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· With managing the most important asset--- is people.
· Human resources department is there to assist management (they are a staff function)
Typical Organization
-provide training(training can be very expensive- usually candidates are hired on probation, so company can fire you at any point, won’t spend a lot of money training you)
- employee  benefits (dental plans, pensions, eyeglasses) –very expensive (usually if you hire someone at a certain price, around 26 percent more has to be paid to employees for benefits)
- counselling (a lot of people have mental problems, substance problems etc. Counselling has become more of an issue in the human resource department)
-wage and salary administration (determined through reflected appraisal, goals, etc...)(In Canada a good increase is 1-2 percent)- to get a head you need to change jobs, can’t be reckless – every time you make a move you look for an increase in price, around 25 percent more
-labour relations ( we are deficient in this area in Canada, MRI program @ Queens-trains people in this area) 
- employee selection (you need to make yourself stand out, differentiate yourself from all the other candidates)
Recruitment
-word of mouth( network, become a part of community events and meet people)
-government ( want people to be employed)
-private (private agencies, search for individuals—make sure that private agencies are legitimate)
-colleges/universities ( employers go to the school to look for candidates—generally in the fall—look for career centre) 
-ads (know what’s going on in the marketplace—look for trends, and what are people looking for, what kind of people—ads can be very helpful)-learn to make yourself stand out
-professional (honour society—beta gamma sigma for example)-network, make professional relationships
What do Employers Want Today?
-Communication Skills
-ability to understand and to speak
-ability to listen and learn
-ability to read and to write (what you write is who you are—once you write something you can never take it bake)
-Thinking Skills
       - think before you speak
       - don`t ask a million questions, THINK before you ask
       - don`t over think
-Positive Attitude
       -have positive, confident attitude
-Self Confidence
-High standard of personal ethics
-Sense of Responsibility
       -ability to plan and manage time, money, and other resources
-Ability to Adapt to Changes
-Teamwork Skills
       -Conference Board`s National Business and Education Centre ( be able to solve issues themselves)
Selection Process
-First Contact (walk in; mail in)-try and get a job well before when you need it, want employment for June, go in September (career conventions-learn to dress and act, and basic polite mannerisms
-Application Form: They don`t want you to have your C.V. or anything, want you to hand write what you are saying; looking for what really the applicant can do; be honest on your C.V. They will compare your C.V and application, and look for discrepancies. They will look at spelling, smudges, writing, etc… By filling out the Application, you are giving the company the right to look you up and see if what you are saying lives up to what others have to say about you.
- Interview: Decision is usually made up in the first two minutes, poorest predictor of job success
-References: Usually, will ask for references (academic, employment, and personal reference)- need to create a relationship with someone academically
-Tests:intelligence tests, personality tests etc..want to make sure you are mentally and emotionally ready for the job, make sure you are in good shape. 
-Employment: 3-6 months, very long and can be frustrating 
Résumé
-personal cover letter ( look at what you are applying for the skills want and make sure there are no spelling mistakes)
-Typed (hand written, very unprofessional: what you write is who you are)
-1-2 pages maximum ( length on resume, embellish—depending on job)
-Action Verbs (told us what you were responsible for, but never told us what you did—action verbs, what you did.)
Nine Most Often Asked Interview Questions
One of the best things to do is remember the names` of the people who you are being introduced too, remembering names is good.
(dale carnagy)
1) Tell us about yourself?: (2 answers; sometimes they will get nervous and talk to themselves, others will talk calmly –try writing your life down in chronological order, don`t memorize it. Don`t use humour…you never know what a person’s humour is. Try and use an answer where you are establishing yourself (family, personal life, where you have lived, education)
2) Why do you want to work with us?: (most typical answer:`I love working with people`..listen to question, why do you want to work with us. Know what company is about, want to be a part of it…research the company
3) What are your strengths?: (share strenths)
4) What are your weaknesses?: give a weakness, and turn it into a positive, how you overcame it.
5) What are your two greatest accomplishments? Why? (typical answer from older people…their marriage..not a good answer. (volkswagon-fit 22 people in it, for shinerama, paid of big brothers house mortgage.)
6) What is your biggest disappointment? Why?( biggest disappointment-learning things about you and your personality)
7) Where do you see yourself in 5 years? 10?
8) What’s the most important thing to you in your life? Why? 
9) Why should we hire you? 
Interviewing Hints
        -be confident! Never beg for a job ( you are valuable)
        -research the company; show them how your skills will help them (research, look for interests, gives you an idea what to talk about---it’s great if you have a lot in common)—some look for sales experience—helps you communicate better
        - dress effectively! Clothing is a tool (blue jacket, grey pants)
        - pick a job that suits your personality (know strengths, and know fears—try and take all interview opportunities, great way to get experience!)
Testing
-Performance (skill)
-Intelligence (if you have a high IQ, make sure you use your altitudes, and are working on expanding them)
-Personality
-validity problems?
Training and Development
-On the Job Training
   - coaching
   -job rotation
   -special assignments
-Off the job training
   -classroom (lectures
   -cases
   -role playing
Compensation and Other Functions
-initial determination of income; then what? (key question you should be asking, is how am I going to be evaluated—mostly through performance appraisal system—you want to know what it entails, and is it your supervisor who does it, or could it be a higher management that is evaluating you)—look for job description, so you understand what you are responsible for doing. Income determined by performance, and will compare and contrast your assets or problems
-Plant services (satefty programs, suggestion plans; medical facilities; café.) Anything human related, human resources takes care of..
-Labour Relations
-Employee Benefits and Services
       -pension plans
      -life insurance/disability insurance
      - Profit-sharing plans




