HRM
Human resources management : process of managing human talent to achieve an organization’s objectives.
How important people are to organizations :
· Human resources
· Human capital : knowledge, skills and capabilities of individuals that have economic value to an organization
· Human capital is valuable because it is based on company-specific skills, gained through long term experience, can be expanded/increased
· Intellectual assets
· Talent management
Stairway model : HR policies, programs, practices -> Results : employee attitudes and behaviors -> Success and sustainability : organization’s results
HRM Responsibilities : recruitment/selection, training/evaluation, compensation/benefits, separation, planning staffing needs
Competitive challenges : 
· Responding strategically to changes in the local and global market :
· HR Managers and business strategy : from administrative tasks to strategic partners. Human resources managers need an intimate understanding of their firm’s competitive business operations and strategies
· Six sigma : principles and practices whose core ideas include understanding customer needs, doing things right the first time and striving for continuous improvement
· Total Quality Management (TQM) : process used to translate customer needs into a set of optimal tasks that are performed in concert with one another
· Reengineering : fundamental rethinking and radical redesign of business processes to achieve dramatic improvements in cost, quality, service and speed
· Downsizing : planned elimination of jobs (head count), layoffs 
· Outsourcing : contracting outside the organization to have work done that formerly was done by internal employees
· Offshoring (global sourcing) : business practice of sending jobs to other countries
· Globalization : approximatively 70-85% of the Canadian economy is affected by international competition. Impact of globalization :
· “Anything, anywhere, anytime” markets
· Partnerships with foreign firms
· Lower trade and tariff barriers 
· “Trump twitter” effect
· Setting and achieving corporate social responsibility (CSR) and sustainability goals :
· CSR : the responsibility of the firm to act in the best interest of the people and communities affected by its activities.
· Sustainability is closely related to corporate social responsibility. Sustainability refers to a company’s ability to produce a good/serv without damaging the environment or depleting a resource.
· Advancing HRM with technology : 
· Impact of technology on HRM : 
· Operational : automation of routine tasks, lower administrative costs, increased productivity and faster response times; self-service access to information and training for managers and employees
· Relational : online recruiting, screening, and pretesting applicants
· Transformational : training, tracking, and selecting employees based on their record of skills and abilities; organization-wide alignment of “cascading” goals.
· Collaborative software that allows workers anywhere anytime to interface and share information with one another have changed how and where people and companies do business
· From “touch” labor to knowledge worker, who are workers whose responsibilities extend beyond the physical execution of work to include planning, decision making and problem solving
· The most central use of technology is HRM is an organization’s human resources information system (HRIS) : a computerized system that provides current and accurate data for purposes of control and decision making.
· Containing costs while retaining top talent and maximizing productivity : 
· Carefully managing employees’ benefits
· Downsizing :
· Hidden costs of layoffs : severance and rehiring costs, accrued vacation and sick-day payouts, pension and benefit payoffs, potential lawsuits from aggrieved workers, loss of institutional memory and trust in management, lack of staffers when the economy rebounds, survivors who are risk averse, paranoid and political.
· Benefits of a no-layoff policy : a fiercely loyal, more productive workforce, higher customer satisfaction, readiness to snap back with the economy, a recruiting edge, workers who aren’t afraid to innovate, knowing their jobs are safe.
· Outsourcing 
· Offshoring, nearshoring, homeshoring
· Employee furloughing and leasing :
· Furloughing : situation in which an organization asks or requires employees to take time off for either no pay or reduced pay
· Leasing : process of dismissing employees who are then hired by a leasing company (which handles all HR-related activities) and contracting with that company to lease back the employees
· Responding to the demographic and diversity challenges of the workforce : almost half of the organizations surveyed reported that the biggest investment challenge facing them over the next 10 years is obtaining human capital and optimizing their capital investments
· Demographic changes : more diverse workforce, aging workforce, more educated workforce
· Managing diversity : being aware of characteristics common to employees, while managing employees as individuals.
· Other factors : cultural and societal changes affecting the workforce, employee rights, privacy concerns of employees, changing nature of the job, changing attitudes toward work, balancing work and family.
· Adapting to educational and cultural shifts affecting the workforce : 
· Cultural and societal changes
· Employee rights
· Privacy concerns of employees
· Changing nature of the job
· Changing attitudes toward work
· Balancing work and family
The partnership of line managers and HR departments : 
· Successful organizations combine the experience of line managers with the expertise of HR managers to develop and utilize the talent of employees to their greatest potential. Line managers are non-HR managers who are responsible for overseeing the work of other employees.
· There are different types of human resources managers who specialize in different HR functions
· Responsibilities of the HR managers : advice and counsel, service, policy formulation and implementation, employee advocacy
· Competencies of the HR managers : business mastery, HR mastery, change mastery, personal credibility.















Introduction to strategy and human resource planning
Strategic planning : set of procedures for making decisions about the organization’s long-term goals and strategies
Human resources planning (HRP) : process of anticipating and providing for the movement of people into, within, and out of an organization
Strategic human resources management (SHRM) : the pattern of HRM deployments and activities that enable an organization to achieve its strategic goals
Step 1 : Mission, vision and values
Step 2 : External analysis 
Environmental scanning : Business environment, remote environment (economic and ecological, technological, demographic, social, and legal and regulatory changes) and competitive environment (customers, rival firms, new entrants, substitutes, suppliers)
Step 3 : Internal analysis
Core capabilities : integrated knowledge sets within an organization that distinguish it from its competitors and deliver value to customers
Sustaining a competitive advantage through people : resources must be valuable, resources must be rare, resources resources must be difficult to imitate, the resources must be organized
· Types of talent and their composition in the workforce : 
· Strategic knowledge workers : unique skills related to the company, difficult to replace
· Core employees : valuable skills, not unique or difficult to replace
· Supporting worker : less valuable skills, increasingly hired from external companies
· External partners
Corporate culture : managers often conduct cultural audits (audits of the culture and quality of life in the organization). 4 types of cultures (according to OCAI) : clan culture (loyalty, cohesion, concern), adhocracy culture (risk taking, innovation, entrepreneurship), market culture (competitive), hierarchical culture.
· Value based hiring
Forecasting : 3 key elements : 
· Forecasting the demand of labor 
· Quantitative methods : 
· Trend analysis : review past employment levels
· Ratio analysis : ratio of business activity (ex : sales) and number of employees needed
· Scatter plot : determine whether two factors (business activity and staffing level) are related
· Regression analysis : examines the statistical relationship between business and activity and employees
Forecasting based on : projected turnover, quality of nature of employees relative to the needs, decisions regarding technological and administrative changes to increase productivity and reduce headcount, financial resources available
· Qualitative approaches : 
· Nominal group techniques : 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
· Delphi technique : judgmental forecasting method used to arrive to 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 judgements until a consensus is reached
· Managerial judgment
· Forecasting the supply of labor : 
· Staffing tables : 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
· Markov analysis : method of forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matrix
· Skill/management inventories : files of personnel education, experience…
· Replacement charts : listings of current jobholders and people who are potential replacements
· Succession planning : process of identifying, developing, and tracking key individuals for executive positions
· Includes : analysis of the demand for managers and professionals in the company • audit of existing executives and projection of likely future supply • planning of individual career paths based on objective estimates of future needs, performance appraisal data, and assessments of potential • career counselling and performance-related training and development to prepare individuals for future roles • accelerated promotions, with development targeted at future business needs • planned strategic recruitment, aimed at obtaining people with the potential to meet future needs, as well as at filling current openings
· Balancing supply and demand considerations
Assessing a firm’s human capital readiness : process of evaluating the availability of critical talent in a company and comparing it to the firm’s supply
Step 4 : Formulating strategy
SWOT analysis
Corporate strategy : what market, and against who and how the firm will compete, domain selection
· Growth and diversification : Growth hinges on 3 elements, increased employee productivity, greater number of employees, employees developing or acquiring new skills.
· Mergers and acquisitions
· Strategic alliances and joint ventures
Business strategy : domain navigation
· Low cost strategy : compete on productivity and efficiency
· Differentiation strategy : compete on unique value added
Functional strategy : ensuring alignment
· Vertical fit/alignment : connection between the business objectives and the major initiatives in HR
· Horizontal fit/alignment : managers need to ensure that their HR practices are aligned with one another internally to establish a configuration
Step 5 : Strategy implementation
Taking action : reconciling supply and demand
· Dealing with surplus employees :
· Layoff strategies : based on seniority and ability
· Attrition : natural departure of employees from organizations through auits, retirements and deaths
· Hiring freeze
· Termination strategies : practice initiated by an employer to separate an employee from the organization permanently
· Severance pay
Step 6 : Evaluation and assessment
Evaluation and assessment issues.
	Benchmarking : process of measuring one’s own services and practice against the recognized leader in order to identify areas for improvement
Measuring a firm’s strategic alignment : 
· Balanced Scorecard (BSC) : A measurement framework that helps managers translate strategic goals into operational objectives. Four related sells : financial, customer, processes and learning.
Ensuring strategic flexibility for the future :  
· Organizational Capability : Capacity of the organization to continuously act and change in pursuit of sustainable competitive advantage 
· Coordination Flexibility : The ability to rapidly reallocate resources to new or changing needs 
· Resource Flexibility : Having human resources who can do many different things in different ways
Employee turnover/absenteeism rates : 
· Employee rate : (number of separation during the month / total number of employee at mid month) X 100
· Absenteeism rate : (Number of worker-days lost through job absence during period / (average number of employees X number of workdays)) X 100


Equity and diversity in HRM
The legal framework : Canadian Chart of Rights and Freedom, Canadian Rights Act (CHRA), Provincial and territorial laws
Issues : 
· discrimination (intentional/systemic)
· sexual harassment : Unwelcome advances, requests for sexual favours, and other verbal or physical conduct of a sexual nature in the working environment
· duty to accommodate
· Bona Fide Occupational Qualification/requirements 
· Pay equity : Illegal to discriminate on the basis of job content, Equal pay for work of equal value
· Employment equity : (Status of designated groups: Women, Aboriginal people, Visible minorities, People with disabilities)
Enforcement of Human Rights Laws : File a written complain, Investigation and submission of report, If complaint is substantiated, settlement, If no agreement, then a tribunal
Employment equity act : Organizations regulated under the Canada Labour Code, More than 100 employees, Federal Contractors Program
Implementation of Employment equity in organizations : 
· Step 1: Senior Management Commitment and Assignment of Accountable Senior Staff 
· Step 2: Data Collection and Analysis (Stock data, Flow data, Self-identification questionnaire)
· Step 3: Employment Systems Review (systemic discrimination, Special measures, Reasonable accommodation)
· Step 4: Establishment of a Workplan 
· Step 5: Implementation 
· Step 6: Evaluation, Monitoring, and Revision
Managing diversity : 
· Diversity Management: The optimization of an organization’s multicultural workforce in order to reach business objectives
Business Benefits for Diversity Management :
· Better utilization of talent 
· Increased marketplace understanding 
· Enhanced creativity 
· Increased quality of team problem solving 
· Greater understanding in leadership positions





Job analysis and work design
Job requirements : 
· Job : A group of related activities/duties for one or more employees 
· Job Family : A group of individual jobs with similar characteristics
· Position : A collection of tasks/responsibilities performed by one person
· Occupation : A collection of jobs that share some or all of a set of main duties
· Job Description : A statement of the tasks, duties, and responsibilities of a job to be performed
· Job Specification : A statement of the needed knowledge, skills, and abilities of the person who is to perform the job
Relationship of Job Requirements and HRM Functions :
· Strategic HR planning
· Recruitment
· Selection
· Training and development
· Performance management
· Compensation management
· Legal compliance
Job analysis : The process of obtaining information about jobs by determining the duties, tasks, or activities of jobs. A job analysis should also outline the tools needed to do the job, the environment and times at which it needs to done, the people with whom it needs to be done, and the outcome or performance level it should produce.
Steps in job analysis :
1/ Identify what the information will be used for
2/ Review relevant background information
3/ Select representative positions/jobs to be analyzed
4/ Analyze the jobs
5/ Review analysis with incumbent /supervisor
6/ Develop job description/specification

Methods of collecting job analysis information : interviews, questionnaires, observation, participant diary/log.
· Position analysis questionnaire (PAQ) : Questionnaire used to collect quantifiable data concerning the duties and responsibilities of various jobs, Very structured job analysis questionnaire which contains 194 items, Provides quantitative job score on six dimensions of job requirements (information input, mental processes, work output (physical activities and tools), relationships with others, job context (physical and social environment),other job characteristics (pace and structure))

· Critical Incident (CI) : Involves the identification of job tasks that are essential for job success, Focuses on Behaviour
· Task Inventory Analysis (TIA) : Job Oriented, Organization-specific list (tailor-made) of, Identify – with Employees and Managers – Tasks and their Descriptions used as a basis to identify components of jobs, Survey instrument of task statements including importance and frequency
· CBA
Job descriptions : Job Title, Job Identification Section, Job Duties, or Essential Functions, Section, Job Specification Section
Problems with Job Descriptions : 
· If they are poorly written, using vague rather than specific terms, they provide little guidance to the jobholder
· They are sometimes not updated as job duties or specifications change
· They may violate the law by containing specifications not related to job success
· They can limit the scope of activities of the jobholder, reducing organizational flexibility
Job design : An outgrowth of job analysis that improves jobs through technological and human considerations to enhance organization efficiency and employee job satisfaction
Behavioral Concerns : The job enrichment model and the job characteristics model: two methods designed to increase the job satisfaction of employees
Job Design Considerations : 
· Job Specialization (Industrial Engineering) : work simplification, industrial engineering. analyzing work methods and establishing time standards
· Behavioural Aspects : job enlargement, job rotation, job enrichment, team based job design
· Ergonomic Aspects : Physical needs of workers. designing equipment and systems that can be easily and efficiently used by human beings
· Increasing Job Flexibility : Cognitively complex, more teambased, more dependent on social skills and technological competence, time pressured, mobile, and less dependent on geography

Job Enrichment : Different from Job Enlargement (Extension or Rotation), Increasing the level of difficulty and responsibility of the job, Allowing employees to retain more authority and control over work outcomes, Providing unit or individual job performance reports directly to employees, Adding new tasks to the job that require training and growth, Assigning individuals specific tasks, enabling them to use their particular competencies or skills

Designing for work groups and teams : Employee Involvement Groups (EIs), Groups of employees who meet to resolve problems or offer suggestions for organizational improvement, Also known as quality circles (QCs), Success with EIs requires: – Comprehensive training for group members – Recognition of the group’s contributions – Continuing input and encouragement by management – Use of a participative/democratic leadership style
Characteristics of Successful Teams : A commitment to shared goals and objectives, Motivated and energetic team members, Open and honest communication, Shared leadership, Clear role assignments, A climate of cooperation, collaboration, trust, and accountability, The recognition of conflict and its positive resolution
Benefits of Employee Teams : Increased integration of individual skills, Better performance (quality and quantity) solutions to unique and complex problems, Reduced delivery time, Reduced turnover and absenteeism, Accomplishments among team members













































Recruitment and careers
Strategic issues : Decisions about talent, The broad factors that can affect a firm’s recruiting strategy include a firm’s recruiting abilities
Responsibles : HR recruiters or generalists, managers/supervisors, work teams, recruiting process outsourcing (RPO)
Recruiting metrics : Quality of Hire = Average job performance rating of new hires + % of new hires reaching acceptable productivity with acceptable time frame + % of new hires retained after one year) / Number of indicators (3)
Cost of recruitment = Source cost (ad costs, month + agency fees, month + referral bonuses, total paid + no cost, walk ins, non profit agencies) / total hires

Selection
• Explain the objectives of the personnel selection process, its steps, and why 
the information gathered during the process must be reliable and valid
• Describe the tools used to initially screen applicants, the types of 
employment interviews and methods to administer them, and the post-
screening tools that organizations use
• Compare the value of the different types of employment tests and how their 
reliability and validity are assessed
• Explain how firms evaluate the information they collect on a group of 
candidates and the decision strategies they use to select employees

Selection considerations : person-job fit, person-organization-fit

Steps: information reliable and valid > initial screening (resumes…) > interviews > preemployment tests > validity of test (concurrent, predictive) > selection decision (clinical (subjectivity) and statistical (objectivity) approach 




















[bookmark: _GoBack]
