Lecture 1: Introduction
Tuesday, January 12, 2016

Human Resource Management (HRM): Managing human capital to achieve organizational goals

Why does HR matter?
· We spend much of our time at work
· HRM issues have an impact on individual well-being
· People are central to organizations, HRM issues impact organizational success


Chapter 1: The World of Human Resource Management
· Every manager is an HR manager (always focus on people)
· The people are what set organizations apart from one another (people are unique, products/business plans can be copied)
· The people make the place 

*See Figure 1.1 (textbook), add “Sustainability, Corporate Social Responsibility” to Competitive Challenges



Lecture 2
Chapter 2: Strategy and Human Resource Planning
Friday, January 15, 2016

· Strategy
· Michael Porter: what will be our advantage at the end of the day?
· Future oriented
· What will set you apart as an organization?

· Strategic Planning: procedures and activities that, as an organization, you will carry out to meet your long term goals
· Positioning itself relative to the competitors

· Human Resources Planning (HRP): the process of anticipating the flow of employees in your organization
· Have to start planning for the people
· How many people will you lose down the road?

· Strategic Human Resources Management (SHRM): combining strategic planning and HR planning to carry out organizational objectives
*Textbook Figure 2.1


Step 1: Mission, Vision, Core Values
Key questions:
· What is your vision? What is your mission? What are the important values of your organization?

· Mission: the reason for existing as an organization
· The very basic purpose
· Why are you in the marketplace?
· Strategic Vision: where you want to go in the future
· Purpose of long term direction of your company
· Core Values: core held beliefs about what is important to you as an organization
· i.e. Corporate Social Responsibility
· What are the three or four top beliefs?

Step 2: Environmental Analysis (O/T)
· Environmental scanning (Examples: government and legislation, demographics, industry competitive trends, economics, technology, social concerns)

Competitive environment: 5 force framework (The more power each of these have, the less attractive it is to be a new entrant) *See Figure 2.2 Michael Porter’s Model
· New entrants
· Rival firms/Competitors (Innovation)
· Customers (generally have a lot of power)
· Substitutes (ex. airlines vs. VIA Rail)
· Suppliers


Step 3: Internal Analysis (S/W)
3 Cs
· Culture (what sets the organization apart from others: material symbols, language, rituals, stories  beliefs, values, assumptions)
· Capabilities (i.e. rare, difficult to imitate) 
· Composition

Forecasting supply/demand of employees
· Trend analysis: pick an indicator that is meaningful (e.g. sales/employee ratio over the years and taking the average)  forecasting demand
· Markov analysis (See Figure 2.6): can tell you what positions are vulnerable to high employee turnover  supply
· Replacement chart: organigram that allows you to see who is able to be promoted/who is in need of development for a higher position in the organisation  supply


Step 4: Formulating Strategy
· Corporate strategy
· Business strategy
· Functional strategy (most important at HR level)


Step 5: Strategy Implementation
· Increase workforce
· Recruitment 
· Selection
· Decrease workforce
· Attrition
· Termination
· Layoffs


Step 6: Evaluation and Assessment
· Tracking metrics
· Textbook example: Starbucks


Lecture 3, Chapter 3: Equity and Diversity in HRM
Tuesday, January 19, 2016

Equity = fairness & impartiality
· Ex. As an employer, making decisions that are free from bias when recruiting/selecting employees (based on merit and nothing else)
· In the US = Affirmative Action

Designated groups (Federal Employment Equity Act) – historically and collectively, these groups face barriers in the workforce 
· Women (e.g. glass ceiling)
· Visible minorities
· Aboriginal peoples
· People with disabilities
· These designated groups make up 60% of the workforce
· 1 million Canadians self-identify as Aboriginal
· 1/7 Canadians has a disability (physical/psychological)  very low workforce participation
· Recent immigrants (vs. Canadian-born) have double the rate of unemployment, even higher underemployment

Importance of Employment Equity
· Breaking down barriers from the past
· Limiting potential liability/avoiding legal repercussions
· Doing the right thing
· Diversity = higher morale
· Want potential consumers to recognize themselves within the company

The Legal Framework
· Canadian Charter of Rights and Freedoms
· Canadian Human Rights Act (federal and provincial/territorial)
· Provincial/territorial laws
· As an employer, it’s important to be aware of both federal/provincial laws

· Federally regulated businesses (6-10%)
· Federal government departments, agencies
· Postal service & couriers
· Banks and insurance
· Transportation (airlines, trucking, railways, etc.)
· Telecommunications

· Provincially regulated (90-94%)
· All other businesses

· The Canadian Charter of Rights and Freedoms (Constitution Act, 1982)
· Cornerstone of equity legislation
· Guarantees fundamental rights & freedoms (freedom of speech, of press, of assembly; right to vote, legal rights, etc.)
· Section 15: equality rights – guaranteeing no discrimination on the grounds of race, ethnic origin, skin colour, religion, sex, age, sexual orientation, marital/civil status, citizenship, Aboriginal residence, or mental/physical ability
· NO employment recruitment/selection decisions should be made on the basis of these

· The Canadian Human Rights Act (CHRA)
· Federal legislation
· Each province/territory has comparable legislation
· CHR Commission deals with complaints based on the Act (equal commissions on provincial/territorial legislation)
· Filing a complaint with the CHR Commission
· Must be made in writing
1. The complainant must first establish a prima facie case of discrimination (Where the HR Tribunal would decide in favour of the complainant if the respondent does not provide a reasonable defence). i.e. identify how you were discriminated against
2. If the complainant establishes a prima facie case of discrimination, the respondent:
	Disprove the discrimination
Show proof that requirements/qualifications are Bona Fide Occupational Qualifications (BFOQ): a justifiable reason for discrimination based on business reasons of safety and effectiveness; a necessary (not merely preferred) requirement for performing a job

· Provincial/Territorial Legislation
· Each province has its own Human Rights Act/Code
· Employment Standards Legislation
· Minimum job entitlements – can vary across jurisdictions (e.g. minimum wage), Ontario Human Rights Act


Employers’ Role – Avoiding Discrimination
· Discrimination: treating someone differently because of a personal characteristic
· Direct (intentional) discrimination: also illegal, disparate treatment
· Indirect (unintentional) discrimination: not recruiting broadly, or recruiting in such a way that sends an unappealing message to certain groups of people
· Duty to provide reasonable accommodation
· Duty to accommodate an employee’s characteristic such as a disability and to take action so the employee can perform the job (however not altering the fundamentals of the job, but making adjustments, ex. wheelchair accessibility for an employee who uses a wheelchair)
· Without undue hardship 


Pay Equity
· Equal pay for equal for work (pay equality; general)
· Equal pay for work of equal value [to the organization] (*pay equity)
· Jobs should be paid equally if they have the same value


Employee Equity Act (1995)
· Federal legis.
· Actively recruit/selected employees frim
· Applies to employers who have 100 or more in more employees
· Know your workforce and practices (demographic composition/stock data, flow data to identify systemic discrimination)
· Communicate (explain purpose of questionnaire


Sexual Harassment
· Unwelcome advances, requests for sexual favours, other verbal or physical contact of a sexual nature in the working environment
· 3 kinds: unwelcome sexual advances/suggestions, power relationships  denying promotion, e.g., power relationships  threats 


Psychological Harassment and Bullying
· Provincial legislation


Lecture 4: Chapter 4 – Job Analysis
Friday, January 22, 2016

Job: a set of related duties
Position: set of duties performed by the employee

Job analysis: a group of methods for understanding…
· The tasks, duties, and responsibilities performed on the job
· The situation in which the job occurs
· The human attributes that are needed to perform the job

Goal of Job Analysis = to identify KSAOs
· Knowledge
· Skills
· Abilities
· Other (personality traits)
· Help managers with recruitment, selection, and training (knowing what to focus on)

Job description
· A list of the tasks, duties, and responsibilities that a particular job entails 
· Focuses on activities 

Job specification
· A list of competencies that an individual must have to perform a particular job
· KSAOs required to do the job


Job Description: see example in textbook
· Title 
· Statement (short & concrete, highlights the most important elements)
· Essential Functions (also includes critical tasks – e.g. lifeguard: CPR)
· Job Specifications (a. k. a. Minimum Requirements, required human attributes, e.g. a degree)

Problems with Job Descriptions
1. May be poorly written/vague (need to be precise and accurate)
2. Out of date (jobs can change, expand  sometimes the criteria doesn’t reflect what you actually do on the job)
3. Contain irrelevant/illegal information
4. Limiting (“It’s not in my job description, so I can’t do that”  “And other tasks as assigned by the manager”)


Who performs a job analysis?
· A qualified member of the HR department
· An HR consultant
· A job incumbent (subject matter expert, have a current perspective of the job)
· A supervisor of people in that job (can provide a bird’s eye view of the job)
· Example question: Pros and cons of using a job incumbent vs. a supervisor to perform a job analysis.

Sources of JA Information
· Examine existing job documents
· Interview subject matter experts (job incumbents at least 6 months on the job, supervisors)
· Ask incumbents to keep diaries, logging the tasks they do, a description, time they take to do the task, etc.  more practical for a more task-based, hands-on job as opposed to one that is more cognitive-based and requires higher thinking
· Observe job incumbents
· Do the job (the more complex the job is, the harder it is to get insight into it; in some situations the job might be so important to the company that they train the job analyst in the position)
· Databases
· National Occupational Classification (Ca)  data collected by Employment and Social Development Canada (formerly HRSDC)
· http://www5.hrsdc.gc.ca/NOC/English/NOC/2011/Welcome.aspx
· Typical job titles
· Main duties, tasks
· Educational and other requirements (training, experience)
· O*Net (USA)
· Worker characteristics, requirements
· Experience requirements
· Work activities and tasks
· Labour market-related info
· Standardized JA instruments
· Position Analysis Questionnaire
· Critical Incidents Method (skip reading in textbook)
· Task Inventory Analysis
· Competency-Based Analysis (see textbook)

Position Analysis Questionnaire
· Standardized instrument, used across jobs and job categories
· Questionnaire with 194 job elements grouped into 6 categories:
· Information input (types of information, who shares the information)
· Mental processes (decision-making, reasoning)
· Work output (end product of job)
· Relationships with others (social aspect)
· Job context (conditions)
· Other job characteristics
· Percentage scores in each category
· Can help make compensation decisions, e.g. if you want to compensate based on level of difficulty

Task Analysis Inventory
· Job-oriented approach 
· Organization-specific (interviews)
· List of tasks (and descriptions) relevant to the organization

Critical Incidents Method
· Record behaviours that lead to particularly successful or unsuccessful performance, really good examples of performance and really bad ones
· All CIs contain:
· Description of the situation
· Description of the behaviour 
· Outcome of the behaviour ( good or bad performance?)

CI Step 1: Identify Job Responsibilities
· Interview people who are very familiar with the job to identify the job’s main responsibilities

CI Step 2: Generate Critical Incidents 
· For each responsibility, generate examples of behaviours (incidents) that describe good and poor job performance
· Describe the situation, the actual behaviour demonstrated, and the consequence(s) of the behaviour

CI Step 3: Define Competencies Required in the Incident
· A competency typically describes how a person is able to achieve success at work


Lecture 5: Chapter 4
Tuesday, January 26, 2016

Midterm 1 – Sat February 6
Most questions chapter 2-5
Chapter 1: look at class notes only, focus on ‘What is HRM?’
Questions will be very focused: name something, describe something, sometimes one sentence


Job design
· Structuring jobs to improve organizational efficiency and employee job satisfaction

How can we change jobs?
1. Job enrichment
2. Empowerment
3. Flexible schedules
4. Job characteristics model (Skill variety, task identity, task significance, autonomy, feedback) *see textbook, OB notes


1. Job enrichment
· Enhancing jobs by adding more meaningful tasks to make the work more rewarding/satisfying 
· More responsibility, more impact, increasing level of difficulty/responsibility

2. Job empowerment
· Granting employees authority to initiate change
· Help them to take charge of what they do (as opposed to going up the chain of command to ask for authority)

3. Flexible work schedules
· Compressed workweek (working full-time hours over shorter number of days, e.g. 4/40)
· Advantage: frees up a day
· Disadvantage: more pressure on work/family balance
· Flextime
· Allows employees to work flexible hours (e.g. early start, leaving early)

4. Job sharing
· Splitting a job between more than one person, e.g. two people working part-time = one full time-position
· Ex. 

5. Telecommuting
· Working remotely, e.g. working from home and logging into work system
· Ex. Satellite companies with min 
· Advantages: cuts down on commute time, allows employees to be flexible
· Disadvantages: disconnection from the organization

Example midterm question: Name and provide an example of each type of job design.


Practice Case Study
[image: ]

Question 1: Did the standard result in safer and more effective firefighting crews or were they inadvertently keeping women out of a traditionally male job?
· No evidence that the standards resulted in more effective firefighting crews
· There is evidence that the standards inadvertently keep women out of a traditionally male job (35% of women pass the test)

Question 2: Was passing the test a BFOQ? Define BFOQ and justify your answer/
· Definition from textbook, p. 90
· No – the criteria for the test were not developed using job analysis, so there is no evidence that they are required for the job

Question 3: A) Was the test discriminatory against women?
B) Female applicants were given the opportunity to train and try the test at a BC university campus. Was this special prep discriminatory? If not, what is it an example of?
· The test resulted in systemic discrimination of women/indirect discrimination
· Special measures – initiative designed to accelerate the entry, development, and promotion of members in designated groups from among interested/qualified workforce 

Question 4: Suggestions as an HR consultant?
· Perform a job analysis and revise the test according to findings 

Question 5: NOC
· http://www5.hrsdc.gc.ca/NOC/English/NOC/2011/ProfileQuickSearch.aspx?val=4&val1=4312&val65=firefighter






Lecture 6: Chapter 5 - Recruitment and Careers
Friday, January 29, 2016


Recruiting HR – Good HR Planning
1. Identify job openings 
2. Specify job requirements
3. Select methods of recruitment
4. Generate pool of qualified applicants


1. Identify job openings
· Forecast demand (i.e. trend analysis, using indicators)
· Analyze supply (e.g. Markov analysis, replacement chart)
· Plan and implement programs to balance supply and demand

2. Specify job requirements
· Job analysis: Used to determine content of recruitment message
· What KSAOs should new employees have?
· Essential vs. desired skills (Training?)

Recruitment
· Activities carried out by the organization to identify and attract potential employees
· Managers need to be aware of unrealistic expectations
· Occupational stereotypes
· Media
· Recruiters

Realistic Job Previews
· Provision of balanced information, realistic picture of the positive and negative aspects of a job and an organization to job applicants
· Benefits: reduce turnover (therefore, reduce cost to organization), maximize good person/job fit, higher job satisfaction, eliminates unrealistic ideas*

Psychological Contract
· Unwritten set of expectations of the employment relationship (employees  managers and vice versa)
· Distinct from the formal contract
· Important to know what your employees think they have been promised


Recruiting HR Resources – Good HR Planning
· Who is in charge of recruitment? 
· What factors does the decision depend on? (Size of the organization, number of positions to fill)
· HR recruiters
· HR generalists
· Managers or supervisors (generally not well trained in generating potential applicants, may not be aware of recruitment techniques)
· Work teams
· Recruiting process of outsourcing ($, helps to find more senior position, but saves time)

· Where to recruit
· Internal vs. external
· Local  Global labor market (geographical area from which applicants are recruited)

Recruiting Internally
· Employees within the organization eligible to be transferred laterally, promoted
· Internal job postings
· Manager referrals (especially for promotion opportunities)
· Performance appraisal and other HR records
· Skill inventories (search by keywords, for example)
· Replacement charts
· Advantages: saving money & time (less training, someone who has knowledge of the organization already), provides motivation to others, less risky because the person is known
· Disadvantages: might create some tensions between competitors, limiting skill set/diversity

Recruiting Externally
· Advantages: larger pool of applicants, more demographic diversity and wider range of skills, might bring business to the organization (e.g. past customers, other relationships), may save money in training
· Disadvantages: time-consuming
· Examples: Advertisements (reaches a wide audience, however no way of determining the real effectiveness of ad); walk-ins, online: company career page, social networks; job fairs; employee referrals (generates high quality, but less diverse applicant pool); executive search firms (costly but very effective), public employment agencies (e.g. Job bank, usually free, however very focused on hiring people very quickly); Private employment and temporary agencies (pre-screening applicants; professional associations (e.g. HRPA)
· See book: Re-recruiting, ed institutions, labour unions, employee leasing

· Is it working? Surveys, Recruiting metrics  effectiveness of recruiting
· Recruiting metrics
· Quality of fill (use qualitative/quantitative indicators)
· Time of fill (how long between job ad  job offer)
· Cost of recruitment 
· Yield ratios (% of applicants from one recruitment source that will make it to next stage of selection process)

Career management: Developing talent over time
· The goal is to match individual and organization needs (the employee role, the organization role, SEE BOOK p. 172-182)
Midterm Review
Friday, February 5, 2016

Chapter 2
Step 1: Mission vs. Vision, Core Values

Step 2: Environmental scanning
· Name 6 typical environmental scans, give an example

Step 3: Internal 
· Essential elements of capabilities? E.g. Difficult to imitate, etc.
· Culture
· Composition
· Look at figure!
· Describe the internal analysis (one of the three).
· Forecasting demand vs. supply of labour (techniques to forecast, when they are used: trend analysis for demand, Markov for supply, Replacement charts for supply)… What is each analysis useful for?

Step 4: Formulating strategy 

Step 5: Strategy implementation
· Decrease/increase

Step 6: Evaluation and assessment
· Tracking metrics to make sure the strategy is working well


Chapter 3
· New terminology!
· Employment equity: fairness and impartiality in all employment-related decisions (non-biased decision-making)
· Designated groups under fed law: Women, visible minorities, Aboriginal people, people with disabilities (60% of the workforce! They make up the majority of the workforce)
· The Legal Framework
· The Canadian Charter of Rights and Freedoms
· Cornerstone of equity legislation!
· Guarantees no discrimination on a number of bases (demographic characteristics that go beyond designated groups)
· Section 15! 
· The Canadian Human Rights Act
· Prov/terr and fed
· [bookmark: _GoBack]Commission deals with complaints based on the Act (know the general steps of filing a complaint, the system is in your favour; employer must prove there was a BFOR or no discrimination)
· BFOQ definition and examples
· Provincial and territorial laws
· Each province has its own human rights act/code
· Look at Employment Standards Legislation! What kind of information can you find on these websites? (# hours, min wage, etc.)
· Most businesses are provincially regulated
· Employer’s Role in Avoiding Discrimination
· Direct/indirect discrimination (e.g. ads that are promoted)
· Duty to provide reasonable accommodation (e.g. take action so an employee with a disability can perform a job, which is not an unreasonable hardship on the employer… doesn’t change the essential characteristics of the job!)
· Pay equity
· Equal pay for equal work (pay equality) – e.g. doing the same job
· Equal pay for work of equal value (pay equity) – harder to assess, because it could be different jobs, e.g. salon that has barbers vs. hairdressers
· Harassment 
· Sexual, psycho… being incorporated in prov legislation, bullying (define, provide examples of each)


Chapter 4: Job Analysis, Job Design
· Job vs. position
· KSAOs (what you’re hiring for)

Job analysis
· A group of methods used for understanding tasks, duties, responsibilities, situation the job occurs in, human attributes needed to perform the job (KSAOs)

Know the basic content of a job description!
· 4 main problems with job descriptions: out of date, limiting, irrelevant info, poorly written

Who performs a job analysis?
· Advantages/disadvantages of job incumbent doing a job analysis?
· Sources of JA information

JA Databases
· What kind of info? Who collects the info (HR Federal Gov)?

JA Approaches: essential features and why you might want to choose one over the other?
· Position analysis questionnaire – standardized instrument, used across the org, 194 job elements grouped into 6 categories
· Task analysis – organization specific, across the different jobs within
· Critical incidents method – records of successful and unsuccessful behaviour; description of situation/behaviour and outcome; allows you to extract important attributes of the job, essential human attributes of the job


Chapter 5
· Career management *look at book!!!!
· Recruitment: definition
· Sources of unrealistic expectations for jobs in recruits, realistic job previews
· Psychological contracts
· Different sources of recruiting: when/why you would use each
· Internal vs. external recruitment… 3 or 4 pros and cons
· Types/methods of internal and external recruitment… examples and pros and cons
· Tactics to assess whether recruitment is working: surveys, recruitment metrics (cost, time, quality of fill, yield ratios… Understand what it is and what kind of information it gives you) 







































Tuesday, February 9, 2016
Chapter 6: Employee Selection

Rxeliable and valid information is useful
· Intelligence required for task performance 
· Intelligence measured reliably and validly by Wonderlic Personnel Test 
· Those scored predict future task performance, which is our criterion related validity 

Reliability and validity 
· Bulls eye 
· Cluster = reliable 
· Hitting target = valid 

How to avoid legal trouble 
· Do a job analysis (use the results) 
· Use valid and reliable assessments 
· Ask written permission for reference checking 
· Save records and information 
· Reject applicants who make false statements 

Steps in the Selection Process
1. Initial screening 
2. Employment interview 
3. Post-interview screening 
4. Pre-employment tests (could also be after initial screening) 

1) Initial screening 
· Cover letters and résumés 
· Application forms (may be online) 
· Internet checks and phone screening (phone calls) 

2) The interview – our main selection tool 

3) Post-interview screening
· Reference checks
· Background checks
· Credit checks

4) Pre-employment tests 
· Objective and standardized test 

Examples:
· Job Knowledge Test
· Cognitive Ability Tests 
· Personality Tests (Big five personality model - Conscientiousness Agreeableness Neuroticism Openness Extraversion *from OB) 
· Physical ability test 

Assessment methods to avoid: Graphology/handwriting analysis, Polygraphs 

(Other tests – see book) Biodata, Assessment centres, Honesty and integrity testing, Medical exams, Drug testing


Friday, February 26, 2016
Chapter 6: Employee Selection

Interviews 
· Most common type of selection method used

Overall advantages
· Liked by managers and applicants
· Recruitment tool
· Allows for some social contact with candidate

Overall disadvantages
· Often poorly conducted
· Time consuming
· Expensive (consider how much your time is worth)
· Difficult to use with large candidate pools

Structure Continuum

                 
Unstructured				Structured
(Nondirective)

· Take notes
· Ask all the candidates the same questions, i.e. Avoid asking questions that are not necessary to the selection process (e.g. If you determine that a candidate is pregnant, you can’t base your decision on that)
· Take some time to anticipate answers/build an answer key

Post-Interview Screening

· Reference checks 
· Always ask permission to contact references
· Quality of reference letter is an indication of how good of a relationship the referee has with the candidate (based on the detail presented in the reference letter)
· Background checks

Reaching Selection Decision
Summarizing information about applicants 
Decision making strategy 

Clinical and statistical decision making 
· Clinical approach very susceptible to succumb to stereotypes not predictive of good performance, Subjectivity 
· Statistical approach
· Objectivity 
· Compensatory model (Average)
· Multiple cut-off model (Minimum – Take anyone who exceeds a minimum on selection instruments) 
· Multiple hurdle model
· Sequential (Multiple cut-offs at every stage of selection process)




Friday, February 26, 2016
Preparing for an Interview – Telfer Career Centre Workshop

A job interview: process in which a potential employee is evaluated by an employer for prospective employment in their company/organization. The employer hopes to determine whether or not the candidate is suitable for the role during this process.


1. Securing an Interview

Reflect on your personal brand
· Branding: the marketing practice of creating a name/image that identifies and differentiates a product from others
· You are the product
· Who are you? 
· Why are you different?
· What is your “brand promise”?
· Why should an employer choose you?
· Identify and articulate how you meet the employer’s needs

Create a solid marketing package
· Strong résumé and cover letter
· A professional online presence

Use active job search techniques
· Join student or professional association
· Attend multiple networking events
· Set up information meetings 
· Use social media
· Volunteer


2. The Preparation Process

Research the company
· Mandate/focus/service/clients/news

Understand the job you are applying for
· Key responsibilities/qualifications/traits

Know yourself and what you have to offer
· Reflect on your skills and experience

Review your resumé and know its content

Anticipate questions and practice answers

Prepare documentation you want to bring
· Portfolio, letters of reference, projects

Plan your route/map out your day
· Directions, leave room for error, traffic

Give yourself a pep talk
· Put yourself in a positive frame of mind


3. Etiquette

· Don’t be late/don’t be too early
· Dress to impress/for success
· Bring paper & pens, copies of your CV
· Act appropriately and professionally with everyone in the office
· Don’t bring up salary, benefits or holidays at the first interview

· Listen carefully, ask questions and take time to reflect when needed
· Be cool and confident without coming across as being arrogant]
· Thank the interviewers for their time
· Offer a firm handshake at the beginning and the end of an interview


4. Types of Interview Questions

Traditional/General
· Getting-to-know-you questions, icebreakers, understanding-your-personality questions
· Success depends on your responses as well as on the rapport you build with the interviewer

Behavioural 
· “Describe a situation where you…”
· Based on the premise of past behaviour (is the best predictor of future behaviour)
· Success depends on the relevance of the example you choose and your ability to clearly describe the Situation, Task, Action, and Result (STAR) 

Situational

5. Types of Interviews

Phone interview
· Keep paper and pens, copy of resume, list of jobs you hve recently applied for near the phone
· Be conscious of your tone of voice and try to avoid long pauses (let them know if you need a minute to think – they can’t see you)

Panel interviews
· Focus primarily on the person who asked you the question; however, you also need to make eye contact with the other interviewers

Skype interviews
· Dress professionally, prepare your surroundings 
· Practice the process with someone in advance
· Use active listening cues inn your conversation
· Maintain eye contact with the webcam
· Address technical problems immediately

Group interviews
· Try to stand out from the crowd without stealing the spotlight and overpowering the group
· Be conscious of how you are interacting with the other members of the group

Stress interviews
· Try to stay focused and calm (they want to see how you react under pressure)

Case interviews 
· Practice

Tips for Making a Good Impression
· Your interview actually starts before you meet the employer
· Be prepared; practice out loud beforehand
· Be yourself/natural: talking vs. scripting
· Stay focused, take your time, avoid dysfluencies
· Try to use different examples
· Be confident and enthusiastic

Practice!

Final Steps
· Ask about next steps, or the process at the end of the interview
· Thank the interviewers and ask for their cards
· Send a follow-up thank you letter (24-48 hrs later)
· Be patient
· Reflect











Chapter 7: Training and Development
Tuesday, March 1, 2016

· Canadian companies spend $700 per employee on training initiatives

The Scope of Training and Development:
Training
· Tends to be narrowly focused toward short-term performance concerns
· What does the employee need to be a high performer?
· Current focus, low use of work experiences, prepare for current job

Development
· Effort oriented more toward broadening an individual’s skills for future responsibilities
· Career-oriented
· Future focus, high use of work experiences, prepare for changes, voluntary participation

Reasons for Training and Development
· New hires
· Changes in job (training) – must be able to handle new software, etc.
· Personal growth and development
· Procedural/organizational training (for everyone)

Challenges in Training and Development
· Good investment?
· Organization goals clear and well-chosen?
· Is it the solution to the problem? (Perhaps it’s a problem with the equipment)
· How will we know if the program was effective?

Training and Development Matters
· Canadian Society for Training and Development
· Video: Training and Development ROI


Strategic Model of Training (See Figure 7.3)

Phase 1: Needs Assessment
· Organisation analysis
· Where should emphasis of training be placed?
· Determines appropriateness of training
· Considers organization’s strategy, resources, management support
· Task analysis
· Identify tasks and KSAOs that training should emphasize
· AKA Competency assessment (for more knowledge-based jobs)
· Person analysis
· Determines who needs training
· Skill deficiency?
· Determines if employees are ready for training (pre-requisites?)
· Determines if performance issues result from KSAO gaps (Look at the environment, the resources)
· AKA Performance Analysis

Phase 2: Designing the Training Program
Issues in training design

Instructional objectives
· Effective training objectives state (specific):
· What the employee is expected to do after training
· Quality or level of performance 
· The conditions under which the trainee is expected to apply what is learned

Trainee readiness
· Employee characteristics
· Ability (ex. Pre-requisites, baseline skills)
· Motivation
· Attitudes
· Work environment
· Situational constraints (ex. time)
· Social supports

Principles of learning (See Figure 7.5)
· Goal-setting (SMART: Specific, Motivational, Attainable, Realistic, Time-bound)
· Modeling (learning by watching a role-model)
· Active practice and repetition
· Whole (i.e. all skills at once) vs. part learning (i.e. breaking things down in parts  the more complex, the better it is to split things into parts)
· Massed vs. distributed learning

Characteristics of instructors


Phase 3: Implementing the Training Program
Choosing the instructional method

· What will be trained?
· Who will be trained?
· How many will be trained?
· In house or contracted out? (resources?)

Training Methods for Non-Managerial Employees
· On-the-job Training (OTJ)
· e.g. a Starbucks barista shadowing a more senior employee
· Apprenticeship program
· Classroom instruction
· Simulation (e.g. NASA astronaut training program)
· Co-op, internships, governmental training
· Programmed instruction
*Sometimes audiovisual methods, E-Learning

Development Methods for Managers (See textbook examples)
· On-the-job experiences
· Coaching and mentoring (Networking, psychosocial aspect of role)
· Special projects (purpose: stretch KSAOs)
· Job rotation and lateral transfer (exposed to a broad range of teams/levels/ before being given the final position)
· Observe/participate in staff meetings (e.g. Senior management, board meetings, etc.)
· Formal education
· E.g. Additional certification, MBA, Exec MBA
· Seminars and Conferences
· Case studies
· Management games and simulations
· Role-playing
· Behaviour modelling 


Phase 4: Evaluating the Training Program
Measuring program effectiveness
1. Reactions (emotional, gut reaction)
2. Learning (ex. Final evaluation)
3. Behaviour
4. Results, or Return on Investment (ROI)



Chapter 8: Performance Management and the Employee Appraisal Process
Friday, March 4, 2016


Performance appraisal: formal, once/twice a year, self-assessment and assessment by supervisor; quantifies discussion from performance management
vs.
Performance management: day-to-day, constant communication of performance expectations and giving feedback/having discussion about performance


Why Manage Performance?
· Primary goals:
· Bottom line/productivity
· Administrative (promotion decisions, salary decision, training opportunities/career development)
· Motivational (regular feedback is important to effective goal-setting)
· Developmental


Common Problems with Performance Appraisals
· Managers
· Dislike having to give negative feedback
· Poorly trained
· Fear of confrontation
· Praise deficit (content might focus too much on negative instead of reinforcing good behaviours)
· Find performance appraisals time consuming
· Feedback is infrequent (adversarial)
· Feedback is usually one-way and negative
· Focuses too much on the past, rather than being future-focused and problem-solving
· Haphazard and conflicting formal appraisals (surprises; should be a summary of performance management discussion)
· Performance goals are lacking, unclear, or unrelated to the job description
· If salary is discussed, it becomes the focus of the PA


Constructive Feedback – Best Practices
· Is specific, not general (provide evidence, avoid overgeneralizing with ‘always’ and ‘never’)
· Focuses on behaviour, not personality traits
· Focuses on controllable behaviour
· Is balanced; identifies individual strengths and weaknesses
· Is timely (discussing issues at they come up, right away)
· Directs employee development
· Setting of performance and developmental goals
· Don’t pile on too much feedback at once
· Use active communication skills
· 3 approaches to appraisal interviews:
· Tell and sell (not very developmental, helpful)
· Tell and listen (hearing the employee’s perspective)
· Problem-solving (shared responsibility, partnership in achieving organizational goals)
What will you appraise?
· Is it relevant to the organization’s strategy?
· Is it a good measure of performance? (ex. Sales figures for a salesperson’s performance; textbook: criterion deficiency and contamination)


Who should do the appraisal?


· Peer evaluation is good for developmental feedback, less so for raises, etc. (competition)


Common Errors in Performance Appraisals
· Recency (overly reflects on recent events, memory is faulty)
· Contrast error (should evaluate employees on who they are rather than comparing)
· Similar-to-me (ex. Favouritism towards someone who shares personal characteristics)
· Halo [and Horns] – good at one thing, overgeneralizing at being good at everything
· Distributional errors (one to all): leniency (everyone does well), harshness (strictness), and central tendency (everyone gets an average rating)


Content and Methods in Performance Appraisals
Methods
· Objective (quantifiable, however doesn’t tell the whole story, ex. qualitative/context)
· Outcome-based
· Productivity measures (ex. Sales figures)
· Results-focused
· Subjective
· Trait method or behavioural method
· Evaluation of employee by another employee
· Involves human judgement 
· Trait methods (see textbook)
· Ex. Graphic rating scale (description of skill, rating)
· Pros: cheap, quick, easy to use
· Cons: high potential for rating errors (distributional), not very useful for employee development, not very useful for promotion decisions (if everyone gets the same score) 
· Behavioural methods
· Critical incident method
· Behavioural checklist
· Behavioural Anchored Rating Scale (BARS)
· Describes/identifies behaviour from top to bottom of scale
· Developmental, provides info on how to move up the scale
· Pros/cons: fewer rating errors, but time-consuming
· Behavioural Observation Scale
· Time-based, how often 
· Textbook 8.5




Tuesday, March 8, 2016
Chapter 9: Total Rewards Part 1

The Evolution of Rewards
· Pay Compensation Total Compensation  Total Rewards

· Total Reward Strategy 
· Compensation (financial)
· Benefits (financial)
· Work-life balance (Non-$) 
· Performance and recognition (Non-$)
· Development and career opportunities (Non-$) 
· Total compensation
· Broken down into three components
· Base pay
· Pay incentives
· Benefits 

Issues to Consider: Legal Requirements for Compensation
· Legally mandated benefits
· Human rights legislation
· Pay equity (analysis, systematic)
· Employment/labour standards

Figure 9.2 (Factors affecting the pay mix/compensation policy)
Internal factors
· Employer’s compensation strategy:
· Lead, match, or lag (perhaps have additional benefits) competitors’ pay
· Fix vs. variable pay (variable pay introduces risk and uncertainty, e.g. commission)
· Job-based vs. Knowledge/Skill-based pay (determined by what they bring to the organization in terms of requirements for the job, KSAOs, past experience)
· Monetary vs. non-monetary rewards (intrinsic motivations)
· Employer’s ability to pay (re$ources)
· Worth of a job ( job evaluations)
· Employee’s relative worth
· Equity theory (input vs. outcome comparison to others)

External Factors
· Labour market conditions (e.g. competitors, govt initiatives like minimum wage)
· Area wage rates 
· Cost of living (compensation is adjusted accordingly, Consumer Price Index)
· Collective bargaining (i.e. unions)
These decisions result in an organization’s…
· Job structure (relative contribution each job makes to the organization)
· Pay structure (overall comparing all different jobs, individuals in those jobs)

Job Structure  End Goal: Internal Equity
· Should be based on a job evaluation
· Relative internal worth of jobs

Job Evaluation Methods
· Ranking system
· Classification system
· Point system *MIDTERM
· Factor comparison system
^ final exam: Given a definition, multiple choice question

Point System Overview
1. Conduct job analysis. (Recent, job descriptions & specifications are reviewed by job incumbents and HR personnel)
2. [Based on job analysis] Rate the value of the job based on compensable factors for benchmark jobs. (Focus on core jobs that don’t change much, that you find in other organizations for external comparison)
a. Identify compensable factors: what the organization wants to compensate on, what is recognized as being of value in the organization
Typical types of compensable factors:
· Skills
· Effort
· Responsibility
· Problem solving
· Supervision
· Working conditions (!) – the more difficult, the more important to take into account in the compensation mix
Determine factor degrees (level of each factor)
Determine factor weights (importance of each factor)

b. Each job is given points for its “level” on each compensable factor

c. The sum of the points across factors provides the job’s value to the firm 

3. Create job hierarchy 
4. Classify jobs by grade levels [optional – more likely for largely organization)


Compensation structure
· Pay rates
· Hourly, salary, piece rate
· Pay grade
· Set of jobs having similar worth or content
· Pay range
· Min, max, midpoint of pay for employees holding a particular job within a particular pay grade

External Equity
· Market equity
· Benchmarking
· Establish a pay policy and assign base salaries to benchmark jobs/grade

Base salary can be calculated using graph **see textbook**

---- MT 2 ^ ----

Incentive pay
· Compensation strategy that recognizes performance differences between employees within the same job or job grade
· Relevant to:
· Increases in base pay
· Variable pay



Final Exam
Chapter 2-14
80 multiple choice questions (4 per chapter 2-9, 8 per chapter 10-14, 8 questions about lecture only material)
 identity of guest speakers
 chapters 13-14


Chapter 13: Employee Rights and Discipline
· Constructive dismissal, summary dismissal, wrongful dismissal
· Reasonable notice
· Dismissing union vs. non-union employees
· Changing the terms of a contract
· Privacy at work
· Employee discipline: policies and procedures, including progressive discipline
· Conduct outside of the workplace

Chapter 14
· Labour relations process
· Reasons for unionization
· Steps for forming a union
· Employer and union tactics
· Types of unions
· Roles of key union personnel
· Bargaining process: steps and procedures
· Collective agreement and its admin (incl. grievances)
· Arbitration vs. mediation vs. conciliation 


Chapter 12: Occupational Health and Safety
Friday, April 8, 2016

Supervisors and Employers must…
Conducting incident investigations (hr reporter video)

Workers must 
· comply with OHS regulations
· wear protective equipment
· report hazards

Workers have the right to refuse unsafe work when they have a “reasonable cause” to believe that the work is dangerous

Joint Health and Safety Committees must… 
· (20+ employees) be set up with both management and employees (and union if there is one) representation… 
· Jurisdiction will determine 
· minimum # of employees required for committee to be mandated 
· composition of committee
· # of yearly meetings

Penalties for Noncompliance
· Bill 45 (Westray Bill) – an amendment to the Criminal Code
· Senior members of management/anyone directly related to employee involved in organizations can be held liable for safety offences
· Workers’ compensation (administer benefits when time/wages lost as a direct result of accidents)
· Cash or wage loss payments
· Medical aid (e.g. retraining, rehab, etc.)
· HR Reporter video: work integration program at Ontario’s WSIB


What Causes Accidents?
· Chance occurrences (freak accidents)
· Unsafe conditions (do a visual inspection)
· Unsafe employee acts (e.g. distracted driving)
· Fatigue ( workplace errors)
· Personal characteristics (<25 yo tend to take more risks  occupational health & safety risks)

Workplace Violence/Aggression
· Abuse, threats, harassment, and assaults
· Occurs when:
· Employee is angry with someone else at work
· Customers/clients angry with the employee
· Violent outsider attacks
· Violence directed toward objects

Prevention and Control of Workplace Violence/Aggression 
· Institute workplace violence/aggression policy 
· Provide workplace violence/aggression training
· Improve employee screening (how would you deal with such and such a situation?)
· Heighten security measures
· Improve employee job satisfaction

Safety Hazards and Issues
Workplace Emergencies:
· Floods
· Hurricanes
· Tornadoes
· Fires
· Toxic gas releases
· Chemical spills
· Radiological accidents
· Explosions
· Civil disturbances and terrorism

Creating a Healthy Work Environment
· Ergonomics
· Health Hazards and Issues
· Cumulative trauma disorder (aka repetitive strain injuries)
· Computer workstation issues
· Chemical hazards

















Tuesday, April 12, 2016
Final Exam Review

Chapter 10

Incentive pay
· Compensation strategy that recognizes performance differences between employees within the same job or job grade
· Relevant to: increases in base pay, variable pay

Recognize and define different types of incentive pay plans: Individual employees, individual executives
*Merit pay is rolled into base pay

Group Incentive Plans
· Team incentives
· Gainsharing
· Team awards
Drawback: people do not put in as much effort (freeriding) 
Advantages vs. disadvantages 

Organizational Incentive Pay
· Profit sharing
· Stocks (Stock options, ESOPs)


Chapter 11

Why Offer Benefits?
· Improve employee work satisfaction (esp. if they don’t have as much funds for payroll)
· Meet health and security req’s
· Attract and motivate employees
· Retain top-performing employees
· Maintain a favourable competitive position

Basic Terminology
· Contributions
· Co-payments
· Deductible: a specific amount of money that the insured must pay before an insurance company will pay a claim
· Flexible benefit plan (Holt Renfrew video)

Legally Required Benefits
· Pension plan (CPP/QPP) – know the different models (textbook)
· Employment insurance (EI)
· Workers’ compensation
· Statutory holidays
· Leaves of absence (e.g. maternity or parental)
· Provincial Hospital Medical Service
Discretionary (Optional) Benefits
· Group insurance (medical, life, disability)
· Vacations with pay
· Personal days
· Retirement plans


Work-life Initiatives
· Employee Assistance Programs (EAPs) -- anonymous
· Counselling services
· Childcare and eldercare
· Other services (see Figure 11.5)

Total Rewards Approach (why some organizations use total rewards strategically)


Chapter 12

· Occupational injury vs. illness
· Jurisdictional influences
· Systems of shared responsibility (Know each of their responsibilities) 
· Employers
· Supervisors
· Workers/employers
· Joint health and safety committees (20+ people in organization)

Penalties for Noncompliance
· Bill 45 (Westray Bill) – criminal liability for organizations
· Workers’ compensation

Causes of workplaces accidents
· Chance occurrences 
· Unsafe conditions 
· Unsafe employee acts
· Fatigue 
· Personal characteristics 
· Workplace violence: abuse, threats, harassment, assaults 
· When does it occur? Between co-workers, from or to customers, outside person, on an object (e.g. slamming a door)
· Prevention and control? Referring them to a professional

Creating a Healthy Workplace
· Ergonomics
· Health hazards and issues
· Cumulative trauma disorders (preventable through ergonomics)
· Computer workstation issues
· Chemical hazards


Chapter 13

· Constructive dismissal, summary dismissal, wrongful dismissal (know the difference)
· Reasonable notice
· Dismissing union vs. non-union employees
· Changing the terms of a contract
· Privacy at work
· Employee discipline: policies and procedures, including progressive discipline
· Conduct outside of the workplace (when do employers have the right to fire for something that’s happened outside of the workplace?)


Chapter 14

· Labour relations process
· Reasons for unionization
· Steps for forming a union
· Employer and union tactics
· Types of unions
· Roles of key union personnel
· Bargaining process: steps and procedures
· Collective agreement and its admin (incl. grievances)
· Arbitration vs. mediation vs. conciliation 


Employee


Supervisor


Peer


Subordinate


Customer


Vendor/supplier
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CASE STUDY 1

FIGHTING FIRES

In British Columbia, the competition for firefighting jobs is fierce, with more than.
1,600 people applying for about 60 jobs. At one time, the provincial Ministry of
Forests required all job applicants to pass this physical fitness test:

 Lift a 23-kilogram bar in an upright rowing motion 18 times.

+ Carry pumps and hoses, weighting as much as 50 kilograms, over a timed
distance.

+ Perform a shuttle run, which involves darting back and forth at an increasingly
faster pace between cones situated 20 metres apart.

The B.C. Government and Service Employees Union argued that the average man,

with training, could easily pass the test, whereas the average woman, even with

training, could not. Only 35 percent of women who applied for the firefighter's job
- passed the test; about 70 percent of the men did.

‘The University of Victoria scientists who designed the tests argued that most
women could reach the standard, although they would have to work harder than
most men to do so. Female firefighters said they had to train year-round to pass
the test, but they took this as a personal responsibility and as the cost of qualifying
for the job. Their safety, as well as that of their colleagues and the public, depends
on their strength and endurance. The B.C. Ministry of Forests spokeswoman sug-
gested that lowering the standards would be a mistake: “Already male firefighters
are asking if blazes will be designated as ‘guy’ fires and ‘girl”fires. We want the fit-
test people.”
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