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Chapter One: An Introduction to Recruitment and Selection

Why recruitment and selection matter?
Best practices:
· Involve the ethical treatment of job applicants throughout the recruiting and hiring process
· Result from HR professionals following the accepted standards and principles of professional associations
· Are legally defensible (e.g., human rights legislation
· Reduce employee turnover and increase productivity
· Are responsible for a firm’s relative profit
· Correlate with an organization’s long-term profitability and production ratios
· Help to establish employee trust
· Improve the knowledge, skills, abilities, and other attributes (KSAOs) of current and future employees, increase motivation, and retain high-quality workers

Talent Management
· An organizations commitment to recruit, retain and develop the most talented and superior employees
· Involves developing an employee’s career across the organization and being aware of suitable positions

Human Resources Information Systems (HRIS)
· Human resources information systems: computer based systems that track employee data, the needs of HR and the requirements and competencies needed for different positions, among other functions

Recruitment: The generation of an applicant pool for a position or job in order to provide the required number of candidates for a subsequent selection or promotion program

Selection: The choice of job candidates from a previously generated applicant pool in a way that will meet management goals and objectives as well as current legal requirements 

Elements of a Recruitment and Selection Action Plan:
1. Develop Recruitment Strategy
2. Develop the Applicant Pool
3. Screen the Applicant Pool
4. Review the Selection of Job Applicants
5. Evaluate the Recruiting and Selection Effort

Example of an Overall Human Resources System
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Social/Economic Factors Affecting Recruitment and Selection
· Global competition: index is based on economic, social and political globalization
· Increasing globalization has changed the level of competition
· Rapid advances in technology and the internet: Employers expect new hires to be computer literate
· Hiring through e-recruiting 
· Changing workforce demographics: abolition of mandatory retirement at age 65 creates less room for new entry-level employees
· The economic context: supply and demand of jobs and people (e.g., economic booms, recessions)
· Type of organization:
· Public sector: both federal and provincial; formalized recruitment and selection systems
· Private sector: may vary depending on the type and size of the business/industry
· Organizational restructuring: workforce that is approaching retirement, flattening of organizations
· Redefining jobs: workers need a wide range of skills in order to do their jobs
· Unionized work environments: negotiated collective agreements generally address issues of recruitment and selection
· Best practices: employers must have in place HR strategies for recruiting, identifying and selecting employees who will contribute to the overall effectiveness of an organization

A Systems View of HR
· Two basic principles underlie the model presented in the figure above:
· Principle 1: HRM must carefully coordinate its activities with the other organizational units and people if the larger system is to function properly
· Principle 2: HR managers must think in systems terms and have the welfare of the whole organization in mind

Recruitment and Selection Today
· Professional associations involved in recruitment and selection:
· Canadian Council of Human Resources Associations (CCHRA)
· Canadian Psychological Association

Recruitment and Selection and the HR Profession
· HR functions:
· Must keep abreast of developments in their field through continuous learning
· Responsible for knowing the latest legal and scientific information related to R & S
· Responsible for implementing policies and procedures in accordance with accepted professional standards

The CHRP Edge
There are six characteristics that define a profession:
1. A common body of knowledge
2. Agreed performance standards
3. A representative professional organization
4. External perception as a profession
5. A code of ethics
6. An agreed certification procedure 

An Introduction to Ethical Issues and Professional Standards
· Ethics: the determination of right and wrong; the standards of appropriate conduct or behavior for members of a profession; what those members may or may not do 
· Professional standards: provide guidance on how HR professionals should behave in certain situations including the use of employment tests 

Ethical Dilemmas
· Applicant testing: ethical dilemmas frequently occur during the testing of job applicants with various selection tools
· Employment interview: subject to the same set of regulations as any other employment test and must meet professional standards when used in making high-stakes decisions



Chapter Two:  Reliability and Validity of Staffing Methodologies
The recruitment and selection process
· An employer’s goal is to hire an applicant who possesses the knowledge, skills, abilities, or other attributes (KSAOs) required to perform the job

Human resources management: Science versus practice in selection:

 
	
	Science- Based Selection
	Practice-Based Selection

	Type of Process
	Analytical
	Intuitive

	
	· Job analysis identifies KSAOs
· Select valid measures of KSAOs
· Validate predictors and assess utility
· Retain valid and useful predictors
	· Untested approaches
· “Fad”-based selection system
· Lack of use of reliable and valid selection tools
· Techniques and selection tools chosen on the basis of marketing
· Selection procedures used are rarely validated

	Assessment procedures
	- Objective, reliable and valid measures
	- Unstructured interview

	Decision making
	- Rational
	-“Gut-feel”

	Implementation
	-System-wide
	- Case-by-case basis

	Evaluation of process
	- Empirical
	- Subjective

	Why is it used 
	· Structured procedures
· Consistent process
	· Comfort with the process
· Flexibility and speed
· Fits organizational culture

	Potential Outcomes
	· Defensibility of system
· Increased productivity
· Effective employees
	· Human rights litigation
· Lack of competitiveness
· Marginal employees 





Construct: 
· Construct: an idea or concept constructed or invoked to explain relationships between observations
· Reliability: the degree to which observed scores are free from random measurement errors; an indication of the stability or dependability of a set of measurements over repeated applications of the measurement procedure 
· True score: The average score that an individual would earn on an infinite number of administrations of the same test or parallel versions of the same test
· Error score (or measurement error): The hypothetical difference between an observed score and a true score

Factors Affecting Reliability
· Temporary individual characteristics
· Lack of Standardization
· Chance 

Methods of Estimating Reliability
· Test and Retest
· Alternate Forms
· Internal Consistency
· Inter-Rater Reliability


Validity: The legitimacy or correctness of the inferences that are drawn from a set of measurements or other specified procedures; the degree to which accumulated evidence and theory support specific interpretations of test scores in the context of the test’s proposed use

Construct and content validity: Validation strategies that provide evidence based on test content

Criterion validity: Related validity provides evidence based on relationships to other variables 


Predictive and Concurrent Evidence for Test Criterion Relationships 
· Predictive evidence: obtained through research designs that establish a correlation between predictor scores obtained before an applicant is hired and criteria obtained at a later time, usually after an applicant is employed 
· Concurrent evidence: obtained through research designs that establish a correlation between predictor and criteria scores from information that is collected at approximately the same time from a specific group of workers
· Validity Generalization: The application of validity evidence, obtained through meta-analysis of data obtained from many situations, to other situations that are similar to those on which the meta-analysis is based 

Factors Affecting Validity Coefficients 
· Range Restriction
· Measurement Error
· Sampling Error

Bias and Fairness
· Bias: Systematic errors in measurement, or inferences made from those measurements, that are related to different identifiable group membership characteristics such as age, sex or race 
· Fairness: the value judgments people make about the decisions or outcomes that are based on measurements
· Principle that every test taker should be assessed in an equitable manner

Fairness
· Different Views of Fairness:
· Fairness as equitable treatment in the testing process
· Fairness as lack or bias
· Fairness in selection and prediction




Chapter Three: Diversity in Business Management 

Diversity:
· Diversity is “The variation of social and cultural identities among people existing together in a defined employment or market setting”
· Diversity is not”
· Any difference between people
· Gender or race-specific 
· Affirmative action
· “Minority groups”

Sexual and Racial Discrimination
· Various North American laws prohibit discrimination on the basis of gender, race, religion on disabilities when it comes to hiring/firing/promoting
· However:
· In UK, East Indians have traditionally been relegated to lowest-paying/least desired jobs
· In Germany, the government will not grant citizenship to Turkish workers, even second generation
· In some Southeast Asian and Far Eastern countries, employees from certain backgrounds will not be promoted
· In Russia, some job advertisements specifiy age and gender of who may apply
· In Middle East, female businesswomen are a rarity
· May not deal with North American female salespeople
· When companies hire a diverse workforce, not only to the benefit from skills and loyalty of the employees, but gain goodwill and support from community at large, and global enterprises 

Gender:
· In the 1950s, 3 of every 4 degrees in the US were given to men
· These days, 54% of university graduates are women
· In 1971, women earned 4% of graduate-level business degrees
· By the 1990s, this increased to 30%
· Dual-career families is an key reality of today’s social environment

Elements of gendered organizations
· Gendered processes may be open and overt:
· Staffing only men or women for certain positions
· Differences in pay for same work
· Sexual jokes as part of the organizational culture
· The may also be hidden
· “Local brand banking” is typically performed by women
· “International banking” is typically performed by men
· Huge discrepancy in pay scales between the two

Processes—Gender divisions 
· Production of gender divisions
· Gender patterning- jobs/wages
· Managers make conscious efforts to either repeat or alter the pattern
· Unions may collude, intentionally or not
· New technology is often brought in at the expense of women, and men’s roles are restructured
· E.g. Fewer bank tellers due to more ABM’s
· Physical separation: the “typing pool” used to be kept very separate from the male offices
· Although the intent was to avoid sexual encounters, it also served to cement gender segregation 

Processes- Symbols 
· Creation of symbols, images, and forms of consciousness that justify gender divisions
· Television, films and advertising typically show males in the dominant position, women in lower roles or more base needs
· Men buy cars and high-tech electric razors; women buy hair care products or cleaning supplies—or women are used to sell by being alluring
· In films, male manager is strong, decisive, forceful, and often seductive—metaphors of masculinity 
· Most organizations strive for these traits in the business world, and hire males/females with these traits 

Gender as an organization resource
· Gender is both a resource, and a “problem”
· The solution allowed for further control
· Female-dominated roles are more tightly controlled for breaks, lunch, etc- all in the name of productivity
· Reproduction “disrupts ongoing work…and seriously undermines the orderly pursuit or organizational goals”
· Women, whether pregnant or not, may be exclude fro certain roles/project
· Women are the “ideal employee” to a male-driven workforce—they have traditionally been willing to accept part-time roles, poorer paying jobs, and jobs slated for elimination

Racism
· Built on two main ideas:
· Ethnic Allegiance: those who belong to a particular ethnic group share common histories, traits and aspirations—all other groups are outsiders, different, and possibly dangerous 
· Social Darwinism: those enjoying status and influence owe their position in part to their biological superiority and therefore they must protect their power for the good of society


The ladder of racism
· Genocide: deliberate extermination of a race
· Segregation: purify through exclusion/expulsion
· Systematic racism: pervasive
· Officially: sanctioned discrimination—legally entrenched
· Discrimination: an action based on prejudice
· Prejudice: belief that stereotypes are true
· Stereotypes: cartoons, jokes, movies 

Harassment Vs. Discrimination
· Sexual harassment is intimidation, bullying or coercion of a sexual nature, or the unwelcome or inappropriate promise of reward in exchange for sexual favors
· Discrimination in the workplace is disadvantageous treatment or consideration based on race, nationality, gender, age or marital status
· Both are illegal in Canada

Legal Issues in Staffing and Recruitment

Four Legal Sources Affecting Candian Employment Practices
1. Constitutional law
2. Human rights law
3. Employment equity legislation
4. Labour law, employment standards and related legislation

Constitutional Law
· Constitutional law: the Supreme Law of Canada
· It has a pervasive impact on employment practices, as it does on all spheres of Canadian society

Human Rights Law
· Human rights legislation: Prohibits discrimination in both employment and the provision of goods and services (e.g., rental housing, service in restaurants)
· Legislation generally establishes human rights commissions or tribunals to deal with complaints, including those involving employment discrimination 

Employment Equity Legislation
- Employment equity: the elimination of discriminatory practices that prevent the entry or retention of members from designated groups in the workplace, and the elimination of unequal treatment in the workplace related to membership in a designated group (e.g. women, visible minorities, Aboriginal peoples, and people with disabilities) 

Developing and Implementing an Employment Equity (EE) Plan
1. Obtain support of senior management for the EE effort
2. Conduct a survey to determine the present representation of designated groups in the organization’s internal workforce
3. Set future representation targets for designated groups based on availability of qualified workers in the labor market 
4. Remove systematic employment barriers to increase representation for designated group in the internal workforce 
5. Monitor the changing composition of the internal workforce over time 
6. Make necessary changes to the EE intervention to bring designated group representation up to future targets 

Benefits of Implementing Employment Equity
· A workforce representative of Canadian culture and diversity
· An increase in global competitiveness and productivity 
· High employee morale and decreased absenteeism
· Amicable relationships with customers and clients
· Enhanced corporate reputation
· Increased profitability and a better bottom line 

Labour Law
· Federal/provincial labor laws: stipulate the rights of the employees to organize trade unions and to bargain collective agreements with employers
· Collective agreements: set out the conditions for unionized employees (e.g., promotion, lateral transfer, demotion)

Employment Standards:
· Employment standards: federal/provincial laws to regulate minimum age of employment, hours of work, minimum wages, statutory holidays, vacations, work leaves, and termination of employment 

Discrimination
· Discrimination: refers to any refusal to employ or to continue to employ an person on the basis of that individual’s membership in a protected group 
· All Canadian jurisdictions prohibit discrimination at least on the basis of race or color, religion or creed, age, sex, marital status, and physical or mental disability 

Key legal concepts in recruitment and selection
· Direct discrimination: occurs where an employer adopts a practice or rule that, on its face, discriminates on a prohibited ground
· Indirect discrimination: occurs when an employer, in good faith, adopts a policy or practice for sound economic or business reasons, but when it is applied to all employees it has an unintended negative impact on members of a protected group 
· Protected groups: Those who have attributes that are defined as “prohibited grounds” for discrimination under the human rights act that applies to the employing organization
· Designated groups: The Employment Equity Act defines these groups as women, visible minorities, Aboriginal peoples, and persons with disabilities
· Employment equity: refers to the elimination of discriminatory practices that prevent the entry or retention of members from designated groups in the workplace
· Adverse impact: occurs when the selection rate for a protected group is lower than that for the relevant comparison group 
· Bona ride occupational requirement (BFOR): Requirement(s) that a person must possess to perform the essential components of a job in a safe, efficient, and reliable manner
· As part of a BFOR defense, an employer must demonstrate that such accommodation is impossible to achieve without incurring undue hardship in terms of the organization’s expense or operations 
· Accommodation: The duty of an employer to put in place modifications to discriminatory employment practices or procedures to meet the needs of members of a protected group being affected by the employment practice or procedure
· Sufficient Risk: An employer may argue that an occupational requirement that discriminates against a protected group is reasonably necessary to ensure that work will be performed successfully and in a manner that will not pose harm or danger to employees or the public 
· Undue hardship: The limit beyond which employers and service providers are not expected to accommodate a member of a protected group 
· Adverse effect discrimination: refers to a situation where an employer, in good faith, adopts a policy or practice that has an unintended, negative impact on members of a protected group 
· Outreach recruiting: a recruitment practice where the employing organization makes a determined and persistent effort to make potential job applicants, including designated group members, aware of available positions within the employing organization

Effective practices for nondiscriminatory recruiting
-	 In employment office, post in a conspicuous spot complete, objective, and    specific information on all available jobs  
· Advertise job openings in media that are read, viewed, or listened to by protected or designated group members 
· Train employment clerical staff and recruitment officers in outreach recruiting 
· Use opportunities to visually present protected or designated group members in positive employment roles
· Establish networks with community groups from which protected or designated group members are drawn
· Set and advertise objectively determined selection criteria for the job 
· Base selection criteria on bona fide occupational requirements

Ineffective practices for nondiscriminatory recruiting 
· Permit receptionists and recruiters in employment offices to “pre-screen” applicants on the basis of informal criteria (e.g., appearance, dress)
· Rely on word-of-mouth advertising
· Post job advertisements only in-house
· Rely solely on seniority when promoting employees without regard for meeting the qualifications need for the position
· Allow each recruiter to use and communicate idiosyncratic criteria for selecting among job applicants 
· Categorize and stream job applicants based on stereotyped assumptions about protected or designated group members (e.g., that women are not physically strong enough for certain work)


Chapter Four: Job Analysis and Competency Models:

What is work and job analysis?

· Work analysis: any systematic gathering, documenting and analyzing of information abuot the content of work performed
· Job analysis: the process of collecting information about jobs “by any method for any purpose”
· Job description: a written description of what job occupants are required to do; how they are supposed to do it; and the rationale for any required job procedures
· Job specification: the knowledge, skills, abilities, and other attributes or competencies that are needed by a job incumbent to perform well on the job
· Job: a collection of positions that are similar in their significant duties
· Position: a collection of duties assigned to individuals in an organization at a given time
· Job family: a set of different, but related jobs that rely on the same set of KSAOs

Subject- Matter Experts
· Subject-matter experts (SMEs): people who are most knowledgeable about a job and how it is currently performed
· Data collected from job incumbents and their immediate supervisors 

Job Analysis and Employment Law: A Reprise
· Employment decisions must be based on job-related information
· Job analysis: a legally acceptable way of determining job-relatedness

Job Analysis Methods
· Three criteria in choosing a method:
· Goal of job analysis includes the description of observable wok behaviors and analysis of their products 
· Results of a job analysis should describe the work behavior, not the personal characteristics of the individual 
· Any job analysis must produce outcomes that are verifiable and replicable

KSAOs
· KSAOs: the knowledge, skills, abilities, and other attributes necessary for a new incumbent to do well on the job
· Also referred to as job, employment or worker specifications

National Occupational Classification (NOC) System
· National Occupational Classification System: systematically describes occupations in the Canadian labour market based on extensive occupational research
· A NOC profile presents both a description and specification of the job or occupation

Work-and Worker-Oriented Job Analysis
· Work-oriented job analysis: techniques that emphasize work outcomes and descriptions of tasks performed to accomplish those outcomes
· Worker-oriented job analysis: techniques that emphasize general aspects of jobs; describes perceptual, interpersonal, sensory, cognitive and physical activities

Survey of Work-Oriented Job Analysis Methods
· Interviews
· Direct Observation
· Self-Monitoring Data
· Rating Task Statements and KSAOs
· Structured job analysis questionnaires and inventories
· Task inventories
· Functional job analysis
· Critical incident technique

Interviews:
· Interview: involves questioning individuals, small groups, and/or supervisors; designed to ask all interviewees the same job-related questions
· Most common technique used
· May be structured or unstructured
· Should be well planned and carefully conducted

Recruitment and Selection Notebook 4.1
· Guidelines for a job analysis interview
1. Announce the job analysis well ahead of the interview date
2. Participation in interviews should be voluntary, and job incumbents should be interviewed only with the permission of their supervisors
3. Interviews should be conducted in a private location free from the trappings of status
4. Open the interview by establishing rapport and explaining the purpose of the interview
5. Ask open-ended questions, using language that is easy to understand, and allow ample time for the employee’s responses
6. Guide the session without being authoritative or overbearing
7. Explain that records of the interviews will identify them only by confidential codes

Direct Observation:
· Direct observation: a job analyst watches employees as they carry out their job activities (or job shadowing)
· This method is most useful when the job analysis involves easily observable activities

Self-Monitoring
· Self-monitoring: a job analyst may ask inncumbents to monitor their own work behavior
· Advantages:
· Less time consuming and less expensive
· Can be used when the conditions of work do not easily facilitate direct observation by another person
· Can provide information on otherwise unobservable cognitive and intellectual processes involved in the job

Employee Specifications for a job:
· Knowledge
· Skill
· Ability
· Other attributes

Rating Task Statements and KSAOs:
· All tasks are not equal
· Some are performed more frequently
· Some are more important
· Some require a degree of difficulty to perform

Structured Job Analysis Questionnaires and Inventories
· Require workers and other SMEs to respond to written questions about their jobs
· Respondents are asked to make judgments (e.g., activities, tasks, tools, equipment, working conditions)

Task Inventories
· Work-oriented surveys: break down jobs into their component tasks
· Inventory: comprises task statements that are objectively based descriptions of what gets done on a job
· Tasks: worker activities that result in an outcome that serves some specified purpose

Functional Job Analysis:
· Functional job analysis: defines task statements as verbal descriptions of activities that workers do; it is what gets done on the job to facilitate recruitment, selection and compensation

Critical Incident Technique:
· Critical incident technique: highlights examples of effective and ineffective work behaviors
· Related to superior or inferior performance
· Generates behaviorally focused descriptions of work activities

Worker-Oriented Job Analysis Methods:
· Position Analysis Questionnaire (PAQ)
· Common-Metric Questionnaire (CMQ)
· Work Profiling System (WPS)
· Threshold Traits Analysis System
· Fleishman Job Anlysis Survey (F-JAS)
· Job Element Method (JEM)
· Cognitive Task Analysis (CTA)

Part 2: The Role of Competencies in Recruitment and Selection
· Competencies: groups of related behaviours that are needed for successful job performance in an organization; measureable attributes that distinguish outstanding performers from others

Competency Model
· Competency Model: a collection of competencies that are relevant to performance in a particular job, job family, or function area
· Usually developed as a three-tiered competency framework based on an organization’s strategy and vision

Competency Profile: a set of proficiency ratings related to a function, job or employee

Recruitment and Selection Notebook 4.8
· Steps in developing a competency-based management framework
1. Obtain executive-level support, including sufficient human and financial resources
2. Review the organization’s mission, vision and values statements
3. Adopt a competency definition that meets the needs of the organization
4. Determine the HR functions for which competencies will be used
5. Determine the architecture of the competency model
6. Develop the competency dictionary
7. Define the profiling methodology
8. Identify reliable and valid assessment strategies to determine employee competency profiles
9. Document all steps in the development and implementation of the system and the rationale for key decisions
10. Evaluate the system on an ongoing basis to ensure that the competency profiles continue to predict successful job performance










Chapter 5: Recruitment, Selection and Job Performance

Job Performance: Behavior (the observable things people do) that is relevant to accomplishing the goals of an organization

Criteria: Measures of job performance that attempt to capture individual differences among employees with respect to job-related behaviors 

4 subcategories of job performance:
· Task performance: Duties related to the direct production of goods and services and to the direct contribution to the efficient functioning of the organization that form part of a job. These duties are part of the worker’s formal job description
· Job-specific tasks
· Communication
· Planning
· Administration
· Contextual performance: The activities or behaviors that are not part of a worker’s formal job description but that remain important for organizational effectiveness
· Extra effort
· Volunteering
· Helping coworkers
· Following rules
· Supporting organizational objectives 
· Adaptive performance: A worker’s behavioral reactions to changes in a work system or work role
· Learning new technologies
· Dealing with uncertain work situations
· Handling work stress
· Dealing with crises
· Counterproductive work behaviors: Voluntary behaviors that violate significant organizational norms and in so doing threaten the well-being of an organization, its members or both
· Abenteeism
· Prenteeism
· Theft
· Bullying

Job Performance as a Multidimensional Concept
· Job performance domain: the set of job performance dimensions (i.e. behaviours) that is relevant to the goals of the organization, or the unit, in which a person works 
· Performance dimensions: sets of related behaviours that are derived from an organization’s goals and linked to successful job performance 

A multidimensional model of job performance:
1. Job-specific task proficiency
a. Reflects the degree to which an individual can perform technical tasks that make up the content of the job
2. Non-job-specific task proficiency
a. Reflects the degree to which individuals can perform tasks or behaviors that are not specific to any one job
3. Written and oral communication task proficiency
a. The degree to which an individual can write or speak, independent of the correctness of the subject matter
4. Demonstrating effort
a. The degree to which individuals are committed to performing all job tasks, to working at a high level or intensity, and to working under adverse conditions (e.g. overtime)
5. Maintaining personal discipline
a. Characterizes the extent to which negative behaviors are avoided. (e.g. following laws, regulations) 
6. Facilitating peer and team performance
a. The degree to which an individual supports coworkers, helps them with job problems and keeps them working as a team to achieve goals
7. Supervision/leadership
a. Includes behaviors that are directed at influencing the performance of subordinates through interpersonal means
8. Management/administration
a. Includes all other performance behaviors involved in management that are distinct from supervision (e.g. contacting clients to arrange appointments, scheduling work in efficient manner) 

Job-specific task proficiency, demonstrating effort and maintaining personal discipline are major performance components of every job

8 job dimensions are influenced by 3 factors: 
Declarative knowledge: is knowledge about facts and things including knowledge or rules, regulations and goals. It is technical knowledge necessary to do a job properly
Procedural knowledge and skills: Are attained when declarative knowledge, knowing what to do, is combined with knowing how to do it. Procedural knowledge and skills include cognitive, psychomotor, physical, interpersonal and self-management skills 
Motivation: Defined in terms of choice to perform, level of effort and persistence of effort

The relationship of Campbell’s eight job dimensions to task, contextual, adaptive and counterproductive behavior 

Job Task behaviours: cognitive ability is best predictor for task performance 
· Job-specific behaviours
· Non-job-specific behaviours
· Leadership/supervisions
· Management/administration

Contextual Behaviours
· Communication Proficiency
· Demonstrating effort

Adaptive work behaviours
· Facilitating peer and team performance

Counterproductive work behaviours
· Maintaining personal discipline

Withdrawal behaviours:
· Tardiness
· Being late for work
· Absence
· Not showing up for scheduled work
· Presenteeism
· A measure of lost productivity that occurs when employees show up for work but are not fully engaged in their jobs because of personal health and life issues
· Workplace Deviance
· The voluntary violation of significant organizational norms in a way that threatens the well-being of the organization, coworkers, or both
· Production Deviance
· Primarily passive acts of an employee directed against the organization
· Psychological withdrawal
· Where employees withhold effort and do not perform to their fullest capabilities
· Employee theft
· A form of workplace property deviance where the goal is not to destroy property but to steal the organization’s property, including money, for oneself
· Workplace aggression and violence
· Behaviours directed toward other employees that are intended to cause either physical or psychological harm
· Bullying 
· Offensive, intimidating, malicious, or insulting behavior directed at another; an abuse or misuse of power through means intended to undermine, humiliate, denigrate or injure an intended victim

Measuring Performance
· Usefulness of selection measures is assessed b how well they predict performance
· Performance measurement defines what is meant by performance
· Choose a measure or set of measures that best capture the essence of that complex job-related performance
· Performance measurement plays an important recruitment and selection

Effective Performance Measures
· Relevancy: requires that a criterion must be not only relevant, but also not deficient or contaminated
· Criterion relevance: the degree to which a criterion captures behaviours or competencies that constitute job performance
· Criterion contamination: The degree to which the criterion measure is influenced by, or measures, behaviours or competencies that are not part of job performance
· Reliability: involves agreement between different evaluations, at different periods of time, and with different measures
· Practicality: the degree to which a criterion measure is available, plausible and acceptable to organizational decision makers

Objective performance measures:
· Objective performance measures: production, sales, and personal data used in assessing individual job performance
· Examples: 
· production of sales measures
· Quantity: number of items produced
· Quality: number of errors 
· Trainability: time to reach standard
· Personnel data
· Absenteeism: number of sick days used
· Tenure: length of time in job
· Rate of advancement: number of promotions
· Accidents: number of accidents, and cost of accidents

Subjective Performance Measures: Ratings or rankings made by supervisors, peers, or others that are used in assessing individual job performance

Subjective Performance Appraisal: Rating Systems 
· Ratings or rankings: made by supervisors, peers, or others that are used in assessing individual job performance
· Relative rating system: a subjective measurement system that compares the overall performance of one employee to that of others to establish a rank order of employee performance
· Absolute rating system: compares the performance of one worker with an absolute standard of performance; can be used to assess performance on one dimension or to provide an overall assessment
· Graphic rating scales (ex. 1-5, poor-excellent)
· Behaviorally Anchored Rating Scales (BARS): use empirically derived critical incident job behaviours to anchor the values placed on a rating scale (ex. 1-5, unsatisfactory, below average, average, above average, excellent, also descriptions for each level)
· Behavior Observation Scales (BOS): very similar to BARS in that the starting point is an analysis of critical job incidents by those knowledgeable about the job to establish performance dimensions (ex. chart with job-specific tasks and almost never-almost always, 1-5 then total score = something like 1-16= very poor, etc.) 
· Management By Objectives (MBO) is a performance measurement system that emphasizes completion of goals that are define in terms of objective criteria such as quantity produced or savings realized. 
· Results-based system
· Balanced Scorecard: links higher-level strategic goals to individual performance. 
· Provides feedback around both the internal business processes and external outcomes in order to continuously improve strategic performance and results




Chapter 6 Recruitment: The First Step in the Selection Process

Attracting Job applicants
· Recruitment: the generation of an applicant pool for a position or job in order to provide the required number of qualified candidates for a subsequent selection of promotion period
· Applicant pool: the set of potential candidates who may be interested in, and who are likely to apply for, a specific job

Recruitment Strategy:

Outsourcing: contracting with an outside agent to take over specified HR functions

External factors:
· The legal environment
· Systemic discrimination: in employment, the intentional or unintentional exclusion of members of groups that are protected under human rights legislation through recruiting, selection or other personnel practices or policies 
· Diversity recruitment
Internal factors:
· Business strategy/plan
· Job level and type
· Recruiting strategy and organizational goals
· Organization analysis: An important step in the recruitment and selection process in which human resources specialists consider the design and structure, functions and processes and strategies and missions of organizations to highlight areas of strength and weakness useful to human resource planning

Job Analysis

Human Resource planning: the process of anticipating and providing for the movement of employees into, within, and out of an organization

Recruitment Action Plan
· Developing a recruitment strategy
· Based on our business plan, how many positions will we need to staff?
· Based on the job analysis what is the nature of the position that must be filled?
· Based on the job analysis, what qualifications must job candidates possess?
· Based on organization analysis, what percentage of the positions can, or should, be staffed with internal candidates?
· Based on the labour market, is there an available supply of qualified external candidates?
· Based on the labour market, how extensively will we have to search for qualified applicants?
· Based on legal considerations, what are our goals with respect to employment equity?
· Based on the business plan, organization analysis, and job analysis, what information and materials will we present to job candidates? 

Recruitment Action Plan
· Timing of recruitment initiatives
· Locating and targeting the applicant pool
Elements of the plan:
1. Develop a recruitment strategy
a. Establish selection committee
2. Develop the applicant pool
a. Review state of the labor market
3. Screen the applicant pool
a. Determine whether applicant pool is large enough
4. Conduct a review of job applicants
a. Selection committee develops shortlist of candidates
5. Evaluate the recruiting effort
a. Review the recruiting process 

Recruitment Sources for Internal Candidates: Traditional 
· Internal candidates
· Internal job posting
· Succession plans/replacement charts
· Human resources information systems (HRIS)
· Nominations

Recruitment sources for external candidates:
· Job advertisements 
· Newspapers
· Professional periodicals and trade journals
· Radio and television
· Public displays
· Direct mail
· Open houses
· Job fairs
· Employee referral
· Networking
· Walk-ins
· Employment agencies
· Service Canada centres
· Private employment agencies
· Executive search forms
· In-house recruiters
· Temporary help agencies

Recruiting at educational institutions
· Seeking entry-level technical, professional, and managerial employees
· Placement services provided in the educational institutions
· Well-established campus recruiting programs

E-Recruiting: Use of the Internet and social networks
· Internet recruiting: the use of the internet to match candidates to jobs through electronic databases that store information on jobs and job candidates
· Benefits: can reach a potentially limitless talent pool at minimal cost and beyond its normal geographic location, speeds up the process of finding good prospective employees by facilitating searches of thousands of resumes stored in data banks, relatively inexpensive and provides more opportunities for smaller firms 
· Social networks: Internet sites that allow users to post a profile with a certain amount of information that is visible to the public
· Benefits: people hired through social networks perform better on the job and stay with the company for longer periods of time, no cost to joining a social network, can identify “passive” applicants, those not actively seeking a new job but who can be targeted by the recruiter because of their apparent skills and abilities
Attracting Job Applicants
Self-selecting out: Occurs during the recruitment and selection process when candidates form the opinion that they do not want to work in the organization for which they are being recruited

The organizational context
· Interests and values: an individual’s likes and dislikes and the importance or priorities attached to those likes and dislikes
· Job search: the strategies, techniques, and practices an individual uses in looking for a job

Corporate Image and Applicant Attraction
· Reputation of an organization is an important concern to job applicants
· Corporate image predicts the likelihood of interest on the part of a job seeker
· Familiarity with the company 
· Competitive compensation package

Image Advertising
· Image advertising: advertising designed to raise an organization’s profile in a positive manner in order to attract job seekers’ interest

Guidelines for effective recruiting:
· Ensure that candidates receive consistent and non-contradictory information about important features of the job and its environment
· Recognize that the behaviour of recruiters and other representatives gives an impression of the organization’s climate, efficiency, and attitude towards employees
· Ensure that all recruiting information and materials given to job applicants present accurate and consistent information
· Present important information on the job and the organization to job candidates by several different, reliable, and credible sources
· Give serious consideration not only to the content of information presented to candidates but also to the context in which it is presented

Person-job fit: When a job candidate has the knowledge, skills, abilities or other attributes and competencies required by the job in question
Person-organization fit: When a job candidate fits the organization’s values and culture and has the contextual attributes desired by the organization

Communication and perception
· If perceptions are positive, a job offer is made and accepted
· If the perceptions of one do not match those of the other, a job offer is either not made or, if made, not accepted
· Perceptions are based on communication

Realistic job preview: A procedure designed to reduce turnover and increase satisfaction among newcomers to an organization by providing job candidates with accurate information about the job and the organization

Recruitment and selection today:
· Behavioural measures
· Turnover
· Within 6 months
· Within 12 months
· Within 24 months
· Absenteeism
· Performance Measures
· Performance ratings
· Sales quotes
· Performance potential
· Additional measures
· Job satisfaction
· Job involvement
· Satisfaction with supervisor
· Commitment to organization
· Perceived accuracy of job descriptions




Chapter 7: Selection 1: Applicant Screening

Screening: the first step of the selection process; involves identifying individuals from the applicant pool who have the minimum qualifications for the target positions(s)
· Candidates “passing” this first hurdle then undergo more extensive assessments

Minimum qualifications (MQ): knowledge, skills, abilities, experiences, and other attributes and competences deemed necessary for minimally acceptable performance in one or more positions; designed for making the “first cut” in screening job applicants; sometimes referred to as selection criteria 

Designated targeted groups: the four groups (women, visible minorities, Aboriginal peoples, and people with disabilities) designated in the federal government’s Employment Equity Act that receive legal “protection” in employment policies and practices because of their underrepresentation in the workplace

Selection Ratio: the proportion of applicants for one or more positions who are hired. Positions/applicants 

Recruitment, Screening and Selection

False Positives: individuals who are predicted to perform successfully in a given position (based on pre-selection assessment scores), but who do not perform at satisfactory levels when placed on the job

False Negatives: individuals who are predicted to perform unsuccessfully in a given position (based on pre-selection assessment scores), but who would perform at satisfactory levels if hired

Screening Methods:
· Application forms (blank)
· Weighted application blanks 
· Biographical data
· Biodata
· Biographical information blank (BIB)
· Resumes
· Reference Checks
· Background Checks 

Application Blanks: a form completed by job candidates to provide an employer with basic information about their knowledge, skills, education or other job-related information

Weighted application blanks: a method for quantitatively combining information from application blank items by assigning weights that reflect each item’s value in predicting job success

	Benefits: good predictors for many types of work behavior
	Concerns: May not adequately represent a job’s complex performance 	domain
	When to use: Often used for rapid screening and may be combined with other		predictors
Criterion Measure: Measures of employee job-related outcomes important to the employer (e.g. absenteeism, turnover, supervisory ratings of performance) used to establish the validity of screening and selection tools

Biographical information blank (BIB): A pre-selection questionnaire that asks applicants to provide job-related information on their personal background and life experiences
· Based on the fact that past behavior is a good predictor for future behavior 
· BIB Dimensions:
· School achievement
· Higher educational achievement
· Drive
· Leadership and group participation
· Financial responsibility
· Early family responsibilities
· Parental family adjustment
· Situational stability

Biodata: biographical data for job applicants that have been gathered from BIBs, application blanks, or other sources

BIB dimensions: based on the view that past behavior is the best predictor of future behavior
· Dimensions appear relatively stable
· Explain why certain applicants are more successful than others

Concerns over the use of biodata:
· Questions of legality, invasiveness, affability, and generalizability
· Many BIB items may request personally sensitive information on family background and experiences that borders on violating human rights legislation

When to use BIBs
· Appropriate for organizations hiring large number of employees
· For similar kinds of jobs
· Where large numbers of applicants are competing for few positions (e.g. when there is a low selection ratio)

Resumes:
· Intent of the resume is to introduce the applicant to the organization through a brief, written self-description
· Applicants voluntarily provide autobiographical information in their resumes
· Resumes are not standardized
· Resumes are unique
· Electronic resumes are more popular today

First Impressions with Resumes/Covering Letters
· Resumes create the first impression of the applicant and they should be accompanied by a well- written covering letter

Writing a Resume:
· A resume should include:
· The applicants name, address, and phone number
· Education and training
· Employment history
· Names of references and their contact information
· A brief statement of employment goals and objectives
· Information on hobbies and interests

Five Steps to Writing an Effective Business Resume
1. Complete a self-assessment and create a skills inventory
2. Define your accomplishments: use the STAR method (situation, time action, result)
3. Use resume sections/headings to emphasize your voice
4. Ensure your resume is easy to read and error free; review the packaging, positioning, power information, personality and professionalism
5. Ensure your resume reflects exactly what you want to represent to the employer. Consider: Does my resume reflect the brand I want to represent, and does it effectively communicate this brand to employers?

Screening Resumes:
· Difficult today because of the volume of resumes
· Organizations have had to develop procedures for efficiently and systematically processing resumes

What to Look for When Examining a Resume
· Unexplained gaps in work or education chronology
· Conflicting details or overlapping dates
· Career regression, or a “downward” trend
· Use of qualifiers such as “knowledge of” and “assisted in” to describe work experience
· Listing of schools attending without indicating receipt of degree or diploma
· Failure to provide names of previous supervisors or references
· Substantial periods in a candidate’s work history listed as “self-employed” or “consultant”

Reference Check: information gathered about a job candidate from supervisors, coworkers, clients, or other people named as references by the candidate
· The information is usually collected from the references through telephone interviews

Negligent hiring: Where an employer places an unfit or unqualified person in an employment situation which puts others an an unreasonable risk of harm

Guidelines for avoiding negligent hiring:
· Train staff on selection and hiring
· Implement a hiring and reference check policy
· Require applicants to sign an authorization form
· Conduct reference checks in keeping with employment and human rights legislation
· Ask about past job performance
· Ask questions on recent job performance
· Verify all licenses 
· Verify degree/certifications
· Check references by telephone
· Verify gaps in resume
· Use qualified professionals or trained staff to check references
· Avoid invasive/discriminatory questions
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