not meeting essential selection criteria are eliminated first
· Candidates who match the remaining job specifications are given further consideration
· Use of technology helps HR professionals improve the initial screening process
· i.e. telephone, video, computer 
3. Employment testing
· Reliability
· Selection device’s ability to yield consistent results over repeated measures
· Validity:
· Key attribute of a selection device that indicates its accuracy and relationship to job relevant criteria 
· Asks “ is the test measuring what its suppose to measure” 
· Types of Employment Tests
1. Personality-to reveal aspects of an idividuals character or temperament 
2. Ability-capacity to function
3. Knowledge Measures, it measures a persons information or knowledge 
4. Performance Ability: to perform an aspect of the job, or situational judgments
5. Integrity – measures an applicant’s honest or trustworthiness 
4. Interview
· Assess applicants qualifications- match to required KSAOs
· Observe applicants behavior
· Gather information to predict future performance
· Communicate information about the job
· Promote your organization 
· Determine how well applicant would fit in 
Interviewer Errors/Biases 
· Halo Effect
· Use of limited information about candidates to bias interviewers evaluation
· Leading Questions (Telegraphing)
· Inadvertently communicating the desired answer 
· Stereo Types
· Harboring prejudice or exhibiting personal bias
· Interviewer Domination 
· Using the interview to oversell, brag, etc

· Do’s and Don’ts

· Collect job related behavior and not information about general personality traits
· Concentrate on applicant’s past behavior
· Use several interviewers
· Have a checklist of questions to ask each applicant
· Provide information about the job and company
· Compare the applicants responses to objective standards
· Don’t: 
· Be guided by initial impressions
· Allow your evaluation to be influenced by a single characteristic (either positive or negative)
· Be tempted to make snap judgements
· Ask leading questions
· Dominate the interview, the applicant should be doing most of the talking 
· The interview Process
1. Interviewer preparation
· Decide who will be involved and develop selection criteria
· Specify “Musts” and “wants” and weigh “Wants”
· Determine assessment strategies and develop evaluation form
· Develop behavioral and situational interview questions to be asked of all candidates 
· Develop Candidate-specific questions 
· Types of interviews: Structured
· Rely on a predetermined checklist of questions
· Questions are asked of every applicant
· May behaviorally-oriented or not
Behaviorally-Oriented
· past behavior is the best predictor of future behavior
· Situational—attempts to assess applicants likely future response to specific situations 

2. Creation of rapport
3. Information exchange
4. Termination
5. Evaluation 





5. Realistic job preview
· Allows the employee to understand the job, expectations and setting before the hiring decision
· Involves showing the candidate: 
· The type of work
· Equipment
· Working conditions 
6. Reference checks
· Making reference checks more effective
1. Use the phone
2. Seek info on job related behaviours
3. Check more than one reference (3 is ideal)
4. Ask direct questions
5. Combine reference checks with tests
6. Use credible sources only
7. Watch for subtle cues, hidden meanings 
7. Contingent assessments
a. Examples: Medical Evaluation, Drug Tests 
8. Hiring decision 
Subjective Approach
· Multiple cutoff approach-scored are set for each predictor and each applicant is valuated on a pass-fail basis
Compensatory Approach
· A higher score in one area can compensate for a lower score in another area 
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