Chapter 1: The Strategic Role of Human Resources Management 

Brief History of HRM
· HRM refers to the management of people in organizations to drive successful organization performance and achievement of the organizations strategic goals 
· HRM involves formulating and implementing systems such as recruitment and performance appraisals 
· HR must be aligned with the company’s strategic plan 
· Human capital refers to the knowledge, education, training, skills, and expertise of an organization’s workforce 
· Effective HR practices lead to better organizational performance 
· High performing HR practices have a positive relationship with turnover, productivity, and corporate financial performance 
· Frederick Taylor was the founder of Scientific Management 
· Scientific Management: The process of analyzing manufacturing processes, reducing production costs, and compensating employees based on their performance levels 
· Emphasized task simplification and performance-based pay
· Intended to lead to higher wages for workers and increased profits for an organization 
· Human Resources Movement 
· A management philosophy focusing on concern for people and productivity 
· Phase 1: 
· HRM played a very minor role within company’s
· Personal administrators assumed duties of hiring and firing 
· Phase 2: 
· Operational efficiency increased but workers wages did not, causing workers to become upset with upper management 
· Workers thus became apart of a union 
· Legal compliance was added to the duty of a personal administrator 
· Personal administrators began to do orientation, performance appraisals, and employee relations 
· Phase 3:
· Direct result of government legislation 
· Technical advancements lead to outsourcing HR activities 
· Phase 4:
· The current phase 
· HR departments have evolved to that of helping their organization achieve its strategic objectives 
· All potential managers must be aware of the basics of HR to succeed in their respective roles
· Five critical pieces of knowledge required by HR professionals today: 
· Business acumen 
· An understanding of employment law and legislation
· Talent management 
· Broad HR knowledge 
· Employee-labour relations knowledge 
· A core HR competency is that of being both credible and active 
· The ability to appreciate, help shape, and articulate an organization’s corporate culture includes understanding, guiding, and reacting to both internal and external stakeholder expectations 
· HR staff must support and develop culture change 
· Employee engagement refers to the emotional and intellectual involvement of employees in their work, such as intensity, focus, and involvement in his or her job and organization 
· Engaged employees drive desired organizational outcomes 
· Strong positive relationship between engagement and organizational performance 
· HR is critical as employees change career paths and workplace positions 
· HR employees play a critical role in lowering labour costs 
· HR professionals contribute to strategy by integrating internal stakeholder and external stakeholder expectations 
· Strategy refers to the company’s plan for how it will balance its internal strengths and weaknesses with external opportunities and threats to maintain a competitive advantage 
· HR specialists are expected to be change agents who lead the organization and its employees through organizational change 
· HR specialists play a role in what strategic planners call environmental scanning- identifying and analyzing external opportunities and threats that may be crucial to the organization’s success 
· Five major forces driving HR change
· Changing technology- helped automate HR functions 
· New rules
· Succession planning
· Identifying top talent- establish committed employees 
· A new breed of HR leaders- Chief Human Resource Officer 
· Various metrics and statistics are used to measure the activities and results of HR
· Today’s measures reflect the quality of people and the effectiveness of HRM initiatives that build workforce capability 
· Many organization’s use the balance scorecard- A measurement system that translates an organizations strategy into a comprehensive set of performance measures 
· The balanced scorecard balances long-term and short-term actions and measures of success relation to financial results, customers, internal business processes, and human capital management 


Environmental Influences of HRM
· To be effective all managers must monitor the environment on an ongoing basis, assess the impact of any changes, and be proactive in responding to such challenges 
· Environmental influences can be both external and internal 

External Environmental Influences 
· Economic Conditions 
· Economic conditions affect supply and demand for products, services, and employees 
· Productivity is relatively low in Canada which is concerning 
· Productivity is the ratio of an organization’s outputs to its inputs 
· Employment sectors have been experiencing dramatic changes 
· Ie) Primary sector jobs such as fishing and agriculture now represent 4% of all jobs 
· Labour Market Issues 
· Increasing workforce diversity (gender, race, ethnicity) 
· Generational differences (traditionalists, baby boomers, gen X, gen Y) 
· Traditionalists: Dedication, recognize hardship, loyal 
· Baby boomers: Team oriented, career focused, involved
· Gen X: Skeptical, independent, informal 
· Gen Y: Self confident, diversity, tech savvy 
· Technology
· Wide range of technology available today ie) Facebook, Twitter
· Enables people to work from anywhere
· Caused line between work and family time to become blurred
· Questions concerning data control and privacy 
· Government 
· Various laws enacted by governments have had a dramatic impact on the employer-employee relationship in Canada
· Each province and jurisdiction has their own set of human rights, employment standards, labor relations, health and safety, and workers compensation legislation 
· There is considerable variation across jurisdictions 
· Globalization
· References to the emergence of a single global market for most products and services 
· Increases product and service competition immensely 
· Increasing number of multinational corporations
· Means that HR professionals need to become familiar with employment legislation in other countries 
· Environmental Concerns 
· Sustainability, climate change, global warming, pollution, carbon footprints, extinction of wildlife species, ecosystem fragility 
· Employees are motivated and concerned over poor environment conditions 

Internal Environmental Influences
· Organizational Culture
· Refers to the core values, beliefs, and assumptions that are widely shared by members of an organization 
· Culture can be conveyed through a mission statement 
· Communicates what an organization believes in and stands for 
· Provides employees with a sense of direction and behaviour 
· Shapes employees attitudes
· Creates a sense of identity 
· Fosters employee loyalty and commitment 
· Having a positive culture has a positive impact on employer branding, recruitment, retention, and productivity 
· Organizational Climate
· Refers to the prevailing atmosphere, or “internal weather”, that exists in an organization and its impact on employees 
· Climate is usually reflected in the level of employee motivation, job satisfaction, performance, and productivity 
· Management Practices 
· Traditional bureaucratic structure with many levels of management is being replaced by flatter organizational forms using cross-functional teams and improved communications 
· Empowerment refers to providing workers with the skills and authority to make decisions that would traditionally be made by managers 

Growing Professionalism in HRM 
· HR practitioners must be professionals in terms of performance and qualifications 
· Every profession has several characteristics 
· A common body of knowledge
· Benchmarked performance standards
· A representative professional association 
· An external perception as a profession
· A code of ethics
· Required training credentials 
· An ongoing need for skill development 
· A need to ensure professional competence is maintained and put to socially responsible uses
· Every province has an association of HR professionals 
· The Canadian Council of Human Resources Associations is a 40 000 member national body
· The Certified Human Resources Professional (CHRP) designation is a nationally recognized certificate for Canadian HR professionals  
· Additional designations exist that are important and may be influential in building expertise and careers in management or human resource management 


Chapter 2: The Changing Legal Emphasis 

The Legal Framework for Employment Law in Canada
· Business acumen is the most important piece of knowledge for an HR position
· The risk of expensive lawsuits and their impact on employer branding or reputation requires an awareness of employment law within the organization that extends well beyond just the HR professionals 
· Mutual expectation between employees and employers that duties will be fulfilled 
· Primary objective of most employment legislation in Canada is to prevent employers from exploiting paid workers
· Employers have the right to adjust worker terms, however employees have the right to be protected from harmful business practices
· Three significant differences from the US National Labour Relations Act 
· The Canadian population is more inclined to accept and expect government-mandated regulations about organizational activities 
· In Canada employers are permitted to terminate employment without a reason provided they ensure reasonable notice is given to workers 
· Employment-related laws reside with the province or territory, opposed to the nation as a whole 
· At the broadest level all persons residing in Canada are guaranteed protection under constitutional law ie) Charter of Rights and Freedoms 
· The regulations of the Charter are not employment specific, but all employers must abide by them as they are fundamental rights to all persons in Canada
· There are provincial human codes that ensure rights and that all persons are treated with equality and respect 
· Employment Standards Act is a set of employment-specific rules that employers must abide by 
· Specific to HRM:
· Occupational Health and Safety 
· Union Relations
· Pensions and Compensations 
· Canada has inherited the English system of tort law (Intentional and unintentional torts) 
· Regulations are used to evaluate the severity of complaints 
· Regulations are legally binding rules established by special regulatory bodies created to enforce compliance with the law and aid in its interpretation 
· Two opposing interpretations of Canadian legislation
· Employees view the regulations as a statutory floor and expect to receive higher than the minimum requirements 
· Employers view legislated guidelines as ceiling and align maximum commitment levels to the minimums established in the guidelines 

Legislation Protecting the General Population
· Legislation makes it illegal to discriminate against various groups 

The Charter of Rights and Freedoms 
· Federal law enacted in 1982 that guarantees fundamental freedoms to all Canadians 
· Applies to all levels of the Government 
· The Charter takes precedence over all other laws 
· Provides freedom of conscience and religion 
· Provides freedom of thought, belief, opinion, and expression, including freedom of the press and other media of communication 
· Provides freedom of peaceful assembly
· Provides freedom of association 
· Charter also provides Canadian multicultural heritage rights, First Nations’ rights, minority language education rights, equality rights, the right to live and work anywhere in Canada, the right to due process in criminal proceedings, and the right to democracy 
· Equality rights provide the basis for human rights legislation, as it guarantees the right to equal protection and benefit of the law without discrimination 

Human Rights Legislation
· Every person residing in Canada is protected by the Human Rights Legislation
· Human Rights Legislation refers to a jurisdictions specific legislation that prohibits intentional and unintentional discrimination in employment situations and in the delivery of goods and services 
· A very broad legislation, protecting all aspects of HRM
· Supersedes the terms of any employment contract or collective agreement 
· All jurisdictions prohibit discrimination on the ground of race, colour, religion/creed, sex, marital status, age, disability, and sexual orientation 
· Only certain jurisdictions prohibit discrimination on the basis of family status, nationality or ethnic origin, and various other grounds 

Discrimination Defined 
· Discrimination, used in the context of human rights in employment, refers to a distinction, exclusion, or preference based on one of the prohibited grounds that has the effect of nullifying or impairing the right of a person to full and equal recognition and exercise of his or her human rights and freedoms
· Standards pertaining to unfair discrimination are always changing 
· Intentional and unintentional discrimination is prohibited 

Intentional Discrimination
· An employer cannot directly refuse to hire, train, or promote an individual based on any prohibited grounds
· Blatant discrimination is rare in today’s world
· Subtle discrimination can be difficult to prove 
· Different or unequal treatment refers to an employer treating an individual differently in any aspect of terms and conditions of employment based on any of the prohibited grounds
· Illegal for an employer to engage in intentional discrimination indirectly through another party 
· Discrimination because of association is the denial of rights because of friendship or other relationship with a protected group member 

Unintentional Discrimination 
· Unintentional discrimination refers to discrimination that is embedded in policies and practices that appear neutral on the surface and implanted partially, but have an adverse impact on specific groups of people for reasons that are not job related or required for the safe and efficient operation of the business

Permissible Discrimination via Bona Fide Occupational Requirements 
· Employers are permitted to discriminate if employment preferences are based on a bona fide occupational requirement 
· Bona Fide Occupational Requirement refers to a justifiable reason for discrimination based on business necessity or a requirement that can be clearly defended as intrinsically required by the tasks an employee is expected to perform 
· Example: A person who is blind cannot be employed as a truck driver 
· The Meiorin Case established 3 criteria that are now used to assess if the discrimination qualifies as a bona fide occupational requirement
· 1. Question of rationale: Was the policy or procedure that resulted in the discrimination based on a legitimate, work-related purpose?
· 2. Question of good faith: Did the decision makers or other agents of the organization honestly believe that the requirement was necessary to fulfill the requirements of the role? 
· 3. Question of reasonable necessity: Was it impossible to accommodate those who have been discriminated against without imposing undue hardship on the employer? (Most difficult question to prove!) 
· In situations where the issue of bona fide is difficult to prove the onus is placed on the employer 
· Example of a BFOR: The Royal Canadian Mounted Police has a requirement that guards be of the same sex as prisoners being guarded 

Reasonable Accommodation
· Reasonable accommodation refers to the adjustment of employment policies and practices that an employer may be expected to make so that no individual is denied benefits, disadvantaged in employment, or prevented from carrying out the essential components of a job because of grounds prohibited in human rights legislation 
· Example: Accommodations may involve scheduling adjustments around religious beliefs
· Employers are expected to accommodate to the point of undue hardship, meaning that the financial cost of the accommodation or health and safety risks to the individual concerned or other employees would make accommodation possible 
· Failure to make every reasonable effort to accommodate employees is a violation of the human rights legislation 

Human Rights Case Examples
· If there were 20 criteria used to make a decision and even 1 of those criteria violated protection against discrimination as per the applicable human rights legislation, then the entire decision made by the employer can be deemed illegal 

Disability 
· Disability claims make up almost half of all human rights claims 
· Distinction between a physical disability claim and a mental disability claim
· The intent of providing protection from discrimination is largely based on the principle of having an inclusive society with a barrier-free design and equal participation of persons with varying levels of ability 
· Employers owe an obligation to be aware of both the differences between individuals, and differences that characterize groups of individuals 
· Employers must build concepts of equality into workplace standards 
· Example: In 2000 the City of Boisbriand dismissed an employee from his position as a police officer because he suffered from Crohn’s disease 
· Evidence showed the employee could perform normal functions of his job 
· City argued that the illness was permanent and could be interpreted subjectively as an indication of future job-related challenges 
· Supreme Court of Canada has suggested three broad inquiries to determine if discrimination has taken place:
· 1. Differential Treatment: Was there substantively differential treatment due to a distinction, exclusion, or preference or because of a failure to take into account the complainant’s already disadvantaged position within Canadian society?
· 2. An enumerated ground (A condition or clause that is explicitly protected by legislation): Was the differential treatment based on an enumerated ground?
· 3. Discrimination in a substantive sense: Does the differential treatment discriminate by imposing a burden upon or withholding a benefit from a person?  Does the differential treatment amount to discrimination because it makes distinctions that are offensive to human dignity?
· Accommodation: Although each situation is unique, there are general principles for accommodating persons with disabilities 
· 1. The accommodation should be provided in a manner that most respects the dignity of the person, including an awareness of privacy, confidentiality, autonomy, individuality, and self-esteem 
· Example: Persons in a wheelchair should not have to enter the workplace via a loading dock 
· 2. If discrimination does exist it must be legally defensible, in the sense that the company must demonstrate individualized attempts to accommodate the disability to the point of undue hardship 
· Example: Providing company manuals in braille or digitized 
· 3. The duty to accommodate requires the most appropriate accommodation to be undertaken to the point of undue hardship 
· Accommodation of employees with “invisible” disabilities is becoming more common 

Harassment 
· Most historic battle for protection against harassment was initiated in 1982, at a time when it was largely interpreted that sexual harassment was a form of sex discrimination 
· Employers responsibilities toward protecting employees from sexual harassment have shifted significantly over the last three decades 
· Some jurisdictions prohibit harassment on all prescribed grounds, while others only expressly ban sexual harassment 
· Harassment refers to unwelcome behaviour that demeans, humiliates, or embarrasses a person and that a reasonable person should have known would be unwelcome 
· Minority women often experience harassment based on both sex and race 
· Bullying is a type of intentional harassment that is receiving increasing attention (repeated and deliberate incidents of negative behaviour that cumulatively undermine a person’s self-image) 
· Saskatchewan prohibits psychological harassment in its occupational health and safety legislation 
· Employer Responsibility: 
· Supreme Court has made it clear that protecting employees from harassment is part of an employer’s responsibility to provide a safe and healthy working environment 
· If the employer does not take responsibility they can be charged as well as held as the alleged harasser 
· Bell Mobility paid an employee more than $500,000 after a supervisor assaulted her in the office and she developed post-traumatic stress disorder 
· Sexual Harassment:
· Attracts most attention in the workplace 
· Sexual harassment is offensive or humiliating behaviour that is related to a person’s sex, as well as behaviour of a sexual nature that creates an intimidating, unwelcome, hostile, or offensive work environment or that could reasonably be thought to put sexual conditions on a person’s job or employment opportunities 
· Sexual harassment can be divided into 2 categories: 
· Sexual Coercion: Harassment of a sexual nature that results in some direct consequence to the worker’s employment status or some gain in or loss of tangible job benefits ie) Sexual favours to get the job promotion you’ve wanted 
· Sexual Annoyance: Sexually related conduct that is hostile, intimidating, or offensive to the employee but has no direct link to tangible job benefits or loss thereof 
· To reduce liability, employers should establish sound harassment policies, communicate such policies to all employees, enforce the policies in a fair and consistent manner, and take an active role in maintaining a harassment free work environment 
· Ie) Information for victims, guideline for appeals, an anti-harassment policy statement

Race and Colour
· Discrimination on the basis of race and colour is illegal in every Canadian jurisdiction 
· Example: Latin American workers were treated differently during a public transit project 

Religion
· Discrimination on the basis of religion can take many forms in Canada’s multicultural society
· Illegal to deny time to pray or to prohibit clothing recognized as religiously required 
· Example: Canadian National Railway
· A maintenance electrician was a practicing Sikh and wore a turban 
· CN then made it mandatory that all electricians must wear hard hats 
· Because of the turban, the employee was unable to wear a hard hat and was fired
· The hard hat was a BFOR, and thus CN was not held responsible

Sexual Orientation
· Discrimination on the basis of sexual orientation is prohibited in all jurisdictions of Canada
· Common law marriage includes same-sex and opposite-sex couples 

Age
· Evidence is rarely available to support the position that age is an accurate indicator of a person’s ability to perform a particular type of work 

Family Status 
· Decisions regarding the specific meaning of discrimination based on family status are evolving

Enforcement 
· Enforcement of human rights acts is the responsibility of the human rights commission in each jurisdiction 
· All costs are borne by the commission, allowing the process accessible to all employees regardless of financial means 
· Challenges are heard by the Human Rights Tribunal
· Tribunals primary role is to provide a speedy and accessible process to help parties affected by discrimination claims resolve the conflict through mediation 
· Tribunal has 30 calendar days to prepare their case 
· Checklist for when selecting an investigator:
· Internal or external investigator 
· One investigator or two
· Respecting the mandate 
· Impartiality or neutrality 
· Reliable, thorough, and professional 
· Quality of the written report
· Respects confidentiality 
· Two remedies can be imposed if discrimination is found:
· Systemic remedies: Forward looking solutions to discrimination that require respondents to take positive steps to ensure compliance with legislation, both in respect to the current compliant and any future practices 
· Restitutional remedies: Monetary compensation for the complainant to put him or her back to the position he or she would be in if the discrimination had not occurred and may include an apology letter ie) Lost wages, value is usually between $10,000 and $20,000 

Employment Equity Legislation 
· Legislation is meant to remedy past discrimination or prevent future discrimination 
· Women, Aboriginal people, persons with disabilities, and visible minorities are subjected to patterns of differential treatment 
· Occupational segregation: The existence of certain occupations that have traditionally been male dominated and others that have been female dominated ie) Female- Nurses, Males- Bartenders
· Glass Ceiling: An invisible barrier, cause by attitudinal or organizational bias, that limits the advancement opportunities of qualified designated group members 
· Employment Equity Program: A detailed plan designated to identify and correct existing discrimination, redress past discrimination, and achieve a balanced representation of designated group members in the organization (usually takes six months) 
· Steps: 
· Demonstration of senior management commitment and support
· Data collection and analysis of the current workforce demographics
· Employment systems review
· Plan development 
· Plan implementation 
· Monitoring, evaluating, and revising the plan 
· Diversity initiatives should be undertaken slowly, since they involve a complex change process 

The Plight of the Four Designated Groups 

Women
· Accounted for 47% of the workforce in 2006
· Women are under represented in engineering, natural sciences, and mathematics 
· Equal pay for equal work is apart of each jurisdiction 
· Equal pay for equal work: Specifies that an employer cannot pay male and females employees differently if they are performing the same or substantially familiar work 

Aboriginals 
· Most are in low-skill, low-paid jobs such as trades helpers 

People with Disabilities 
· 45% of people with disabilities are in the labour force, compared to 80% of the non-disabled population 
· Median wage is 83% of that of other Canadian workers

Visible Minorities 
· Defined as “person’s other than aboriginal peoples, who are non-Caucasian in race or non-white in colour” 
· Visible minority and the term immigrant can be used interchangeably 
· Traditionally visible minorities were unable to obtain employment that took full advantage of their knowledge, skills, and abilities… thus facing underemployment 
· Underemployment: Being employed in a job that does not fully utilize one’s KSA’s 

Employment/Labour Standards Legislation 
· Laws present in every Canadian jurisdiction that establish minimum employee entitlements and set a limit on the maximum number of hours of work permitted per day or per week 
· If there is a conflict between the ESA and another contract, the principle of greater benefit applies 
· The ESA is not inclusive to students on exchange, inmates on projects, police offices 

Enforcement of the ESA
· Complaint based, and violators can be fined 
· A formal written or electronic complaint must be filled 

Respecting Employee Privacy 
· How does a company balance employee privacy rights with their need to monitor the use of technology-related tools in the workplace? 
· The Personal Information Protection and Electronic Documents Act (PIPEDA) governs the collection, use, and disclosure of personal information across Canada
· Any information beyond name, title, business address, and telephone number is considered private information 
· Policies should be updated regularly to reflect changes in technology 
Video Surveillance
· Used to prevent employee theft and vandalism, and to monitor employee productivity 
· Employees must be made aware of the surveillance 
· General consensus in court is that video surveillance is not reasonable and that other means could be used 



Chapter 4: Designing and Analyzing Jobs 

Fundamentals of Job Analysis 
· Job analysis is a process by which information about jobs is systematically gathered and organized
· A job consists of a group of related activities and duties, held by a single employee or a number of incumbents 
· Roles and objective of a job should be clear and distinct to minimize conflict and enhance employee performance 
· A position is held by an employee and is known as the collection of tasks and responsibilities performed by one person 
· Job analysis is defined as the procedure for determining tasks, duties, and responsibilities of each job, and the human attributes required to perform it 

Uses of Job Analysis Information
· Used in developing job descriptions and job specifications 
· Other Uses:
· Human Resource Planning (Knowing the actual requirements of an organizations various jobs allows employees to determine if recruitment is necessary to fulfill open jobs) 
· Recruitment and Selection (Job description and job specification should be used to identify and decide what sort of person to recruit and hire, as well as what recruitment laws are necessary for legal compliance) 
· Compensation (Essential for determining the relative value of and appropriate compensation for each job under the human rights or pay equity legislation ie. OT)
· Performance Management (The criteria used to assess employee performance must be directly related to the duties and responsibilities identified through job analysis, and to be realistic and achievable such standards should be based on actual job requirements)  
· Labour Relations (In a union environment the job descriptions developed from the job analysis are subject to union approval; Union-approved job descriptions become the basis for classifying jobs and bargaining over wages, performance criteria, and working conditions) 
· Training, Development, and Career Management (By comparing employee’s knowledge, skills, and abilities that are identified through job analysis, managers can determine gaps that require training programs)
· Restructuring (Job analysis is useful for ensuring that all of the duties that need to be done have actually been assigned and for identifying areas of overlap within duties; Also identifies issues such as health and safety that can be eliminated through job redesign or restructuring) 

Steps in Job Analysis 
1. Review Relevant Background Information
2. Select Job to Be Analyzed
3. Collecting Job Analysis Information
4. Verifying Information
5. Writing Job Descriptions and Job Specifications 
6. Communication and Preparations for Revisions 

Step 1: Review Relevant Background Information
· Tasks must be structured so that the organization achieves its strategic goals in an efficient and effective manner through a motivated and engaged workforce
· Organizational structure refers to the formal relationships among jobs in an organization 
· An organizational chart is often used to depict the structure of the organization at a particular point in time 
· Three types of organizational charts:
· Bureaucratic (top down management, many levels of communication paths, highly specialized jobs, focus on independent performance) 
· Flat (Decentralized management, multidirectional communication, broadly defined jobs, emphasis on teams and product development) 
· Matrix (Each job has two components- functional and product, responsible to your department A and specialty department) 
· A review of the background includes organizational charts, process charts and existing job descriptions  
· A process chart shows the flow of inputs to and outputs from the job under study

Step 2: Select Jobs To Be Analyzed 
· Involves the selection of representative positions and jobs to be analyzed
· Job design is the process of systematically organizing work into the tasks that are required to perform a specific job 
· Effective job design also takes into consideration human and technological factors
· Changes in technology and demographics have led to work becoming more cognitively complex, more team-based and collaborative, more dependent on social skills, more dependent on technological competence, more time pressured, more mobile, and less dependent on geography
· Due to technology, organizations tend to focus on personal competencies rather than on specific duties and tasks
· As the substitution of machine power for people power became more widespread, job specialization and productivity and efficiency increased 
· Work specialization is an approach of scientific management; based on the premise that work can be broken down into clearly defined, highly specialized, repetitive tasks to maximize efficiency 
· Simplified jobs often lead to lower satisfaction, higher rates of absenteeism and turnover, and sometimes a demand for premium pay due to repetitive work 
· Industrial engineering is a field of study concerned with analyzing work methods; making work cycles more efficient by modifying, combining, rearranging, or eliminating tasks, and establishing time standards 
· Job design must satisfy human psychological and physiological needs
· Job enlargement (horizontal loading) took place to relieve monotony and boredom that involves assigning workers additional tasks at the same level of responsibility to increase the number of tasks they have to perform 
· Job rotation is a technique to relieve boredom and monotony that involves systematically moving employees from one job to another to allow for more versatile, multi-skilled employees 
· Job enrichment (vertical loading) is any effort that makes an employee’s job more rewarding or satisfying by adding more meaningful tasks and duties 
· Job redesigning fails when employees lack the physical or mental skills, abilities, or education needed to perform the job 
· Ergonomics seeks to integrate and accommodate the physical needs of workers into the deign of jobs; it aim’s to adapt the entire job system to match human characteristics 
· Ergonomics results in minimizing product defects, damage to equipment, and worker injuries or illnesses caused by poor work design 
· Competencies demonstrate characteristics of a person that enable performance of a job 
· Competency-based job analysis means writing job descriptions based on competencies rather than job duties; emphasizes what the employee must be capable of doing rather than a list of the duties he or she must perform 
· Three reasons to use competency analysis: 
· High-performance work system
· Describing the job in terms of skills is more strategic for the employer
· Measurable skills support the employer’s performance management process 
· A team is a small group of people with complementary skills who work toward common goals for which they hold joint responsibility and accountability 
· Team-based job designs focus on giving a team a whole and meaningful piece of work to do and empowering team members to decide among themselves how to accomplish the work  

Step 3: Collecting Job Analysis Information
· Various qualitative and quantitative techniques are used to collect information about the job
· Interview, questionnaire, observations, participant log, the National Occupational Classification
· The interview is one of the most widely used methods for determining the responsibilities of a job 
· Interviews can be individual, group, and supervisory interviews 
· A typical interview includes comments such as the responsibilities of the job, the education, the experience and skills required, physical and mental demands, and working conditions
· Rapport should be built throughout an interview 
· Having employees fill out questionnaires to describe job-related duties and responsibilities is another good method of obtaining job analysis information 
· One must decide if the questionnaire is going to be structured a certain way and who will be completing the survey
· The Position Analysis Questionnaire (PAQ) is used to collect quantifiable data concerning the duties and responsibilities of various jobs  
· Functional Job Analysis (FJA) is a quantitative method for classifying jobs based on types and amounts of responsibility for data, people and things; performance standards and training requirements are also identified 
· Observation involves watching employees perform their work and recording the frequency of behaviours or the nature of performance; could be direct or third party observation 
· A challenge to observation is that it could influence one’s behaviour 
· Observations and interviewing are often used together 
· Daily listing made by employers for employees of every activity in which they engage, along with the time each activity takes 
· Detailed chronological nature of list tends to minimize employee exaggeration 
· The National Occupation Classification is a reference tool for writing job descriptions and job specifications; complied by the federal government, it contains standardized descriptions of about 40,000 occupations and the requirements for each
· An occupation is defined as a collection of jobs that share some or all of a set of main duties 

Step 4: Verifying Information
· Job analysis information should be verified with any workers performing the job and with the immediate supervisor 
· The knowledge that information will be verified increases the reliability and validity of the results
· Areas of inconsistency or concern can be further probed to develop awareness as to why the inconsistency exists and what should be done about it
· Participants in the data collection techniques will be more honest and consistent knowing that they may later be held accountable for their contributions

Step 5: Writing Job Descriptions and Job Specifications 
Job Descriptions
· A job description is a written statement of what the jobholder actually does, how he or she does it, and under what conditions the job is performed 
· Job descriptions typically include: 
· Job Identification (Position title, location, division, department, reports to) 
· Job Summary (Describes the general nature of the job, listing major functions)
· Relationships (Indicates jobholder’s relationships inside and outside the organization)
· Duties and Responsibilities (Detailed list of the job’s major duties and responsibilities) 
· Authority (Define the limits of the jobholder’s authority)
· Performance Standards/Indicators (Indicate expected standards per job)
· Working Conditions and Physical Environment (Noise, temperature, amount of travel)
· Job descriptions are not legally required but are highly advisable 
· Essential job duties should be clearly identified; indicating the time and importance of each 
· When assessing suitability for the job only an employee’s KSA’S should be examined 
Job Specifications 
· Job specifications is a list of the human requirements, that is, the requisite knowledge, skills, and abilities need to perform the job- another product of job analysis
· You must exam duties and responsibilities of the job and figure out what characteristics are needed to fulfill the job 
· Job specification clarifies what kind of person to recruit and which qualities that person should be tested for
· For entry-level jobs identifying the actual physical and mental demands is critical
· A physical demand analysis is used as an identification of the senses used and the type, frequency, and amount of physical effort involved in a job 
· Basis job specifications on statistical analysis is more legally defensible (Personality-Related Position Requirements survey) 

Step 6: Communication and Preparations for Revisions 
· Many organizations are forced to adjust their plans according to environmental factors 
· The need for revisions occurs when a company faces significant organizational changes such as restructuring or new product development 
· Job analysis must be structured enough to allow for modifications 
· Information provided from the job analysis must be communicated to all relevant stakeholders 
· Overall the job analysis process is a fundamental component of HRM and a cornerstone that is critical to other organizational activities related to labour and work processes 



Chapter 5: Human Resources Planning 

The Strategic Importance of Human Resource Planning 
· Human resource planning (HRP) is the process of forecasting future human resource requirements to ensure that the organization will have the required number of employees with the necessary skills to meet its strategic objectives 
· HRP is a proactive process that anticipates and influences an organizations future by systematically forecasting supply and demand for employees under changing conditions 
· Human resource planning is a strategic priority to all organizations 
· Human resource planning will be absolutely essential for successful strategy implementation when the baby boomers decide to exit the workforce 
· Key steps in the HRP process include: 
· Analyzing forecasted labour supply
· Forecasting labour demands
· Planning and implementing HR programs to balance supply and demand 
· Lack of or inadequate human resource planning within an organization can result in significant costs when unstaffed positions create costly inefficiencies and when severance pay is required for a large number of employees being laid off
· Ineffective HRP can lead to an organization’s inability to accomplish short-term operational plans or long-range strategic plans 

The Relationship Between HRP and Strategic Planning 
· The HR plan must align with the overall goals of the organization as well as both the long-term and short-term strategic plans set by the organization
· Failure to integrate HRP and strategic planning can have very serious consequences 
· Example: When OAC Grade 13 was abolished- Had universities and colleges not accommodated the increased admission rates the classrooms would have been over populated 

The Importance of Environmental Scanning
·  Environmental scanning involves assessing factors that affect the external labour market as well as an organization’s ability to find and secure talent from outside of the organization 
· The most successful organizations are prepared for change before it even occurs 
· External environmental factors:
· Economic analysis
· Market and competitive trends
· New or revised laws and decisions of the court
· Social concerns 
· Technological changes
· Demographic trend 

Steps in Human Resource Planning 
· Understanding the internal labour force in the present in the basis for a number of demand and supply estimates
· An organization chart can provide HR planners and managers with an understanding of the organizational structure, business units, and possible career paths
· The macro-level environment can be linked to the micro-level environment
· Example: How many employees the company currently has can be linked to the individuals skills set and knowledge 
· An organization must forecast future HR demand and forecast future HR supply 
· Only after demand and supply is forecasted can an organization identify potential labour imbalance issues 



Forecasting The Availability of Candidates (Supply)
·  Two sources of supply: 
· Internal- Present employees who can be trained, transferred, or promoted to meet anticipated needs 
· External- People in the labour market not currently working for the organization, including those who are employed elsewhere and those who are unemployed who can be expected to join the organization to meet anticipated needs 
· An awareness of the external labour force can aid organizations in identifying challenges that may occur with expected recruitment of candidates into the internal labour force 
· External factors can impact how much compensation an organization must provide to secure top talent 
· Trends in the external labour force have a direct impact on projections of the internal labour force 

Forecasting the Supply of Internal Candidates 
· Management must determine how many candidates for projected openings will likely come from within the firm (Purpose of forecasting internal supply) 
· Skills inventories are manual or computerized records summarizing employees’ education, experience, interests, skills, and so on, which are used to identify internal candidates eligible for transfer or promotion 
· Management inventories are records summarizing the qualifications, interests, and skills of management employees, along with the number and types of employees supervised, duties of such employees, total budget managed, previous managerial duties and responsibilities, and managerial training received 
·  To be useful these inventories must be updated regularly (Every two years is adequate) 
· Replacement charts are visual representations of who will replace whom in the even of a job opening; Likely internal candidates are listed, along with their age, present performance rating, and promotability status (Likely to remain static over time) 
· Replacement charts are an excellent quick reference tool, however they provide very little information in reality
· Reference summaries are lists of likely replacements for each position and their relative strengths and weaknesses, as well as information about current position, performance, promotability, age, and experience (provide more information than a chart)
· Additional data can be helpful to decision makers, although caution must be taken to ensure that no discrimination occurs on the basis of age, sex, and so on 
· Succession planning is the process of ensuring a suitable supply of successors for current and future senior or key jobs so that the careers of individuals an be effectively planned and managed
· Succession planning focuses on developing people rather than simply identifying potential replacements 
· Succession planning should include:
· Analysis of the demand for managers and professionals in the company 
· Audit of existing executives and projection of likely future supply 
· Planning of individual career paths based on objective estimates of future needs, performance appraisal data, and assessments of potential
· Career counseling and performance-related training and development to prepare individuals for future roles 
· Accelerated promotions, with development targeted at future business needs 
· Planned strategic recruitment aimed at obtaining people with the potential to meet future needs as well as filling current openings 
· Markov analysis is a method of forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matrix 
· In addition to quantitative data the skills and capabilities of current employees must be assessed and skills inventories prepared 
· From this information, replacement charts or summaries and succession plans can be developed  

Forecasting the Supply of External Candidates 
· Some jobs cannot be filled with internal candidates because no current employees are qualified or they are jobs that experience significant growth 
· A key factor in determining the number of positions that must be filled externally is the effectiveness of the organization’s training, development, and career-planning
· To project the supply of outside candidates, employers assess general economic conditions, labour market conditions, and occupational market conditions 
· General economic conditions refer to the impact of natural fluctuations in economic activity, which impacts all businesses (Interest rates, wage rates, rate of inflation, and unemployment rates)
· Unemployment rates vary by occupation and geographic location and can result in an organization’s inability to fill certain positions 
· Labour market conditions refer to the demographics of those in the population (Education levels, age, gender, marital status, and so on) 
· Demographic conditions remain relatively stable and can be forecast with a relatively high degree of accuracy
· Occupational market conditions refer to forecasting the availability of potential candidates in specific occupations for which they will be recruiting based on different labour shortages 

Forecasting Future Human Resource Needs (Demand) 
· A key component is forecasting the number and type of people needed to meet organizational objectives 
· Managers should consider several factors when forecasting such requirements 
· Sales figures must be projected first
· Then the volume of production that is required to meet these sales requirements is determined 
· Finally the staff needed to maintain this volume of output is estimated 
· In addition to this basic requirement, other factors to be considered are:	
· Projected turnover 
· Quality and nature of employees
· Decisions to upgrade
· Planned technological and administrative changes aimed at increasing productivity and reducing employee head count 
· The financial resources available 
· In large organizations, needs forecasting is primarily quantitative in nature and is the responsibility of highly trained specialists

Quantitative Approaches 
· Trend Analysis, Ratio Analysis, The Scatter Plot, Regression Analysis 

Trend Analysis 
· The study of a firm’s past employment levels over a period of years to predict future needs  
· Assume that the past is a strong predictor of the future
· Valuable as an initial estimate only as employment levels rarely depend solely on the passage of time
· Other factors like changes in sales volume and productivity will also affect future staffing needs 

Ratio Analysis
· A forecasting technique for determining future staff needs by using ratios between some causal factor (such as sales volume) and the number of employees needed 
· Assumes that productivity remains the same 

The Scatter Plot
· A graphical method used to help identify the relationship between two variables 


Regression Analysis 
· A statistical technique involving the use of a mathematical formula to project future demands based on an established relationship between an organization’s employment level and some measureable factor of output 
· Used to investigate the effect of one variable on another 

Qualitative Approaches 
· Nominal Group Technique, Delphi Technique 
· Rely solely on expert judgments; Needed to modify the forecast based on anticipated changes 

Nominal Group Technique 
· A decision-making technique that involves a group of experts meeting face to face
· Steps:
· Independent idea generation 
· Presentation of ideas without discussion 
· Clarification and open discussion with evaluation of opportunities 
· Private assessment whereby members rank generated ideas 
· Advantages of the technique include involvement of key decision makers, a future focus, and the fact that the group discussion involved in the third step can facilitate the exchange of ideas and greater acceptance of the results
· Drawbacks in subjectivity and the potential for group pressure to lead to a less accurate assessment than could be obtained through other means 

Delphi Technique 
· A judgmental forecasting method used to arrive at a group decision, typically involving outside experts as well as organizational employees; Ideas are exchanged without face-to-face interaction and feedback is provided and used to fine-tune independent judgments until a consensus is reached 
· Steps:
· Problem is identified and each member is to submit a potential solution by questionnaire
· Results are compiled at a centralized location 
· Each group member is given a copy of the results
· Individuals use feedback to improve their individual assessment  
· Third and fourth steps are repeated until consensus is reached 
· Advantages of the technique include involvement of key decision makers, future focus and it permits the group to critically evaluate a wider range of views 
· Drawbacks include the fact that judgments may not efficiently use objective data, the time and costs involved, and the potential difficulty in integrating diverse opinions 

Gap Analysis: Summarizing Human Resource Requirements
· End result of the forecasting process is an estimate of short-term and long-range HR requirements 
· Long-range plans are general statements of potential staffing needs 
· Short-term plans are more specific and are often depicted in a staffing table 
· A staffing table is a pictorial representation of all jobs within the organization, along with the number of current incumbents and future employment requirements 

Planning and Implementing HR Programs To Balance Supply and Demand 
· To successfully fill positions internally, organizations must manage performance and careers
· Performance is managed through effectively designing jobs and quality-of-working-life initiatives 
· Establishing performance standards and goals, coaching, measuring, and evaluating, and implementing a suitable reward structure
· Specific strategies must be formulated to balance supply and demand considerations
1. Projected labour demand matches projected labour supply (equilibrium) 
2. Projected labour supply exceeds projected demand (surplus)
3. Projected labour demand exceeds projected supply (shortage)
Labour Equilibrium
· On a rare occasion, the expected supply matches the actual demand 
· To replace outgoing employees organizations should promote or transfer internal members or recruit external laborers 

Labour Surplus
·  Exists when the internal supply of employees exceeds the organization’s demand 
· Responses to a labour surplus: 
· Hiring Freeze (A common initial response where openings are filled by reassigning current employees an no outsiders are hired)
· Attrition (The normal separation of employees from an organization because of resignation, retirement, or death; drawback: No control over who leaves) 
· Early Retirement Buyout Programs (Strategies used to accelerate attrition that involve offering attractive buyout packages or the opportunity to retire on full pension with an attractive benefits package) 
· Job Sharing (A strategy that involves dividing the duties of a single position between two or more employees)
· Work Sharing (Employees work three or four days a week and receive EI benefits on their non-work days 
· Reduced Workweek (Employees work fewer hours and receive less pay; Drawback: difficult to predict in advance how many hours of work are needed)
· Layoff (The temporary or permanent withdrawal of employment to workers for economic or business reasons)
· Termination (Permanent separation from the organization for any reason) 
· Leave of Absence (Allows those who may be interested in taking time away from work for a variety of reasons to have a set period of time away from their position without pay, but will guarantee that their job will be available upon their return) 
· Ways of easing the financial pain:
· Survivor Syndrome (A range of negative emotions experienced by employees remaining after a major restructuring initiative, which can include feelings of betrayal or violation, guilt, or detachment, and can result in stress symptoms, including depression, increased errors, and reduced performance) 
· Supplemental Unemployment Benefits (A top-up of EI benefits to bring income levels closer to what an employee would receive if on the job
· Severance Package (A lump-sum payment, continuation of benefits for a specified period of time, and other benefits that are provided to employees who are being terminated 
· Golden Parachute Clause is a guarantee by the employer to pay specified compensation and benefits in the case of termination because of downsizing or restructuring 
· Outplacement assistance is a program that helps employees find work elsewhere 

Labour Shortage
· Exists when the internal supply of human resources cannot meet the organization’s needs 
· Overtime hours, hiring contract work, and hiring temporary employees are often a response to this situation
· Internal movement does not help a shortage, thus external recruitment will be required 
· Internal solutions to a labour shortage:
· [bookmark: _GoBack]Transfer (Movement of an employee from one job to another that is relatively equal in pay, responsibility, or organizational level) 
· Promotion (Movement of an employee from one job to another that is higher in pay, responsibility, or organization level, usually based on merit, seniority, or a combination of both) 




