ADM 1300 – Lecture 6
Human Resources Management 
Goals:
· Getting the right people
· Maximize their effectiveness
· Satisfy employee needs
The Process
· Planning for needs
· Demand forecasts, supply forecasts, outsourcing
· Pre-Selection
· Job analysis (job description (what is required of you to do), job specifications (what skills and attributes are needed))
· Recruitment 
· Finding the pool of applicants
· Selection
· Test and/or interview
· Training and Development
· Employee Performance Appraisal
· Employee Compensation
Recruitment
· Word of mouth
· Colleges and universities
· Ads/ internet (social media)
· Professionals
· Internal 
What Employers Want
· Communication skills
· Ability to understand and speak
· Ability to listen and learn
· Ability to read and write
· Thinking (conceptual) skills
· Positive attitude
· Self Confidence (not arrogance)
· Sense of Responsibility
· Ability to manage time, money, and other resources
· Ability to adapt to change
· Teamwork skills
Selection Process
· Screening job applicants to ensure proper candidate is hired
· First contact (walk in, mail in)
· Application form
· Interview
· References
· Tests
· Physical exam
· Employment
Testing
· Performance – performing actual job (ie. Secretary)
· Intelligence – measures general intellectual ability to perform job
· Personality – characteristics relevant to performance (service people)
· Validity problems?
Training and Development
· On the job training
· Coaching and mentoring
· Job rotation
· Off the job training
· Classroom (lectures)
· Cases 
· [bookmark: _GoBack]Role playing
