MOS STUDY GUIDE
Chapter 1
HRM Processes and Activities 
1. Organizational, work and job design 
2. Planning
3. Recruitment and selection
4. Training and development 
5. Performance management
6. Compensation 
7. Occupational health and safety 
8. Employee and labour relations 
Current Business Challenges 
1. Global economy- globalization 
2. Survival of firms and business sector- outsourcing, downsizing 		  
3. Technology and quality
4. Responses to environment and climate change 
5. Developing human capital and talent management 
6. Demographic and employee concerns 
Chapter 4
The Selection Process 
1. Completion of Application form or submission of resume 
2. Initial Screening/ Interviewing by HR person 
3. Employment Tests 
4. Supervisory or Team Interview 
5. Reference Checks 
6. Hiring Decision 

· The best overall predictor for job performance and training success is the persons general mental abilities 
· Some observers estimate that at least 33% of people stretch the truth on their resume 
· Application form: application date, educational background, experience, country of citinzeship, references and disabilities 
· Structured questions: BDI  and Situational questions 
· You should use both types of questions when interviewing an employee, structured questions to get info about skills and competencies and unstructured questions to see if they fit in the company 
· Guidelines for Employment Interviewers: establish an interview plan, establish and maintain rapport, be an active listener, pay attention to nonverbal cues, provide information as freely and honestly as possible, use questions effectively, separate facts from inferences, recognize biases and stereotypes, control the course of the interview, standardize the questions asked
· An employment test is an standardized way to asses a persons KSAS, competencies and other characteristics in relation to other individuals 
· Types of employment tests : cognitive ability tests, personality and interest inventories, emotional intelligence, physical ability tests, job sample tests, substance abuse testing
· Inadequate reference checking can contribute to high turnover, employee theft and white collar crime
· Most critical step in the selection process is the decision to accept or reject applicants 
· 
Chapter 5
· It is only through the indivuaduals that the organization gains knowledge 
· Intellectual capital: combination of human capital and the organizational support that enables human capital to flourish 
· The systems approach : needs assessment, program design, training delivery and evaluation of training 
· Training tends to be more focused and oriented toward aquring skills, behavious and abilities to perform current work 
· Development tends to be oriented more toward acquiring skills, behaviors and abilities to perform future work 
· Learning is the goal of training and development 
· The primary reason why organizations train their employees is to bring their KSAS up to the satisfactory level 
· Training can improve employee engagement which in turn can reduce turnover 
· In recessionary times it is even more important to provide growth and development opportunities to employees
· Conducting the needs assessment 
· Managers and hr professionals should stay alert to the kinds of training that are needed, where they are needed and who needs them and which methods will best deliver increased abilities to employees
· Organizational level, task level and the persons level 
· Organizational restructuring, downsizing, empowerment and teamwork all have immediate training requirments 
· Designing the Training Program 
· Next step is to buy or design appropriate training programs 
· Success hinges on taking the information gained from the needs analyses and utulizing it to design a first rate training program
· Training program should focus on: instructional objectives, trainee readiness and motivation, principles of learning and characteristics of instructors
· Ultimately training has to build a bridge between employees and the organization 
· Effective and efficient training programs should incorporate the following principles of learning: goal setting, indivudal differences, active pratise and repetition, whole versus part time learning, mass versus distributed learning, feedback and reinforcement, meaningfulness of presentation, modelling
· Implementing the Training Program 
· On the job training : it is the most cost effective program , one of the most poorly implemented methods of training, 
· Apprenticeship training: 
· Cooperative and internship programs: 
· Classroom Instruction: classroom instruction allows the maximum number of trainees to be handled by the minimum number of instructors
· Self directed learning: occurs where individuals work at their own pace at programmed instruction, 
· Audio- Visual : tennis coach
· Simulation: operate aircraft, spacecraft, newspaper mock draft
· E Learning: it includes delivery of content via internet, companies are using this more than ever before and saving from 30 to 70 perecent of their training costs
· 98% stated that elearning helped them reach their own personal development goals and 83% stated that it increased their productivity 
· On the job experience: presents managers with the opportunity to perform under pressure and learn from their mistakes
· The most effective form of training for businesses with fewer than 50 employees is on the job coaching 
· Seminars and Conferences: are useful for brining people together for training and development 
· Case studies: cases help managers learn how to analyze and synthesize facts and in general imrprove their decision making skills 
· Management Games: TD bank uses a simulation called Desert Kings to increase level of team performance and commitment
· Role Playing: consists of assuimg the attitudes and behaviour of a supervisor in a problem, also used to train managers to handle employee issues relating to absenteeism, performance appraisal and conflict situations 
· Evaluating the Training Program 
· Four basic methods to evaluate training: reaction, learnings, behaviours and results 
· Positive reactions are no gurantee that the training has been successful 
· Ultimately the success or failure of a training is wether or not there has been a transfer of that training
· Most organizations measure thei training in terms of its return on investment
· The four step process for benchmarking that managers should do is : plan, do, check and act
· The first objective of orientation is to get new employees off to a good start 
· Orientation is not a one day event 
· Benefits of orientation include: lower turnover, increased productivity, improved employee morale, lower recruitment and training costs, facilitation of learning and reduction of the new employees anxiety 
· The supervisor has the most important role in the orientation process, 
· Supervisory orientation checklist pg 87
· The top 5 skills today are: read and understand information, listen ask questions and understand, work in teams, asses situations and identify problems, share information orally and work with others 
· Teamwork skills fall into two categories: task related and team related 
· Team training works best when it is provided over time
· Awerness building: helps the employees appreciate the benefits of diversity 
· Skill building: provides the capabilities necessary for working with people who are different 
· If career development is to succeed it must receive the complete support of top management 
· For a program to be effective managerial staff at all levels must be trains the fundamentals of : job design, performance appraisal, career planning and coaching 
· Transfers make it possible for an organization to place its employees in jobs where there is greater need for their services and where they can acquire new knowledge and skills 
· The two criteria for determining promotion are merit and seniority 
· A good mentorship is a reciprocal relationship – they both learn from eachother 
Leadership Chapter
· We can define leadersip as the ability to inspire confidence and support among the people who are needed to achieve organizational goals 
· Improved business results to come about requires that lower level managers take inititative and risks to drive the company in a different direction 
· Shared leadership approach 
· In a partnership the leader and the group members are connected in asuch a way that the power between them is approximently balanced 
· Partnership occurs when control shifts from the leader to the group member in a move away from authoritarianism and toward shared decision making 
· For a valid partnership to exist: exchange of purpose, a right to say no, joint accountability, absolute honesty
· A leader creates a vision to direct the organization , in contrast the key function of a manager is to implement the vision
· Effective leaders also manage and effective managers also lead
· Transactional leadership was not significantly related to performance 
· Charismatic leadership showed a slight positive relationship with performance 
· When the environment is uncertain charismatic leadership is more strongly related to performance 
· The leader might be responsible from 15 to 45 percent of a firms performance 
· Attribution theory: the theory of how we explaijn the caases of patterned interactions among people , leaders are viewed as heros 
· Substitutes for leadership: substitutes are factors in the work environment that provide guidance and incentives to perform, making the leaders role irrelevant 
· Some examples: closely knit teams of highly trained professionals, intrinsic satisfaction, computer technology, professional norms 
· Leadership irrelevance: leader has limited resources to work with anyways, it’s the organizations personality that makes a difference not the leaders, 
· Complexity theory: organizations are complex systems that cannot be explained by the usual rules of nature
· Leaders and managers can do little to alter the course of the system 
· 9 roles of a leader: figurehead, spokesperson, negotiator, coach and motivator, team builder, team player, technical problem solver, entrepreneur and strategic planner
· Satisfactions of leaders: a feeling of power and prestige, a chance to he others grow and develop, high income, respect and status, good opportunities for advancement , a feeling of being in on things, an opportunity to control money and other resources 
· Dissatisfactions of leaders: too much uncompensated overtime, too many headaches, facing a perform or perish mentality, not enough authority to carry out responsibility, loneliness, too much problems involving people, too much organizational politics, the pursuit of conflicting goals, being perceived as unethical
· Formula : L= f(l,gm,s)
· The formula means that leadership is a function of the leader group members and other situational variables 
· Leadership effectiveness refers to attaining desirable outcomes such as productivity, quality and satisfaction in a given situation 
· Leaders characteristics and traits will typically influence leadership style 
· Leaders cannot exist without followers
· Leader needs to be aware of the types of followers: isolates, bystanders, participants, activists and diehards
· Qualities of effective followers: self-management, commitment, competence and focus and courage 
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