Human Resource Management

Office Hours Monday 2:30-5:00 (By appointment)

Chapter 2: Human resources planning
Need for organization to match strategic goals for company with strategy of human resources
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Chapter 3: Equity and Diversity in HR management

Four designated groups:
· Women
· Aboriginal people
· Visible minorities
· People with disabilities
It is important to have representation of these groups at all levels of the organization. (For example, women may be working as secretaries at an organization but be underrepresented at higher levels)

Employment system: process of being hired, progressing through organization until retirement

Three Benefits of Employment Equity
· Broadening the base of qualified individuals
· Helping employers avoid costly human rights complaints
· Enhancing employee morale by offering special measures (work sharing/schedules)

The Legal Framework Supporting Employment Equity
· Canadian charter of rights and freedoms
· Canadian human rights acts
· Provincial laws (pg. 90-93)

Five Fundamental Rights:
· Freedom of speech 
· Press
· Assembly
· Association
· Religion
Other Rights:
· Mobility rights (Between provinces)
· Democratic rights
· Legal rights (in criminal proceedings)
· Equality rights, no discrimination

The charter promotes the Canadian Human Rights Act.
· It prevents discrimination against race, national or ethnic origin, colour, religion, age, sex, sexual orientation, marital status, family status, physical or mental disability, convictions of an offense for which a pardon has been granted
· you cannot be refused employment, lodging, services
Exemptions:
· Bona Fide Occupational Qualification (BFOQ)
· A justifiable reason for discrimination based on business reasons of safety or effectiveness
· Undo hardship
· Taking the measure (not discriminating) would be detrimental to the organization
Example: For a security guard job in a prison, women had only 500 out of 7000 positions. The prisons would hire women, but one of the requirements was that they had to be 5'6 (to see through the windows). Several women just a bit too short were refused employment, sued, and won. In the future, as they build prisons they have to be more mindful of the height of windows.

Enforcement of Provincial Human Rights Laws
The Canadian Human Rights Act has provisions for complaints regarding human rights violation.
· File a written complaint
· Investigation and submission of report
· If complaint is substantiated, settlement
· If no agreement, then tribunal

Pay Equity
· Workers must receive equal pay for work of equal value
· It is illegal to discriminate on the basis of job content (Your pay should be based on the value of the work that is performed in the job)
· Dissimilar occupations within an organization must receive fair pay (example: nurses should have fair pay relative to electricians)
· Pay equity is required of all federally regulated employers, both private and public sectors

Pay Equality
· Employers are required to pay women the same as men doing the same job

Employment Equity Act
· Affects organizations regulated under the Canada Labour Code who have more than 100 employees
· Affects Federal Contractors Program (companies who are getting contracts with the Federal government) who have contracts of $200 000 or more
· Banks, airlines, railway companies, insurance and communications companies
· These employers have to have an employment equity program

Implementation of Employment Equity in Organizations
Step 1: Senior management commitment and assignment of accountable senior staff
Step 2: Data collection and analysis
- Stock data (workforce analysis)
- Flow data (participation of designated groups in HR systems)
- Self-identification form
Step 3: Employment systems review
- Systematic discrimination
- Special measures (ex. hiring only aboriginal people)
- Reasonable accommodation
Step 4: Establishment of a workplan (to correct systematic discrimination)
Step 5: Implementation
Step 6: Evaluation, monitoring and revision

Systemic Discrimination: the exclusion of members of certain groups through the application of employment policies or practices based on criteria that are neither job related nor required for the safe and efficient operation of the business
· pg.101, fig 3.3

Special measures: initiative designed to accelerate the entry, development, and promotion of members in designated groups
· pg. 88
· example: targeted recruitment or special training initiatives

Textbook - Read ethics in HRM

Reasonable accommodation: adjusting policies and practices so that no individual is denied benefits, disadvantaged with respect to employment opportunities, or blocked from carrying out the essential components of a job because of race, colour, sex, or disability (pg. 103, 3.7)
· Example: Ford motors employees refused to work 2 friday nights per month (religion) so they were fired. There was a hearing with the human rights commission and they won because it was not that difficult to accommodate the schedule.

Sexual harassment: unwelcome advances, requests for sexual favours, and other verbal or physical conduct of a sexual nature in the working environment


Other forms of harassment
· Human rights legislation prevents harassment of the basis of the designated grounds of discrimination of legislation
· Bullying is a form of harassment
· Employers who fail to stop harassment and to demand that employees are treated with respect and decency, could be considered in breach of employment contract

Managing diversity
· The optimization of an organization's multicultural workforce in order to reach business objectives
· Diversity management is voluntary; employment equity is a law
· Managing diversity is a broader, more inclusive concept encompassing factors such as religion, personality, lifestyle and education
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Business Reasons for Diversity Management
· Better utilization of talent
· Increased marketplace understanding
· Enhanced creativity
· Increased quality of team problem solving
· Greater understanding in leadership positions
· The goal of diversity management is to have a workforce that at all levels resemble the population

Job Requirements: A statement of the tasks, duties and responsibilities of a job to be performed (tasks performed in the job)

Job Specification: A statement of the needed knowledge, skills and abilities of the person who is to perform the job (skills needed to do the tasks)

Relationship of Job Requirements and HRM functions
· strategic hr planning
· recruitment
· selection
· training and development - some areas of job where you need to strengthen to help you move up in the organization
· performance appraisal - a few months in, see how good you are
· compensation management - job description determines what you should be paying
· legal compliance - are there aspects of the job description that are discriminatory?


Job analysis: The process of obtaining information about jobs by determining the duties, tasks, or activities of the jobs. Should also outline the tools needed to do the job, the environment and times at which it needs to be done, and the outcome or performance level it should produce

Gathering job information
· Interview, questionnaires (pg.128), observations, diaries

Approaches to job analysis
· Position analysis questionnaire system - quantifiable data collection method using a 5 point scale, to determine the degree to which different tasks or job elements are involved in performing a particular job (occasional, frequent, substantial, etc.). Helps to determine what % of the time you do something.
· Critical incident method - objective is to identify critical job tasks. they are important duties and job responsibilities performed by the jobholder that lead to job success.
· a task inventory analysis - technique is developed by identifying, with the help of employees and managers, a list of tasks and their descriptions that are components of different jobs
· Competency-based analysis - jobs can be meaningfully defined in terms of tasks, duties, processes and skills necessary for job success. this approach assumes a static environment. the objective is to identify key competencies for organizational success. there competencies can be identified through focus groups, surveys, or interviews and might include such things as interpersonal communication skills, decision-making ability, conflict resolution skills, adaptability or self-motivation

Job title: indicates job duties and organizational level
Job identification section: distinguishes job from all other jobs (i.e, Financial systems, IES, finance branch, EC)

Job duties or essential functions section: indicates responsibilities entailed and results to be accomplished

Job specification section: Skills (education, experience, abilities, etc) required to perform the job and physical demands (walking, standing, reaching, etc.) of the job

Problems with job Decriptions
· They provide little guidance to the jobholder if they are poorly written, using vague rather than specific terms
· They are sometimes not updated as job duties or specifications change
· They may violate the law by containing specifications not related to job success
· They can limit the scope of activities of the jobholder, reducing organizational flexibility

Job design: an outgrowth of job analysis that improves jobs through technological and human considerations to enhance organization efficiency and employee job satisfaction

Behavioural concerns: the job enrichment model and the job characteristics model: two methods designed to increase the job satisfaction of employees
(TEXT)

Job enrichment: increasing the level of difficulty and responsibility of the job. allowing employees to retain more authority and control over work outcomes. providing unit or individual job performance reports directly to employees. adding new tasks to the job that require training and growth. assigning individuals specific tasks, enabling them to use their particular competencies or skills

Job characteristics model
Job characteristics: variety, identity, significance, autonomy, feedback
Psychological states: Meaningfulness of work, responsibility for outcomes, knowledge of the results

Job outcomes: improves performance, increased internal motivation, lower absenteeism and turnover

Basis for Job Design - page 133 figure 4.3

Employee involvement groups: groups of employees who meet to resolve problems or offer suggestions for organizational improvement (also known as quality circles).

Success with Employee Involvement groups requires: comprehensive training for group members, recognition of the groups contributions, continuing input and encouragement by management, use of a participative/democratic leadership style

Forms of employee teams - pg 140 figure 4.7
Cross-functional
Project teams
Self-directed teams
Task force teams
Process improvement teams
They should be given the money, tools, space they need to work

Characteristics of successful teams:
Commitment to shared goals and objectives
Motivated and energetic team members
Open and honest communication
Shared leadership
Clear role assignments
A climate of cooperation, collaboration, trust and accountability
Recognition of conflict and its positive resolution

Benefits of employee teams:
increased integration of individual skills
better performance (quality and quantity) solutions to unique and complex problems
reduced delivery times

Flexible work schedules:
Compressed workweek - shortening the number of days in the workweek by lengthening the number of hours worked per day
Flextime - working hours that permit employees to choose daily starting and quitting times, provided that they work a set number of hours per day or week
Job sharing - two part-time employees perform a job that would otherwise be held by one full time employee
Telecommuting - the use of personal computers, networks and other communications technology such as fax machines to do work in the home that is traditionally done in the workplace
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Strategic aspects of recruiting:
decisions about talent
the broad factors that can affect a firm's recruiting strategy include a firm's recruiting abilities

Who should do the recruiting?
· HR recruiters or generalists (large firms)
· Managers and/or supervisors (smaller firms)
· Work teams

Recruiting Process Outsourcing (RPO): the practice of outsourcing an organization's recruiting function to an outside firm

Most managers try to follow a policy of filling job vacancies above the entry-level position through promotions and transfers. There are advantages and disadvantages to both.

Advantages of recruiting internally:
· filling vacancies offers a chance of promotion or transfer
· firm capitalizes on their investment (training, developing, recruiting, etc.)
· performance record a good predictor of expected job performance

Advantages of recruiting externally:
· need new blood to prevent inbreeding
· get newer specialized talent
· new source of creativity and innovation, latest knowledge
· new applicants bring revenue
· meeting diversity goals

Global Labour Markets
Why recruit globally?
· To develop better products via a global workforce
· To attract the best talent wherever it may be

International recruiting issues:
· Local, national, international laws
· Different labour costs
· Different pre-employment and compensation practices
· Cultural diffrences
· Security
· Visas and work permits

Labour Markets: Area from which applicants are to be recruited
	- tight market: high employment, few available workers
	- loose market: low employment, many available workers
- Factors determining the relevant labour market (depends on the industry, the types of positions seeking to fill)

Branding: an organization's efforts to help existing and prospective workers understand why it is a desirable place to work (ex. Marriott p157)

Recruiting internally
· internal job postings (bulletin boards, intranet)
· identifying talent through performance appraisals (p158)
· skills inventories and replacement charts (p159)

Recruiting externally
· advertisements
· walk-ins, unsolicited applications, resumes
· the internet, social networking, mobile recruiting
· job fairs
· employee referrals
· re-recruiting
· executive search firms

Improving the Effectiveness of Recruiting

Reduce the time to fill job vacancies
Yield ratios - % of applications that make it to next stage of recruitment process

Career Management: Developing Talent over Time
· the goal is to match individual and organizational needs
· there is an employee role (ask for development opportunities) and an organizational role (provide them)

Identifying career opportunities and requirements:
· Begin with a competency analysis
· Identify job progressions and career paths
· Track career stages

Recognize different career paths:
· Promotion
· Transfer
· Consider dual career paths for employees (continue progressing in your type of job instead of managing)
· Consider the boundaryless career
· Help employees progress beyond career plateaus

Career development initiatives:
- Career planning workshops and workbooks
[bookmark: _GoBack]- Career counseling
- Mentoring
- Networking
- Career self-management training

MIDTERM
5 short answer and 10 multiple choice
ch 1 - what does a company have to look at to have a strategic plan
strategic planning, hr planning, progression
can you have hr plannig without taking into consideration organizational strategy
what are the elements you look at in hr planning?

hr planning - who is going to be affected by company decisions, how will they be affected, who will we have to help find another job for, etc.
hr objectives complementing organization strategies
ex. org wants to open a new office, hr thinks of how to staff the office, etc.

systems:
posting job
getting applications
sorting through applications
interview
test
hire permanent
training
development - getting assignment, get a chance to do something else

Job design - determine work tasks, level of job in org, how much pay, etc.
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