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Human Resource Management: the management of human capital in organizations
People: human capital –most important aspect of an organization
-the only asset that a competing firms can’t copy easily ...true competitive advantage
KSA’s: Knowledge Skills and Abilities of human capital
· Attraction
· Retention
· Development
· Motivation
Activities to make these functions duable: 
-COMPENSATION $$
-LABOUR RELATIONS (negotiating with unions...)
-Health + Safety
-Training + development
-Recruiting + selection
-Performance Appraisal 
-Job analysis
-HR Planning (needs of org)

History of HR
Scientific Management
· Process of scientifically analyzing manufacturing processes to reduce costs and compensating employees based on their performance levels
Human Relations Movement (Hawthorne studies)
· Belief that the attitudes and feelings of workers are important and deserves more attention (concern for people)
Human Resources Movement –based on contingency theory (no one best way, no best universal practice)
· Focus on concern for people and productivity
Human Resources Management is Strategic as well as operational.
Operational HR: day to day operations
-how to develop compensations 

Strategic HR: more relative to planning
-developing compensations is strategic in HR
Look at Table 1.1
External Environmental Influences
· Economic conditions –when economic conditions fall it becomes harder to pay workers
· Labour market issues –unionization –the use of contingent workers (41% of F are contingent workers and only 29% of M are contingent workers)
· Government
· Technology
· Globalization (business are looking abroad, less costly to hire workers from 3rd world countries)
Tertiary: service sector, public administration, personal and business services, finance, trade, public utilities, and transportation/communications
Secondary: -plant workers –manufacturer workers (manufacturers and construction) 
Primary: -agriculture, fishing and trapping, forestry, and mining
CHRP: Certified Human Resources Professional

Growing Professionalism in HRM
· Common body of knowledge
· Certification of members (CHRP)
· Self-regulation
· Code of ethics, social responsibility
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Time Theft: When organization’s members engages in personal activities on employee time
Face Time: Actual physical presence in the organization
Facebook ( for argument): -promotional and advertising purposes
Legal Framework:
1. -Constitutional Law –Charter of rights and freedoms (federal law enacted in 1982)-guarantees fundamental rights to Canadians
2. -Legislative Acts of Parliament –Employment Standards –legislative acts that establish limited entitlements to employee’s ex. min. Wage, holidays, vacation, overtime pay, max hours per week, leaves such as maternity leave... (Occupational Health and Safety)
3. -Common Law: accumulation of judicial precedence
4. -Contract Law: employment contracts (implicit or explicit) and collective agreements 
Multiple Legal Jurisdictions for Employment/Labour Law
· Provincial/territorial employment laws govern 90% of Canadian workers
· Federal laws govern 10% of workers in federal civil service, Crown corporations and agencies, transportation, banking and communications
Discrimination
· Distinction, exclusion or preference based on a prohibited ground which nullifies or impairs a person’s rights to full and equal recognition and exercise oh human rights and freedoms
Human Rights Legislation...figure 2.1
Types of Discrimination Prohibited
Intentional:
· Direct
· Differential/unequal treatment- to treat group of applicants differently (asking
· Indirectly –asking someone else to do the discrimination for you (not hiring particular types of people, or age ...)
· Based on association (not hiring someone with a disabled person in their family because of the financial problem)
Unintentional (constructive/systemic**)
· Apparently neutral policies have adverse impact on protected groups
Ex. RCMP wanted to wear his turban on the job... they were required to wear to the full uniform
(Systemic discrimination)
Ex. Height and weight is also a systemic discrimination
Ex. (figure 2.2) word of mouth hiring (tendency to like people with certain characteristics)
Ex. not hiring someone in a wheel chair ...because they don’t have a ramp 

Requirement For Reasonable Accommodation
· Adjustment of employment policies/practices so that no individual is:
-Denied benefits
-disadvantages in employment
-Prevented from carrying out a job
· Based on prohibited grounds in human rights legislation
Undue Hardship
· Human rights legislation mandates employers must accommodate to point of “undue hardship”
· The point where financial cost or health and safety risks make accommodation impossible
Permissible Discrimination
(Bona Fide Occupational Requirement)
· Justifiable reason for discrimination
· Based on business necessity for safe and efficient operations
· Intrinsically required job tasks
Ex.  Avid site in order to drive a truck.
Ex. Must speak language of business...
Ex. Casting in the theatre... (Looking for 50 year old female...)
Employment Equity Designated Groups (proactive)
· Women
· Visible Minorities 
· People with Disabilities
· Aboriginals
Ex. lower pay, glass ceiling, under employment, low status jobs 
Harassment: unwelcomed behaviour which demeans other employees
· Sexual Harassment
· Sexual Coercion
-harassment of a sexual nature that results in some direct consequence to the worker’s employment status or some gain in or loss of tangible job benefits
· Sexual Annoyance
-sexually related conduct that is hostile intimidating, or offensive to the employee but has no direct link to tangible job benefits or loss thereof
Diversity Management
· Broader/more inclusive than employment equity
· A set of activities designed to:
-integrate all employees in multicultural workforce
-use diversity to enhance organization’s effectiveness
Jeff Rustia
1. How does the video illustrate that embracing employee diversity can improve organizational effectiveness?
-synergy in thinking that exists among his employees that have different background helps improve this synergy/effectiveness & productivity
-gained a competitive advantage by attacking cultural sensitivity 
Quote: if you are who you serve, you’ll be a better marketer

2. In what ways does having a diverse staff give Jeff an advantage in the advertising business?
-accepted through a multi-cultural market
-diverse clients... (6 000 000 Indians add agency)...aptn
-gained a competitive advantage by attacking cultural sensitivity 
-creativity and innovation 
-heterogeneous teams attract a more heterogeneous clientele (these groups tend to be more innovative, better ideas, wider variety of perspective)
Strategic Importance of Technology in HRM
· HR technology is any technology that is used to attract, hire, retain and maintain talent, support workforce administration, and optimize workforce management
· Can be used in different types of human resource information systems, used by various stakeholders and accessed in different ways
Brief History of Evolution of HR technology
· Stage 1: paper-based systems (operate independently.. cannot be easily shared with public, limited access)
· Stage 2: Early personal computer technology (        )
· Stage 3: Electronic Database Systems (relational data base... files linked together and contain more space, to provide more complex reports)
· Stage 4: Web-Based Technology (e-HR) 
· ESS: Employee Self-Service (we get this through e-HR) 
· Personal Information = Tombstone Data (basic info of a person)
· MSS: Management Self Service (more efficient way to process HR paper work for employees)

Intranet: computer network that exist solely for the members of the organization ex.info web
Human resource Information Systems (HRIS)
· Integrated system used to gather, store, and analyze information regarding an organization’s human resources
Key functions of HRIS (figure 3.5)
· Maintain and recording files
· Compliance  (Employment equity targets)
· Talent management; knowledge management
· Strategic
· Forecasting and planning
· Decision making
KSA: knowledge skills and Abilities
4 groups:
· Visible minorities
· Aboriginals
· Disabilities
· Women
HRIS Subsystems
· Recruitment
· Employment equity
· Labour relations
· Health and safety
· Training and development
Three different Types of HRIS
1. Enterprise wide system (ERP’s) –support cross functional requirements –link business functions through one systems (HRIS becomes part of an ERP’s) ex. SAB...process are all automated
Note: ERPS are very costly
2. Stand alone system (HRIS) ex. Microsoft Excel, Microsoft Access, Spectrum, Genesis 
3. Specialty Software –applications found in Specialty Software such as Halogen software: used for e-appraisals, also facilitates 360 degree appraisal (boss, subordinates, clients, everyone appraises you) –Org. Plus (creates organizational charts)

Three Steps HRIS implementation Process***
· Adoption phase (needs analysis)      ---------------------------------Vendor and software selection
-company background
-management considerations
-technical considerations
-HR
-Pricing
· Implementation phase (projects teams selected)
-Data conversion
-Configuration
-Systems testing
-Privacy and security
· Institutionalization phase (training)
The Impact of Technology on the Role of HR
· The traditional HR role has changed in three major ways as a result of the technologically enabled environment:
1. Decreased transactional activities
2. Increased client/customer focus (more time because transactional activities have decreased)
3. Increased delivery of strategic services

A running case –profiles same company over various chapters... www.learninmotion.com 
Part 1- read running case des. page 24. (read case before class)
Part 2- legal aspects of HR page 50 (read case before class)
***print 8 cover pages
*** write questions
***print 8 team ethical statements 
***printed copy of case
Class 3
Job design: process of systematically organizing work into tasks required to perform a job
Job: group of related activities/duties for one or more employees
Position: collection of tasks/responsibilities performed by one person
Job Characteristics Model: (on doc-depot)
Task identity: the degree to which a person completes a whole identifiable piece of work
Ex. production line workers have a low task identity 

Job design Consideration
Job Specialization (industrial engineering)
· Work simplification
· Industrial engineering
Behavioural Aspects
· Job enlargement (horizontal loading; adding tasks at the same level of responsibility), job rotation (increase skill variety without training), job enrichment (vertical loading, assigns additional tasks that require more training), team based job design
Ergonomic Aspects
· Physical needs of worker (how to meet the physical needs of employees)


Increasing Job Flexibility
· Cognitively complex, more team-based, more dependent on social skills and technological competence, time pressured, mobile, and less dependent on geography

The nature of job analysis
Job analysis
· Procedure for determining tasks, duties and responsibilities of each job and the human attributes (knowledge, skills, abilities....KSA*) required to perform it
Job description 
· A list of the duties, responsibilities, reporting relationships, and working conditions of a job- one product of a job analysis
Job specification (should match job description)
· Qualification to perform the duties
· A list of the “human requirements” that is the requisite knowledge, skills, and abilities needed to perform the job
Methods of Collecting Job Analysis Information –Qualitative
Interviews (individual, group, supervisory)
Questionnaires 
Observation
Participant diary/log
(Nominal group technique and Delphi technique)
Methods of Collecting Job Analysis Information –Quantative 
PAQ- Position Analysis Questionnaire : 
· –information input
· -mental processes
· -work output
· -relationships
· -context (working conditions)
· -other (structure of the job)

NOC –National Occupational Classification: a reference tool for writing job descriptions and job specifications. Compiled by the federal government, it contains comprehensive, standardized descriptions of about 30,000 occupations and the requirements for each.
General --------to Specific
31- Major Group –Health Professor 
311-Minor Group –vets, physician
3111- Unit Group -dentists
Steps of Job analysis
Step 1: Identify what the information will be used for
Step 2: Review relevant background information
Step 3: Select representative positions/jobs to be analyzed
Step 4: Analyze the jobs
Step 5: Review analysis with Incumbent/Supervisor
Step 6: Develop Job Description/job specification
Job description Information
· Job identification
· Job summary
· Relationships
· Duties and responsibilities
· Authority (info on the budget)
· Performance standards/indicators
· Working conditions and physical environment

Uses of Job analysis information
1. Job analysis
2. job descriptions and job specifications
3. Human resources planning-recruitment and selection-job evaluation and salary decision- performance appraisal-labour relations-training development, and career management
-job design


Running Case: LearnInMotion.com 
1. Would a company like this, with just a few employees and independent contractors, have HR tasks to address? What do you think those might be? (5p)
Job analysis, orientation and training, assessing labour needs, recruiting and selecting job candidates...
Part 2- Running Case: p.50
1. Were they within their legal rights to ask the age related and children-related questions? Why or Why not?
2. Did Dan and Alex harass Jennifer and Maya? Why or why not? How should this matter be handled?  
Job analysis... clear description... so employees understand the breadth and depth of the employment position
Recruitment... formal questions, more structured, more thorough and consistent evaluation 
Job training... create a system were all employees could be trained through an efficient and effective module.
Code of conduct ... (harassment code... control on work ethics)
Effective communication channels implemented through a consistent structured meeting setting.
Bureaucratic structure... exploratory system... 
Class 4 January 25th  ..Mostly Chapter 5 if not all...
Pages 80-82
Differential discrimination: treating groups of people differently (age, sex,...)
May ask these questions if it’s BFOR (Bona Fide Occupational Requirement)
Case Incident
Assume that you are the job analyst at a bicycle manufacturing company in BC and have been assigned responsibility for preparing job descriptions (incl. Specifications) for all of the supervisory and managerial positions. One of the production managers has just indicated that he will not complete the job analysis questionnaire you have developed.
1. What could be the cause of the production manager’s resistance?
-may be afraid to lose his job or position... may be confusing job analysis and performance appraisal 
2. Keeping in mind that job analysis is the cornerstone of a wide range of HRM activities, what three arguments could you use to attempt to persuade him to change his mind?
Explain to the manager that job specifications are at the heart of job analysis... he may increase his salary by performing these tasks... may find the gaps that the KSA’s are involved with
3. If your persuasion efforts failed, how would you go about obtaining the job analysis information you require to develop the job description for his position?
-choose a different method
-maybe observation...
-interviewing employees
-negotiate
-use the PAQ ...Position Analysis Questionnaire

HRP planning:
The process of forecasting future human resources requirements to ensure that the organization will have the required number of employees with the necessary skills to meet its strategic objectives shortages/surpluses. 
Three steps in HRP:
1. Forecasting future HR needs (demand)
2. Forecasting availability of internal and external candidates (supply)
3. Planning and implementing HR programs to balance supply and demand
(Forecast: surplus, deficit, break even)
Employer’s strategic plan: figure 5.4....Diversity? Integrate vertically? Expand geographically? On what basis should we compete? ( sub categories: financial plans, production plans...)



Forecasting Future HR Needs (Demand)
Quantitative Approaches:
· Trend analysis: review past employment levels (estimate)
· Ratio analysis: ratio of business activity (ex. sales.... aim 3 million... need 6 salesman making 500K a year,) and number of employees needed
· Scatter Plot: used to determine whether two factors (business activity and staffing levels) are related
· Regression analysis: examines the statistical relationship btw business activity and employees
Qualitative Approaches:
1. Nominal Group Technique
· Decision making technique that involves a group of experts meeting face to face
· Steps include independent idea generation, clarification and open discussion, and private assessment (ranking...best to worst)
2. Delphi Technique
· Not face to face
· Judgemental forecasting method used to arrive at a group decision, typically involving outside experts as well as organizational employees
· Ideas are exchanged without face to face interaction and feedback is provided and used to fine-tune independent judgments until a consensus is reached
3. Managerial judgment
Staffing Table –qualitative approach (still forecasting demand):
· A pictorial representation of all jobs within the organization, along with the number of current incumbents and future employment requirements (monthly or yearly) for each
Forecasting Availability of Internal and External Candidates (Supply)
Markov analysis: (figure 5.7)
· A method of forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matrix
(Compares future needs... with our expected future workforce)
-determine probability of movement
Skill inventories...of human capital    KSA’s
Management inventories ....of human capital KSA’s
Replacement Charts (used for succession planning)

Succession Planning (Supply):
· Process of ensuring suitable supply of successors for current and future senior or key jobs so that careers of individuals can be effectively planned and managed

Step 3:
A. When labour exceeds labour supply 
· Scheduling overtime hours
· Hiring temporary workers
· Subcontracting 
· External recruitment 
· Internal promotions and transfers
· Performance management, training, and retraining, and career development play a critical role.
B. When labour supply exceeds labour demand
· Hiring freeze: reassigning current workers to job openings
· Attrition: standard employee resignation, retirement, or death
· Incentives to leave the organization: buyouts or early retirement programs
· Job sharing
· Reducing positions to part-time
· Work sharing and reduced workweek
· Finding employees alternative jobs within the organization
· Employee layoffs
· Termination of employment
· Evaluating the effectiveness of layoffs, and downsizing is critical, as is managing survivor sickness
C. When labour demands equals labour supply
· Vacancies are filled internally through transfers or promotions, or externally by hiring new employees
· Performance management, training, and career development are critical in achieving balance





Class 5 Feb 1rst 
Part 1: p.141 to plan or not to plan
Part 2: p.171-172
Mid-Term 30% (30pts)
8 Short-answer questions (vary in value)
1 question per chapter

p.119 (study figure 5.2)
Flexible Work Arrangements (HRM Planning –Chapter 5)
Flextime
· Employees build their workday around a core of midday hours
Compressed Work Week
· An arrangement that most commonly allows employees to work four to ten hour days instead of the more usual five0eight-hour days
Flexyear
· A work arrangement under which employees can choose (at six month intervals) the number of hours that they want to work each month over the next year (6months on and 6months off)

Video Case: Charlie Catchpaugh and The outlet
-importance of succession planning
Questions:
1. Why does Charlie choose to continue to work at the age of 76?
-he love’s his job... Love labour... passion
2. What are Charlie’s strengths an older employee?
-25 years of experience and perspective with dealing with news
3. Is Charlie’s business facing any problem because of his age?
-no one to take over, all manual labour + one part-time helper
-when he dies... no one can take over
-shows the importance of succession planning, you need to plan this shit!

Recruitment  Chapter 6
Staffing = Recruitment, Selection, Placement, Orientation
Recruitment is the process of searching out and attracting qualified job applicants. *** (simply the process of getting people to apply)
Recruiter: A specialist in recruitment, whose job is to find and attract capable (or qualified) candidates
Figure 6.1 *** The Recruitment Process
4 steps:
· Identify job openings (HR planning/strategic plan) and (employee resignations/terminations)
· Specify job requirements (from job descriptions/ job specification)
· Selected method of recruitment (Internal, External)
· Generate pool of qualified applicants (employment equity/diversity goals)
Job posting: The process of notifying current employees about vacant positions.
Mid-Term question for Chapter 6:
1. Discuss the advantages and disadvantages of recruiting within the organization
Advantages: 
· Know org./ culture 
· Motivation/opportunities
Disadvantages:
· Training
· Comfort development (won’t try as hard as they already work within the org)
· Hiring not most qualified


Recruiting Within the Organization:
Advantages: 
· Employees see that competence is rewarded this enhancing commitment, morale and performance
· Insiders may be more committed to company goals and less likely to leave
· Managers are provided with a longer-term perspective when making business decisions
· Form is likely to have a more accurate assessment of person’s skill and performance level
· Inside candidates require less orientation
Disadvantages:
· Discontent of unsuccessful candidates
· Time consuming to post and interview all candidates if one is already preferred
· Employee dissatisfaction with insider as new boss
· Possibility of “inbreeding” (uncreative fucks)

2. List the advantages of external recruitment

· Generation of a larger pool qualified candidates

· Availability of a more diverse applicant pool, which can assist in meeting employment  equity goals and timetables

· Acquisition of skills or knowledge not currently available within the organization and/or new ideas and creative problem solving techniques

· Elimination of employee rivalry and competition for transfers and promotions

· Potential cost savings resulting from hiring individuals who already have the skills, rather than providing extensive training

3. Explain the difference between an Internet job board and a corporate career Website
-anyone can post on the job board
-career website only people with the org can enter the corporate career Website

Yield ratio: percentage of applicants that make it to the next process
Figure 6.4 Yield Pyramid
EXTERNAL RECRUITMENT METHODS
· Online recruiting (corporate career website)
· Social networking sites 
· Print advertising (most widely used)
· (when it comes to print advertising we must follow the AIDA Principles, Attraction, Interest, Desire, Action)
· Tv advertising 
· Private employment agencies (ex. of outsourcing HR ...asking a third party to provide recruitment services for us) –agency will pay the employee a percentage
· Executive search firms (sometimes called head hunting firms)
Walk-ins and 
· write-ins
· Employee referrals
· Former employees
· Educational institutions
· Human Resources and Skills Development Canada (HRSDC) (job bank)
· Profession and trade associations
· Labour organizations
· Military personnel
· Open houses and job fairs
Under what circumstances should a private employment agency be used?
Describe the advantages of using application forms as part of the recruitment process?
1. Information is provided in consistent format 
2. Org receives the information they want
3. Sample of work (effective way of filtering their work)
Class 6 –Finishing chapter on Recruitment
Human Rights Legislation and Application Forms
· Specific guidelines regarding questions that can and cannot be asked on application forms are available through the human rights commissions n each jurisdiction
· Figure 6.7 , a sample application form developed by the Ontario Human Rights Commission, illustrates the types of information that can legally be requested

141 To plan or Not to Plan?
1.What HRP techniques would be appropriate for LearnInMotion.com to use to forecast their HR needs (demand)? Support your answer (5pts)
171-172
2. Explain how LearnInMotion.com should go about in increasing its pool of acceptable job applicants, so the firm no longer has to hire almost anyone who walks in the door.

Class 6 

Mid-term chapter 1-8
Selection 
· The process of choosing among individuals who have been recruited to fill existing or projected job openings
HR Selection is important because:
· Quality of human resources determines organizational performance
· High cost of inappropriate selection decisions
· Significant legal implications ex. Human rights legislation
1. (legal imp.) –Discrimination
2. (legal imp.) –Misrepresentation (make promises or luring candidates to accept a position under false pretext)
3. Negligent or wrongful hiring –not following selection process correctly ex. not checking criminal back ground 

KSA’s are unique and important to an organization...



Guidelines for Avoiding Legal Problems
· Selection criteria based on the job
· Adequate assessment of applicant ability ex. selection testing and interview
· Careful scrutiny of applicant-provided information
· Written authority for reference checking
· Save all records and information
· Reject applicant  who make false statements ex. over embellishing resumes
Typical Steps in the Selection Process (don’t need to memorize*)
Figure 7.1
1. Preliminary applicant screening (weed out the weak, through resumes...)
2. Selection testing
3. Selection interview 
4. Back investigation/reference checking
5. Supervisory interview and realistic job preview
6. Hiring decision and candidate notification
Step 2: Selection Testing
Importance of Reliability and Validity
Reliability:
· The degree to which interview, test, and other selection procedures yield comparable data over time
· In other words, the degree of dependability, consistency, or stability of the measures used
Validity:
· The accuracy with which a predictor measures what it is intended to measure (what the job actually entails to be measured)
Types of Validity
Content Validity:
· Extent to which a selection instrument, such as a test adequately samples the knowledge and skills needed to perform the job
Construct Validity:
· Extent to which a selection tool measures a theoretical construct or trait deemed necessary to perform the job successfully

Differential Validity:
· Confirmation that the selection tool accurately predicts the performance of all possible employee subgroups, including white males, women, visible minorities, persons with disabilities, and Aboriginal people (these 4 groups are protected under Employment Equity Legislation)
Criterion-Related Validity:
· Extent to which a selection tool predicts or significantly correlates with important elements of work behaviour*
Systemic discrimination:
-usually unintended discrimination due to B.F.O.R
Types of Tests Used in Selection
· Tests of Cognitive Abilities
· Intelligence tests
· Emotional intelligence tests
· Specific cognitive abilities
· Motor/Physical Abilities
· Personality and Interests (Thematic Apperception Test, Myers Briggs Test, Minnesota Multiphasic Personality Inventory MMPI)
· Achievement Tests (sample who you’ve already learned)
· Work Sampling (doing a sample of the actual work)
· Management Assessment Centres (groups of 10-12 people who go through tests
· Situational Testing
· Micro-assessments
· Physical Examination and Substance Abuse Testing(illegal in Canada)
Physical Examination and Substance Abuse Testing:
· The purpose of pre-employment substance abuse testing is to abuse hiring employees who would pose unnecessary risks to themselves or other and/or perform below expectations
· In Canada, employers are not permitted to screen candidates for substance abuse
· Alcohol and drug addiction is considered to be a disability under human rights codes, and an employee cannot be discriminated against during the selection process based on a disability




Step 3: Selection Interview
Applicant Objectives:
· Present a positive image 
· Sell their skills and market positive attributes
· Gather information about job and organization

Types of Interviews
Selection interviews can be classified according to:
· Degree of structure- unstructured, structured, mixed (semi-structured)
· Content- situational (questions focus on the individual ability to project what would they do in a given situation), behavioural (asking candidates how they behaved in the past)
· Way in which interview is administered- one on one or panel of interviewers, sequentially or all at once, face-to-face or videoconferencing
Common Interviewing Mistakes
· Poor planning 
· Snap judgments
· Negative emphasis
· Halo effect
· Poor job knowledge
· Contrast error (order of interviewers may influence the outcome)
· Influence of nonverbal behaviour
· Telegraphing 
· Too much/too little talking (candidate should talk 70% of the time ...30/70 rule)
· Similar-to-me bias (provide more favourable bias to people who are similar)
Conduction an Effective Interview
· Planning the interview
· Establishing rapport (talking about sports...)
· Asking questions
· Closing the interview (allows a chance for interviewer to also sell the job)
· Evaluating candidate

Step 4: Background Investigation/Reference Checking
· Information to be verified
· Basic background check includes a criminal record check, verification of educational qualifications, verification of at least five years’ employment, checks of performance-related references from past supervisors*
· For financially sensitive positions, a credit check may also be included
· Obtaining written permission
· Making reference checks more effective
· Providing references
Qualified Privilege: -protects a reference giver as long the reference being provided is honest and can be backed up
Step 5: Supervisory Interview and Realistic Job Preview
Realistic Job Preview (RJP)
· Strategy used to provide applicants with realistic information – both positive and negative-about the job demands, the organization’s expectations, and the work environment
Ex. 911 operator ..gov fail to give a Realistic Job Preview
Clinical Strategy: (used more often than the statistical strategy)
-an educated/informed decision but a subjective decision (subjectively makes the final decision)
Statistical Strategy:
-info calculated on stats program and the highest performance score gets the job (more objective strategy)

Step 6. Hiring decision and candidate notification
Candidate notification: usually made by the HR department





Employee Orientation (onboarding) Chapter 8
· A procedure for providing new employees with basic background information about: 
· The firm
· The job
Socialization
· Ongoing process of instilling in all employees the prevailing attitudes, standards, values, and patterns of behaviour that are expected by the organization
Reality Shock
· Discrepancy between what new employee expects from his/her new job and realities of it 
 -discrepancy(when reality doesn’t meet expectations)
The Training Process
1. Training Needs Analysis
2. Instructional Design
3. Validation
4. Implementation
5. Evaluation of Training
Training is the process to provide information in order to instil the KSAs required for the current job
(Knowledge Skills and Abilities needed for current job********************************)

Step 1 Needs Analysis:
Task Analysis (assess training needs of new employees) Table 8.1  (p.221)
· Task list 
· When and how often the task is performed
· Quantity and quality of performance
· Conditions under which the tasks are performed
· Competencies and specific knowledge required
· Where best learned (program learning, on the job training...computer training)
Performance Analysis (determine training needs of current employees)
· Verify performance deficiency and determine whether deficiency should be rectified through training or some other means (deficiencies that require training)

Step 2: Instructional Design
· Prepare curriculum
· Ensure training materials support learning objectives
· Ensure quality and effectiveness of program elements
Traditional Training Techniques
· On-the-job training (under studies, job rotation,...)
· Apprenticeship training
· Informal learning
· Job instruction training (manufacturing)
· Classroom training
· Audiovisual techniques
· Programmed learning (text book or computer is used during training process... immediate feedback)
· Vestibule or simulated training (off the job training ...but with the same equipment ex. chopper pilots, porter airline pilots)
Step 3: Validation
· An often-overlooked step in the training 
· Validate training using representative audience
· Make revisions based on pilot results
Step 4: Implementation
· Once the program has been validated, it is ready to be implemented by
· Train-the-trainer workshops may be required 
· Focus on presentation as well as content
Step 5:  Evaluation of Training
· Reaction
· Learning (did they learn what they were supposed to learn?)
· Behaviour (transfer training: measures behaviour to see if they were successfully transferred on to the job)
· Results
Training for Special Purposes
· Literacy and essential skills training
· Diversity training -2 important forms 
1. Cross cultural communication training
2. Cultural sensitivity Training
· Customer service training
· Training for teamwork
· Training for first-time supervisors
· Training for global business


Mid-term 
Short answer format 30 pts for 30% of final grade
· 8 questions (8 chapters)
· 1.Human Resource Management 4pts
· 2.Human Rights Legislation 5pts
· 3.HR technology 3pts
· 4.Job analysis and job design 3pts
· 5.HR Planning 5pts
· 6.Recruitment 3pts
· 7.Selection 3pts
· 8.Training and Orientation 4pts

Review questions
Chapter 1
1. Describe scientific management and explain its impact on organizations.
Scientific Management
· Process of scientifically analyzing manufacturing processes to reduce costs and compensating employees based on their performance levels. Job design and task simplification.
The negative impact is treating humans like machines. P.17

2. Explain why HRM is a profession. P.18
-4 reasons why HRM is a profession 
Common body of knowledge
Certification of its members
Self-regulation mechanisms
Professional Code of ethics

3. baby boomers, gen X, Gen Y ---are in the workforce 
-teamwork training (train people to work in teams) 
Chapter 2
1. Differentiate among the following different types of discrimination and provide one example of each: direct, differential treatment, indirect, because of associate, and systemic.
2. Provide five examples of prohibited grounds discrimination in employment in Canadian jurisdiction. 
-individual characteristics, age, ethnicity, family status, religion, sexual orientation, gender
p.30 figure 2.1

Chapter 3:
1. Describe the three steps involved in selecting and implementing an HRIS system.
Three Steps HRIS implementation Process***
· Adoption phase (needs analysis)      ---------------------------------Vendor and software selection
-company background
-management considerations
-technical considerations
-HR
-Pricing
· Implementation phase (projects teams selected)
-Data conversion
-Configuration
-Systems testing
-Privacy and security
· Institutionalization phase (training)

2. Explain the four stages in the evolution of HR technology.
· Stage 1: paper-based systems (operate independently.. cannot be easily shared with public, limited access)
· Stage 2: Early personal computer technology (        )
· Stage 3: Electronic Database Systems (relational data base... files linked together and contain more space, to provide more complex reports)
· Stage 4: Web-Based Technology (e-HR) 
· ESS: Employee Self-Service (we get this through e-HR) 
· Personal Information = Tombstone Data (basic info of a person)
· MSS: Management Self Service (more efficient way to process HR paper work for employees)


Chapter 4:
 p.113
1. Differentiate among job enlargement, job enrichment, and provide an example of each.
Job enlargement- increase the number of tasks at the same level of responsibility (horizontal loading), job enrichment (vertical loading, new responsibilities, more autonomy)-makes the job more rewarded, job rotation...moving them around to other positions

Chapter 5

What are the three subsequent process involved in HRP?
Three steps in HRP:
1. Forecasting future HR needs (demand)
2. Forecasting availability of internal and external candidates (supply)
3. Planning and implementing HR programs to balance supply and demand

Describe several flexible work arrangements that can help employers retain employees.
Flex-time
· Employees build their workday around a core of midday hours
Compressed Work Week
· An arrangement that most commonly allows employees to work four to ten hour days instead of the more usual five to eight-hour days
Flex-year
· A work arrangement under which employees can choose (at six month intervals) the number of hours that they want to work each month over the next year (6months on and 6months off)

Chapter 6
Internet job board –workopolis –anyone can post resume and any employer can post openings
Corporate career website –made by the specific corporation –apply online 







Chapter 7 p.200 
-the superviosy is best equipment to answer job specific questions, he knows the KSAs and job environment...
Step 5: Supervisory Interview and Realistic Job Preview
Realistic Job Preview (RJP)
· Strategy used to provide applicants with realistic information – both positive and negative-about the job demands, the organization’s expectations, and the work environment
Ex. 911 operator ..gov fail to give a Realistic Job Preview

Chapter 8

Step 1 Needs Analysis:
Task Analysis (assess training needs of new employees) Table 8.1  (p.221)
· Task list 
· When and how often the task is performed
· Quantity and quality of performance
· Conditions under which the tasks are performed
· Competencies and specific knowledge required
· Where best learned (program learning, on the job training...computer training)
Performance Analysis (determine training needs of current employees)
· Verify performance deficiency and determine whether deficiency should be rectified through training or some other means (deficiencies that require training)

1. Cross cultural communication training: training for special purpose, interpersonal skills, culture ethics

2. Cultural sensitivity Training
· Customer service training
· Training for teamwork
· Training for first-time supervisors
· Training for global business



