Chapter 1
The World of Human Resource Management

Human Capital: the knowledge, skills and capabilities of individuals who have economic value to the organization.

Competitive challenges and human resource management  (CCSTCDE)
1. Responding strategically to changes in the market place
· HR managers need to understand:	
· Total quality management 
· Reengineering
· Redesign of business processes to achieve dramatic improvements in cost, quality, service and speed
· Six Sigma	
· A set of principles and practices whose core ideas include understanding customer needs, doing things right the first time, and striving for continuous improvement
· Change management
· A way of bringing about and managing organizational changes and changes on the individual level
· Reactive change and proactive change 
· Downsizing; outsourcing and offshoring
2. Competing, recruiting and staffing
· Globalization:
· The trend to open up foreign markets to international trade and investment 
· Approximately 75%-80% of Canadian companies are affected by international competition
· Impact of globalization
· Anything, Anywhere, Anytime markets
· Partnerships with foreign firms
· Lower trade and tariff barriers
3. Setting and Achieving corporate social responsibility and sustainability goal
· Corporate social responsibility 
· The responsibility of the firm to act in the best interests of the people and communities affected by its activities
· Sustainability is closely related to corporate social responsibility. Sustainability refers to a company’s ability to produce a good or service without damaging the environment or depleting a resource.
4. Advancing HRM with technology
· Collaborative software that allows workers anywhere anytime to interface and share information with one another has changed how and where people and companies do business
· From touch labour to knowledge workers
· Knowledge workers: workers whose responsibilities extend beyond the physical execution of work to include planning, decision, and problem solving
5. Containing costs while trying to retain top talent and maximizing productivity
· Organizations take many approaches to labor related costs including:
· Carefully managing employee benefits
· Downsizing
· Furloughing employees
· Outsourcing
· Offshoring 
· Employee leasing
6. Responding to the demographic and diversity challenges of the workforce
· Demographic changes
· More diverse workforce
· Aging workforce
· More educated workforce
· Managing diversity
· Being aware of characteristics common to employees, while also managing employees as individuals
7. Adapting to educational and culture shifts affecting the workforce
· Cultural and Societal Changes Affecting the Workforce
· Employee Rights
· Privacy Concerns of Employees
· Changing Attitudes toward Work
· Balancing Work and Family
The partnership of line managers and human resource departments
· Responsibilities of the HR managers (ASPE)
· Advice and Counsel
· Service
· Recruiting, selecting, testing, planning and conducting training programs
· Policy formulation and implementation
· Employee advocacy 
· Competencies of the HR manager (BHCP)
· Business mastery 
· Business acumen
· Customer orientation
· External relations
· HR mastery
· Staffing 
· Performance appraisal 
· Rewards system
· Communication
· Organization design
· Change mastery
· Interpersonal skills and influences
· Problem solving skills
· Reward systems
· Innovativeness and creativity
· Personal credibility
· Trust
· Personal relations
· Lived values
· Courage


Chapter 2
Strategy and Human Resource planning

Strategic planning
· Procedures for making decisions about the organizations long term goals and strategies.
Human Resource Planning
· The process of anticipating and providing the movement of people into, within, and out of an organization
Strategic Human Resource Planning
· Combination of strategic planning and HR planning
· The patterns of human resources deployments and activities that enable an organization to achieve its strategic goals

Integrating strategic planning with human resource planning
1) Mission, Vision and Values
· Mission: the basic purpose of the organization as well as a its scope of operations
· Strategic Vision: A statement about where the company is going and what it can become in the future, clarifies the long term direction of the company and its strategic intent
· Core Values: The strong and enduring beliefs and principles that the company uses as a foundation for its decisions
2) Environmental Analysis
· Competitive environment
· Customers: Identify the needs of the customer. A firms strategy should focus on creating customer value
· Rival Firms
· Who is the competition
· New Entrants
· To protect their position firms often try to set entry barriers to keep new firms out of the industry
· Substitution
· Suppliers
· Organizations rarely create everything on their own but instead have suppliers that provide them with key inputs.
3) Internal analysis
· 3 C’s
· Capabilities: People as a strategic resource
· Integrated knowledge sets within and organization that distinguish from its competitors and delivers value to its customers
· Sustaining a competitive advantage through people
1) The resources must be valuable
2) The resources must be rare
3) The resources must be difficult to imitate
4) The resources must be organized
· Composition: The human capital architecture
· Managers need to whether people are available internally or externally, to execute an organizations strategy
· Strategic Knowledge workers
· Employees tend to have unique skills and are directly related to the company’s strategy and are hard to replace
· Core Employees
· Has skills that are quite valuable to the company but are not hard to replace
· Supporting workers
· Has skills that are of less strategic value to the firm and are usually available in the labor market
· Partners and complementary skills
· Has skills that are unique but frequently are not related to a company’s core strategy
· Culture: Values, Assumptions, Beliefs and Expectations (VABEs)
· Cultural audits: audits of the culture and quality of work life in an organization
· Value based hiring: the process of outlining the behaviors that exemplify a firms corporate culture and then hiring people who are fit for them

Forecasting: A critical element for planning
· Forecasting the demand for labor
· Quantitative approach: involve the use of statistical or mathematical techniques
· Trend Analysis: a quantitative approach to forecasting labor demand based on an organizational index such as sales
I. Select an appropriate business factor
II. Plot a historical trend of the business factor in relation to the number of employees
III. Compute the productivity ratio for the past at least five years
IV. Calculate HR demand by multiplying business factor by the productivity ratio
V. Project the firms HR demand out to the target year
· Qualitative approach
· Management forecasts: the opinions of supervisors, department managers, experts or others knowledgeable about future employment needs 
· Forecasting the supply for labor
· Staffing tables: graphic representations of all organizational jobs, along with the number of employees occupying those jobs and future employment requirements 
· Markov analysis: A method for tracking the pattern of employee movements through various jobs
· Skill inventories: files of personnel education, interests, and skills that allow managers to quickly match job openings with employee backgrounds
· Replacement charts: listing of current job holders and people who are potential replacements if an opening occurs
· Succession planning: the process of identifying, developing and tracking key individuals for executive positions
· Balancing supply and demand considerations

4) Formulating strategy
· Corporate strategy: focuses on domain strategy, that is, the markets in which they will compete
· Growth and Diversification
· Mergers and Acquisition
· Strategic alliances and joint ventures
Business Strategy
· Value creation
· What the firm adds to a product or service by virtue of making it; the amount of benefits provided by the product or service once the costs of making it are subtracted (Value=benefits-costs)
· Low-cost strategy
· Differentiation strategy
· Functional strategy


5) Strategy implementation
· Taking action: Reconciling supply and demand
· Balancing supply and demand considerations
· Forecasting business activities (trends)
· Locating applicants
· Organizational downsizing, outsourcing, offshoring
· Reducing headcounts
· Making layoff decisions
· Seniority or performance?
· Collective agreements
6) Evaluation and assessment 
· Evaluation and assessment issues 
· Benchmarking: the process of comparing the organizations processes and practices to those of other company’s
· Human capital metrics
· Assess aspects of the workforce
· HR metrics	
· Assess the performance of the HR function itself
· Measuring a firms strategic alignment 
· Balanced Scorecard (BSC): a measurement framework that helps managers translate strategic goals into operational objectives:
· Financial
· Customers
· Processes
· Learning 
· Ensuring strategic flexibility for the future
· Organizational Capability
· Capacity of the organization to act and change in pursuit of sustainable competitive advantage
· Coordination flexibility 
· The ability to rapidly reallocate resources to new or changing needs
· Resource capability 
· Having human resources who can do many different things in different ways


Chapter 3
Equity and Diversity in HRM


Employment Equity: the employment of individuals in a fair and nonbiased manner
The Legal Framework for HRM
Benefits of Employment Equity: makes good business sense, it contributes to the bottom line by broadening the base of qualified individuals for employment, training, and promotions and by helping employees avoid costly human rights complaints.

· Federally Regulated (10%)
· Federal government departments, agencies and crowns
· Canada post/couriers
· Banks, Airlines
· TV and Radio stations
· Telecommunications
· Railways, trucking etc.
· Provincially Regulated (90%)
· All other businesses
Legislation in Canada
· Charter of rights and freedoms
· The cornerstone of equity legislation. The charter guarantees some fundamental rights to every Canadian.
· The Canadian human rights act
· Prohibited grounds of discrimination protected 
· Race or colour
· National or ethnic origin
· Religion
· Age
· Sex, sexual orientation
· Marital and family status
· Disability
· Pardoned conviction
· Employment standards legislation
· Employment equity act
· Employers and crown corporations that have 100 employees or more and that are regulated under the Canadian labour code must implement employment equity and report on their results
·  Employment equity program implementation steps
1. Obtaining Senior Management commitment and support
2. Data collection and analysis 
3. Employment system review
4. Plan development
5. Implementation
6. Monitoring, evaluation, revising
· Pay equity act
· Official languages act
· Personal information protection and electronic documents act (PIPEDA)

Equality in Employment Opportunity
· Discrimination
· Direct Discrimination
· Indirect discrimination 
The Enforcement of Provincial Human Rights
· File a written complaint 
· Investigation and submission of report
· If complaint is substantiated, settlement
· If no agreement, then a tribunal

Employers Role
· Bona fide Occupational Requirement/Qualifications (Exemption)
· Duty to accommodate
· Preventing harassment
· Valuing diversity
Harassment
· Physical assault
· Unnecessary physical contact
· Verbal abuse/threats
· Unwelcome invitation/requests
· Unwelcome remarks, jokes, innuendo
· Leering
· Displaying pornographic/racist pictures
· Practical jokes causing embarrassment
· Condescension

Remedies for Human Rights Violations
· Compensation for
· Lost wages
· General damages and expenses
· Pain and humiliation
· Restoration of rights denied
· Written letter of apology
· Mandatory training sessions/workshops
· Required employment equity programs

Employee Rights
· The right to know
· About known or foreseeable hazards in the workplace
· The right to participate 
· Identify and resolving job-related safety and health problems
· The right to refuse
· Dangerous work
Occupational Health and Safety
· Internal responsibility system
· Workplace health and safety committees
· Bill C-45 (Westray Bill)

Diversity Management
· Broader/more inclusive that employment equity
· A set of activities designed to:
· Integrate all employees in multicultural workforce
· Use diversity to enhance organizations effectiveness
Business reasons for diversity
· Better utilization of talent 
· Increased marketplace understanding
· Enhanced creativity 
· Increased quality of team problem solving
· Greater understanding in leadership positions
Characteristics of effective diversity programs
· Celebrate diversity
· Diversity training
· Top management commitment 
· Support groups/mentoring programs
· Diversity audits 
· Management responsibility and accountability
· Inclusive and representative communications
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Job Analysis and Work Design
Job Analysis 
· Process of getting detailed information about jobs.
· Knowledge is needed for: staffing, training, performance appraisal and other HR functions
Gathering Job Information
· Interviews
· Questionnaires
· Observation 
· Diaries 

Approaches to job analysis 
· The position analysis questionnaire system 
· One of the broadest most researched instruments for analyzing jobs
· Information inputs and mental processes
· Work outputs
· Relationships with other persons
· Job context and other 
· The critical incident method
· Involves the identification of job tasks that are essential for job success 
· Task inventory analysis
· Focuses on tasks performed in a particular job
· Several variations exist
· Competency based analysis 
· A job can be meaningfully defined in terms of, tasks, duties, processes and skills needed for job success
· Functional job analysis
· Responsibility for people, data, and things
· Identifies performance standards and training requirements for a job
· Occupational analysis inventory (OAI)
· Contains 617 work elements
· 5 categories
· Common metric questionnaire
· Targeted towards exempt and non-exempt jobs

Steps in job analysis IRSARD
1) Identify what the information will be used for 
2) Review relevant background information
3) Select representative positions/jobs to be analyzed 
4) Analyze the job
5) Review analysis with incumbent/supervisor
6) Develop job description/job specification 

Uses of job analysis information
· HR planning 
· Recruitment and selection
· Job evaluation wage and salary decisions
· Performance appraisal 
· Labor relations
· Training and development and career management 
· Job design

Job descriptions vs. specifications 
· Job descriptions (TDR’s)
· A list of tasks, duties and responsibilities that a particular job entails
· Focuses on activities
· Job Specifications
· A list of competencies that an individual must have to perform a particular job
· Looks at the required qualities of the person who will perform the job

Elements of a Job description
· Identification information:
· Job title, location and source of job analysis information
· Job summary:
· Short statement of the responsibilities of a position in the organizational structure
· Job duties and responsibilities:
· Jobs top 3 to 5 responsibilities in greater detail
· Job specifications: 
· Knowledge and skill required to carry out job duties and responsibilities
· Minimum qualifications
· Basic standards to be met in order to be successful in the position. Such as an education, certification and years in experience

Writing Job Specifications
· Job requirements regarding: 
· Human traits
· Experience
· Skills 
· Effort
· Working conditions
Trends In Job Analysis
· Flexibility 
· Adaptability 
· Competency based approaches 
· De-jobbing
· Team based/ project based structures

Problems with Job descriptions
1) If they are poorly written, using vague rather than specific terms, they provide little guidance to the jobholder.
2) They are sometimes not updated as job duties or specifications change.
3) They may violate the law by containing specifications 
not related to job success.
4) 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 organizational efficiency and employee job satisfaction
Behavioral concerns 
· The job enrichment model and the job characteristics model: two methods designed to increase the job satisfaction of employees.

Approaches to Job Design
· Design for efficiency
· Industrial engineering 
· Design for motivation
· Job enlargement 
· Job enrichment 
· Teamwork
· Flexibility
· Design for safety and health 
· Ergonomics
· An interdisciplinary approach to designing equipment and systems that can be easily and efficiently used by humans
· Design for mental capacity 
· Filtering information
· Clear displays and instructions
· Memory aids

Basis for Job Design
1) Organizational objectives for the job
· Tasks, duties and responsibilities to be performed
2) Behavioral concerns that influence an employees job satisfaction
· Reflected in different talents, abilities and skills of employees 
3) Industrial engineering considerations
· Including ways to make the job technology efficient
4) Ergonomic concerns
· Including workers physical and mental capabilities

Designing Jobs to Motivate Employees
· Job characteristics
· 
· Skill variety
· Task identity, variety
· Task significance
· Autonomy feedback
· 
· Psychological states
· Meaningfulness of the work performed
· Responsibility for the work outcomes
· Knowledge of the outcomes of the work performed
· Job outcomes
· Improved work performance
· Increased internal motivation
· Lower absenteeism and turnover

Designing work for groups and teams
· Employee involvement groups (EI’s)
· Groups of employees who meet to resolve problems or offer suggestions for organizational improvement
· Also known as quality circles (QCs)
· Success with EIs requires:
· Comprehensive training for group members
· Recognition of the group’s contributions
· Continuing input and encouragement by management
· Use of a participative/democratic leadership style
Forms of Employee teams 
· Cross functional teams
· Based on assigned rather than voluntary membership
· A group of specialists formed to achieve a specific task
· Project teams
· Formed to design a new product or service
· Members are assigned by management 
· Self directed teams
· Highly trained individuals performing interdependent work tasks within a natural work unit.
· Use consensus decision making to perform work duties, solve problems or deal with internal or external customers
· Task force teams
· Formed by management to immediately solve a major problem
· Responsible for developing a long term plan for problem resolution that may include a charge for implementing the solution proposed
· Process improvement teams
· Group made up of experience individuals from different funtions and are charged with improving quality, decreasing waste or enhancing productivity in processes that affect all functions involved.
· Team members normally appointed by management

Characteristics of successful teams
· A 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
· The recognition of conflict and its positive resolution

Flexible work schedules
· Compressed work week
· Work longer days and less days in the week
· Flextime
· Flexible hours of when to start and finish
· Job sharing
· Two part time employees perform a job that would otherwise be help by one fulltime employee
· Telecommuting
· Working from home
· 


Chapter 5 
Branding the talent pool:
Recruitment and Careers

Recruiting Human Resources Process (ISSG)
I. Identify job openings
II. Specify job requirements
· What kind of skills abilities are you looking or
III. Select methods of recruitment
IV. Generate pool of qualified applicants

Human resource policies
· Internal vs. External recruiting
· Promote from within policies make an organization more attractive
· Lead the market pay strategies
· Meeting or exceeding the market rate of pay to compete for applicants
· Recruitment branding and image advertising
· Using marketing techniques to become an employer of choice
· Generate a favorable image
Make sure the policy you choose is efficient and fits with your business

Recruitment sources
· Current employees (internal recruiting)
· Direct applicants (walk-ins and write-ins)
· Employee Referrals
· Former employees
· Advertisements/Job postings (electronic or paper)
· Employment Agencies; Professional associations
· Executive Search Firms
· Educational Institutions & Job fairs
· HRSDC (Job Bank; Job Match)
· Customers 
The more sources you use the better, because it can be justified and you will have a larger pool to choose from

Which Recruitment method to use?
· Decisions should be based on
· How long employees recruited from different sources stay with the organization
· Typically, recruiters who have the most knowledge about the organization before being hired will stay the longest
· Cost effectiveness of source (does the quality of recruits justify the costs)

Who should do the recruiting?
· HR recruiters or Generalists (large firms)
· Managers and/or supervisors (Small firms)
· Work teams
· Recruiting Process outsourcing (RPO)
· The practice of outsourcing an organizations recruiting function to an outside firm

Global Labor Markets 
· Why recruit globally?
· To produce better products via a global workforce
· To attract the best employees wherever they may be 
· International recruiting issues
· Local, national and international laws
· Different labor costs
· Different pre-employment and compensation practices
· Cultural differences
· Security
· Visas and work permits

Recruiter traits and behaviors
· Characteristics of the recruiter
· Warm and Informative 
· Provide the right information
· Realistic job previews
· Enhancing recruiters impact
· Training 
· Timely feedback
· Avoid offensive behavior 
· Recruit in teams i.e. job experts
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Chapter 6
Selecting Employees

The Hiring Process
I. Recruitment
· HR planning, Job analyst, Recruitment Policy
II. Selection
· Generalization, Practice value
III. Socialization 

Typical steps in the selection process
1. Preliminary contact and applicant screening
2. Selection testing
3. The selection interview
4. Background investigation and reference checking
5. The supervisory interview and realistic job preview
6. Hiring decision
7. Candidate notification

Guidelines for avoiding legal problems
· Selection criteria based on the job
· Adequate assessment of applicant ability
· Careful scrutiny of applicant-provided information
· Written authority for reference checking
· Save all records and information
· Reject applicants who make false statements

Criteria for evaluating selection method
· Reliable
· Valid
· Generalizable
· High-utility
· Legal

Reliability
· Refers to the extent to which a tool provides consistent results across:
· Time: test retest reliability 
· Raters (e.g. interviewers): Inter rater reliability 
· Tool Questions: when questions are measuring K and S. Internal consistency
· More reliability means less errors in measurement
How can we improve reliability?
· Clear, relevant and focused questions.
· Rater’s credibility 
· The definition of the area, or knowledge, or soft skill
· Which behaviors exemplify strong and poor demonstrations of a particular soft skill
· What the various ratings errors are (e.g. Halo, leniency, severity, central tendency, contrast, similar to me)

Validity 
· The extent to which is measuring what it was designed to measure
· The more valid a selection tool, the more likely it will predict the candidates future performance on the job

Reliability vs. Validity
· A tool can be reliable but invalid
· If a tool is unreliable it will NEVER be valid
· Thus, a tools validity depends on its reliability 

How can we improve validity?
· 
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