Chapter 1
The Strategic Role of Human Resources Management
Human resources management (HRM): the management of people in organizations through formulating and implementing human resources management systems that are aligned with organizational strategy in order to produce the workforce competencies and behaviours required to achieve the organization’s strategic goals
Human capital: the knowledge, education, training, skills and expertise of an organization’s workforce
· HR function can significantly contribute to shareholder value if companies design and implement their programs in a formalized way
· Critical strategic HR challenges: finding high potential successors
Measuring the Impact of HRM
· Measure the value and impact of their organization’s human capital and HRM practices
· Human capital index-30 key HR practices in 5 categories (recruiting excellence, clear rewards and accountability, collegial and flexible workplaces, communications integrity and prudent use of resources), indicating their contribution to shareholder value
· Balanced scorecard: a measurement system that translates an organization’s strategy into a comprehensive set of performance measures
· Includes financial measures that tell the results of actions already taken; complements the financial measures with operational measures of organizational, business unit or department success that will drive future performance, balances long term and short term actions, balances measures of success relating to financial results, customers, internal business processes, and human capital management
Human Resource Management Responsibilities
· 2 categories:
· Operational (administrative) category : hire and maintain employees, manage employee separations, administrative experts, employee champions
· Strategic category: ensuring most effective employees to achieve the strategic goals, strategic partners and change agents

Operational responsibilities
· HR professionals usually serve in a staff role as in house consultants to line managers, offering advice on HR related matters
· Services include analyzing jobs, planning future workforce requirements, selecting employees, orienting and training employees, managing compensation and reward plans and communicating with employees, fair treatment, appraising performance, health and safety, labour relations, complaints and grievances, ensuring compliance with legislation affecting the workplace 
· Outsourcing: the practice of contracting with outside vendors to handle specified functions on a permanent basis

Strategic Responsibilities
· Strategy: the company’s plan for how it will balance its internal strengths and weaknesses with external opportunities and threats in order to maintain a competitive advantage

Role in formulating strategy
· Environmental scanning: identifying and analyzing external opportunities and threats that may be crucial to the organization’s success
· Supplying competitive intelligence, add value to the strategy formulation process  by supplying information regarding the company’s internal strengths and weaknesses, particularly as they relate to the organization’s workforce

Role in executing strategy
· Strategy execution-Hr makes the biggest strategic contribution, execution of downsizing and restricting strategies through establishing training and retraining programs, arranging for outplacement services, instituting pay for performance plans and helping to redesign jobs
· HR specialists are change agents who lead the org and its employees through organizational change , flattering the pyramid, empowering employees, and organizing around teams are ways in which HRM can help an organization to respond quickly to its customer’s needs and competitor’s challenges through superior customer service
· Lowering labour costs, strategies to reduce turnover, absenteeism, and the rate of incidence of occupational illness and injuries, adopting more effective recruitment, selection, and training programs
· Employee engagement: the emotional and intellectual involvement of employees in their work. Build through recognition programs, instituting career oriented performance appraisal procedures, and providing management development programs
Environmental Influences on HRM
Internal Environmental Influences
· Organizational culture: the core values, beliefs, and assumptions that are widely shared by members of any organization, conveyed through mission statement, stories, myths, symbols and ceremonies
· Purposes:
· Beliefs and stands for
· Norms and direction
· Roles and attitudes
· Identity, orderliness and consistency
· Loyalty and commitment
· Organizational climate: the prevailing atmosphere that exists in an organization and its impact on employees
· Can be friendly, unfriendly, rigid or flexible, open or secretive, innovative or stagnant
· Major factors influencing the climate: management leadership style, HR policies and practices, amount and style of org communication; reflected in the level of motivation, satisfaction, performance and productivity
· Management practices have changed. Employee empowerment: providing workers with the skills and authority to make decisions that would traditionally be made by managers
· Boundary less organizations: a structure in which relationships (typically joint ventures) are formed with customers, suppliers and or competitors, to pool resources for mutual benefit or encourage cooperation in an uncertain environment
External Environmental Influences
Economic conditions
· Affect supply and demand, impacting number of employees required and employer’s ability to pay wages and provide benefits
· Productivity: the ratio of an organizations outputs (good and services) to its inputs (people, capital, energy and materials). To improve productivity-produce more output with current input or use fewer resources to produce current output levels
· Primary sector: agriculture, fishing and trapping, forestry and mining-4% of jobs
· Secondary sector: manufacturing and construction-20%
· Tertiary or service sector: public administration, personal and business services, finance, trade , public utilities and transportation/ communications-76%
Labour Market Issues
The labour union movement
· A labour is an officially recognized association of employees who have joined together to present a united front and collective voice in dealing with management, with the aim of securing and furthering the social and economic interests and well being of their membership
· Company is required to recognize the union and bargain with it in good faith
· Labour unions-management has less discretion and flexibility with HR policies, influence non unionized firms that want to remain union free
Use of contingent employees
· Contingent employees: workers who do not have regular full time or regular part time employment status
· Nonstandard jobs include contract work, self employment without employees, temporary work and part year work, work with multiple jobs with a series of employers-usually jobs like those are poorly paid, offers little or no job security and is generally not covered by employment legislation
Demographic trends and increasing workforce diversity
· Demographics: the characteristics of the workforce, which include age, sex, marital status and education level
· Diversity: any attribute that humans are likely to use to tell themselves, “that person is different from me”, and thus includes such factors as race, gender, age, values, and cultural  norms
· Population growth is the most important for the labour force, the average age of the workforce is increasing
Age
· Baby boomers: individuals born between 1946 and 1965
· Sandwich generation: individuals with responsibility for rearing young dependants as well as for assisting elderly relatives who are no longer capable of functioning totally independently
· Generation X: individuals born between 1966 and 1980-replace baby boomers, flexible work arrangements, continuous skill development and a balance between work and personal life are becoming increasingly important, believes security comes from skills rather than loyalty, economically conservative, think out of the box
· Generation Y: since 1980. Just entering the work force, impatient, action oriented
Education
· Opportunities for growth need to be provided
Visible and ethnic minorities
· Expected to continue growing faster than normal population
Women
Aboriginal people
Persons with disabilities

Technology
· Labour intensive, blue collar and clerical jobs have been decreasing, while technical, managerial, and professional jobs are on the increase; scarcity of skills in certain fields, job displacement and health hazards, 
· Technology is increasingly used in HR, Human Resources Information system (HRIS), enterprise resource software systems
Government
· 14 different jurisdictions, each province and territory has its own HR rights, employment standards, labour relations, health and safety, workers compensation legislation
· Companies with employees in more than one jurisdiction apply different rules to them
Globalization
· The tendency of firms to extend their sales or manufacturing to new markets abroad
· Increasing numbers of multinational corporations
· HR professionals may need to know foreign employee legislations and manage ethical dilemmas

A brief history of HRM
Scientific Management: Concern for Production
· Frederic Taylor, 1800-1900’s, Scientific management: the process of scientifically analyzing manufacturing processes, reducing production costs and compensating employees based on their performance level
The Human Relations Movement: Concern for People
· Human relations movement: a management philosophy based on the belief that the attitudes and feelings of workers are important and deserve more attention.
· 1920-1940s, Hawthorne Studies, influenced by factors as working conditions, leadership style, and management’s philosophy regarding workers
· Criticized for overcompensating the dehumanizing effects of scientific management by failing to recognize the importance of structure and work rules, for oversimplifying the concept of employee motivation and for failing to recognize individual differences in beliefs, needs, abilities
The Human Resources movement: concern for people and productivity
· A management philosophy focusing on concern for people and productivity
· Phase 1: early 1900s-personal administration, hiring and firing, payroll, benefits, following procedures
· Phase 2: primary contact for union representatives; 1930s-various legislations, minimum wage, unemployment insurance, rights protections. 1940s-1950s-impact of the human relations movement, orientation, performance appraisal, employee relations
· Phase 3: direct result of gov legislation in 1960-1980s affecting human rights, wages and benefits, working conditions, health and safety, penalties for not meeting those
· Phase 4: HR must leverage human capital in order to compete in today’s global business world

Growing professionalism in HRM
· Every profession has 4 main characteristics: i) common knowledge, ii) certification-recognition for having met certain professional standards, iii) self regulation , iv) code of ethics
· Every province has an association of HR practioners that manages those 4 areas, ensures information exchange and cooperative problem solving, provides HR training and skills updating, serves as a voice for HR practioners regarding proposed legislation
· The Canadian Council of Human Resources Associations is the 30 000 member national body through which all provincial HR associations are affiliated. The International Personnel Management Association Canada is the national association for HR professionals
· Canadian Industrial Relations Association, health and safety associations, the Certified Human Resources Professional (CHRP) designation is nationally recognized certification for Canadian HR professionals 
Ethics
· Need for a uniform code of ethics, as agreement to abide by the code of ethics is one of the requirements of maintaining professional status
· Most prevailing ethical issues: security of information, employee and client privacy, environmental issues, governance, conflict of interest, lack of effective leadership, inadequate training. Need ethical programs including increased confidence among stakeholders, such as clients, partners and employees, great client/customer and employee loyalty, decreased vulnerability to crime, reduced losses and increased public trust

Chapter 2
The Changing Legal Emphasis
The Legal framework for employment law in Canada
· Includes constitutional law, Charter of Rights and Freedoms, acts of parliament, common law: the accumulation of judicial precedents that do not derive from specific pieces of legislation, contract law: legislation that governs collective agreements and individual employment contracts
· Regulations: legally binding rules established by the special regulatory bodies created to enforce compliance with the law and aide in its interpretation
· Laws that specifically regulate some areas of HRM: occupational, health and safety, union relations, and compensation
Employment/Labour Standards Legislation
· Laws present in every Canadian jurisdiction that establish minimum employee entitlements and set a limit on the maximum number of hours permitted per day or week-paid holidays, wages, vacations, maternity, parenting adoption, bereavement leave, compassionate care leave, termination notice, overtime pay
· Equal pay for equal work-women and men get paid equally for the same type and amount of job
Legislation Protecting Human Rights
· The charter of rights and freedoms, federal legislation that is the cornerstone of human rights
· Human rights legislation, which is present in every jurisdiction
The Charter of Rights and Freedoms
· Federal law enacted in 1982 that guarantees fundamental freedoms to all Canadians
· Applies to the actions of all levels of government and agencies under their jurisdiction as they go about their work of creating laws, all legislations must meet the Charter standards
· If they don’t, they are reviewed by the Supreme Court to see if they are justified as reasonable limits in a free and a democratic society
· Or, a legislative body invokes the notwithstanding provision, which allows the legislation to be exempted from challenge under the charter
· Rights and freedoms: religion, thoughts, beliefs, opinions, peaceful assembly, association, heritage rights, First People’s rights, minority language education rights, the right to live and work anywhere in Canada, the right to due process in criminal proceedings, equality rights and the right to democracy
· Equity rights: section 15 of the charter rights and freedoms, which guarantees the right to equal protection and equal benefit of the law without discrimination
Human Rights Legislation
· It supersedes the terms of any employment contract or collective agreement
Discrimination Defined
· As used in the context of human rights in employment, a distinction, exclusion, or preference, based on one of the prohibited grounds, that has the effect of nullifying or impairing the right of a person to full and equal recognition and exercise of his or her human rights and freedoms

Intentional Discrimination
· Intentional discrimination in the form of differential or unequal treatment
· Intentional discrimination indirectly through another party
· Discrimination because of association
Unintentional Discrimination
· Discrimination that is embedded in policies and practices that appear neutral on the surface and are implemented impartially but have an adverse impact on specific groups of people for reasons that are not job related or required for the safe and efficient operation of the business
Requirement for Reasonable Accommodation
· Reasonable accommodation: the adjustment of employment policies and practices that an employer may be expected to make so that no individual is denied benefits, disadvantaged in employment, or prevented from carrying out the essential components of a job because of grounds prohibited in human rights legislation
· Undue hardship: the point to which employers are expected to accommodate under human rights legislative requirements
Permissible Discrimination
· Bonda fide occupational requirement (BFOR): a justifiable reason for discrimination based on business necessity (that is, required for the safe and efficient operation of the organization) or a requirement that can be clearly defended as intrinsically required by the tasks an employee is expected to perform
Human Rights Case Examples
· Race and colour, age, sexual orientation, religion, physical and mental disability, harassment
· Harassment: unwelcome behaviour that demeans, humiliates, or embarrasses a person, and that a reasonable person should have known would be unwelcome
· Employer responsibility-to provide safe and healthy working environment
· Sexual harassment: offensive or humiliating behaviour that is related to a person’s sex, as well as behaviour of a sexual nature that creates an intimidating, unwelcome, hostile or offensive work environment, or that could reasonably be thought to put sexual conditions on a person’s job or employment opportunities. Can be two categories: sexual coercion and sexual annoyance.
· 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.
· Harassment policies: establish them, implement them, communicate them, maintain them, punish/award. Effective harassment policies should include:
· Anti-harassment statement
· Information for victims
· Employer’s and manager’s responsibilities
· Anti harassment policy procedures
· Penalties for retaliation against a complaint
· Guidelines for appeals
· Other options
· How the policy should be monitored/adjusted
Enforcement
· Responsibility of the human rights commission in each jurisdiction 
· Number of remedies can be imposed if found. The most common is compensation for lost wages, and other remedies include compensation for general damages, complainant expenses and pain and humiliation

Employment Equity Legislation
· Four identifiable groups are most discriminated: women, aboriginal people, disabilities people, visible minorities
· Occupational segregation: the existence of certain occupations that have traditionally been male dominated and others that have been female oriented
· Glass ceiling: an invisible barrier, caused by attitudinal or organizational bias, which limits the advancement opportunities of qualified designated group members

The Plight of the Four Designated Groups
Women-teaching, nursing, and related health occupations, clerical or other administrative positions and sales and service occupations
Aboriginals-concentrated in clerical, skilled crafts, and trade and semi skilled manual work
People with disabilities
Visible minorities-KSA-knowledge, skills, abilities, Underemployment: being employed in a job that does not fully utilize one’s KSA

Legislation to Address Employment Barriers
· Employment equity legislations were created to try and fix the problems, promote equality
· Annual plans with goals, annual report with the progress
Employment Equity Programs
· Mandatory employment equity programs are non existent
· Employment equity program: a detailed plan designed to identify and correct existing discrimination, redress past discrimination and achieve a balanced representation of designated group members in the organization. Structured process is involved
Step 1: Senior Management Commitment and Support
· A written policy, endorsed by senior management and strategically posted throughout the organization or distributed to every employee
· The policy statement should be supplemented by a various communication initiatives
· Appoint a senior official to whom overall responsibility and authority for program design and implementation is assigned
Step 2: Data Collection and Analysis
· The development of an internal workforce profile is necessary in order to compare internal representation with external workforce availability data, set reasonable goals, and measure progress
· Such profiles are based on stock and flow data
· Stock data: data that provide a snapshot of the organization at a particular point in time, in terms of how many designated group members are employed, in what occupations and at what salaries
· Flow data: data tracking designated group members by employment transactions and outcomes
· Self identification process is used, employees need to agree to be identified as designated group members
· Comparison data is also collected through Stats Canada, HR and Social Development Canada, associations, agencies, etc
· Utilization analysis: the comparison of the internal workforce profile with external workforce availability
Step 3: Employment Systems Review
· A throughout examination of corporate policies and procedures, collective agreements, and informal practices, to determine their impact on designated group members so that existing intentional or systemic barriers can be eliminated
· Questions to be asked:
· Is it job related
· Is it valid
· Is it applied consistently
· Does it have an adverse impact on designated group members
· Is it a business necessity
· Does it conform to human rights legislation
Step 4: Plan Development
· Goals and timetables (goals are not quotas)
· Goals should be quantitative, identifying number of percentage of qualified designated members to be trained, hired or promoted into each occupational group within a specific period of time. Qualitative goals should also be included
· Reverse discrimination: giving preference to designated group members to the extent that non-members believe they are being discriminated against
· Three types of special measures are : i) Positive measures: initiatives designed to accelerate the entry development and promotion of designated group members, aimed at overcoming the residual effects of past discrimination; ii) Accommodation measures: strategies to assist designated group members; iii) Supportive measures: strategies that enable all employees to achieve better balance between work and other responsibilities
Step 5: Implementation
Step 6: Monitoring, Evaluating and Revising

Benefits of Employment Equity
Impact of Employment Equity
· All benefited, but people with disabilities benefited the least from the Employment Equity Act

Diversity Management
· Activities designed to integrate all members of an organization’s multicultural workforce an use their diversity to enhance the firm’s effectiveness
· Organizations that have been most successful at embracing diversity all share the seven characteristics:
· Top Management commitment
· Diversity training programs
· Inclusive and representative communications
· Activities to celebrate diversity
· Support groups or mentoring programs
· Diversity audits
· Management responsibility and accountability

Chapter 3
Human Resources Management and Technology
Evolution of HR technology
· HR technology: any technology that is used to attract, hire, retain, and maintain HR, support HR administration, and optimize HR management
· Evolutionary aspects of HR technology have 4 staged of development:
· Paper based systems
· Early personal computer technology (PC)
· Electronic databases
· Web based technology
Stages in the Evolution of HR technology
Stage 1: Paper based systems
· Operated independently, mainframe computers, HR was sole custodian of the data
Stage 2: PC Technology
· PC and LAN, producing reports that listed tombstone data: list of basic employee information, some payroll and tracking
· Data stored on a client server: a network architecture in which each computer on the network is either a client or a server (print, file and network servers)
Stage 3: Electronic Database Systems
· Rational database: database in which data can be stored i n more than one file, each one containing different types of data. The different files can be linked so that information from the separate files can be used together
· Enterprise wide systems: system that supports enterprise wide or cross functional requirements rather than a single department or group within the organization 
· Internet, other functional areas could share information from these data bases, eHR
Stage 4: Web Based Technology
· Automating as many transactions as possible ; Interactive voice response (IVR): a telephone technology in whch a touch tone phone is used to interact with a database to achquire information from it ot enter data into it
· Web based application: applications that use a Web  browser as a user interface (i.e the front end). Users can access the applications from any computer connected to the Internet via a secute, password protected login page and from that point forward all the data are encrypted

Human Resources Information Systems
· Integrated systems used to gather, store and analyze information regarding an organization’s human resources
· The information however needs to be transformed into data that is useful to managers
The Relationship of HRM to HRIS
· HRIS is the compsite of databases, computer applications and hardware and software necessary to collect, record, store, manage, deliver, manipulate and present data for human resources. Systems include people, policies, procedures, and data required to manage the HR function
HRIS Subsystems
Employee Administration
· Hire date, name, address, telephone, email, address, birth date, sex, salary, emergency contact info, department code, location, employment status, start date of each position held, position titles, benefit information
Recruitment
· Position name and number, department, whether the position has been approved, full time or part time
Time and Attendance
· Info necessary to calculate vacation time, such as hire date, absences, termination dates, reasons for leaving, the days the leave started and ended, policy details are programmed 
Training and Development
· Employee’s skills, training, xourses taken, costs of courses, developmental activities, career planning, etc
Pension Administration
· Information to the design of the plan, employee and company contributions for each employee are included
Employment Equity
· Info on the number of employees of the 4 groups (women, aboriginals, etc), type of industry and geographic region in this subsystem in order to provide the information required by the legislation

Performance Evaluation
· Performance ratings, date of those, type of appraisal, comments, performance objectives and goals 
Compensation and Benefits Administration
· Info about the companys plans and policies, types of increases allowable, pay grades data, bonus entitled positions, bonus structure, cost sharing arrangements
Organizatonal Management
· Organizatonal structure and job descriptions, Natonal Occupational Classification Codes
Health and Safety
· Number of accidents, types of accidents, health and safety complaints, resolutions, wokers’ compensation claims
Labour Relations
· Seniority lists, union membership, grievances, resolutions of grievances
Payroll Interface
· Salary, wages, benefits

Key Functions of an HRIS
· Create and maintain employee records
· Ensure legal compliance
· Enable managers to plan and forecast future HR requirements
· Provide information to managers and HR so they can manage knowledge and manage talent
· Provide information to enable HR plans and activities to align more effectively with the organization’s stragetic plan
· Assist managers with decision making by providing relevant data so they can make more effective and informed decisions
Create and Maintain Employee Records
Compliance
Hr Planning and Forecasting (recruitment, training and development, administrative systems, open positions, types of positions, employee skills and competencies, job rates, retiremenet eligibility, employee turnover rates)
Talent Management/ Knowledge Management
· Skills, competencies, jobs held, training, employee development interests
Strategic Allignment
Enhancing Decision Making
· Data warehouse: primary data storage repository for all data collected by an organization’s business systems
· Some of the most commonly requested reports from the HRIS include:
· Basic info
· Compensation reports
· Performance evaluations
· Leaves or absence, paid or unpaid
· Number of jobs held and position titles
· Number of vacation days taken and number outstanding
· Types of training taken and skills acquired
· The most common calculations requested are health care cost per employee, pay and benefits as a percentage of costs, cost per hire, return on training, volunteer turnover, turnover cost, time to fill jobs, return on investment in human capital
· Workforce analysis: the use of HRIS data to assess the performance of an organization’s workforce by using statistics and research design techniques

Selecting and Implementing an HRIS
· How  much customization does the organization want and what type of system does that organization prefer and need
· Organizations may want a stand a lone system or an enterprise wide system: a system that supports enterprise wide or cross functional requirements, rather than a single department or group within the organization. Depends on company’s needs, their existing technology and their commitment to technology, the ability to afford it, the value they place on it, the size and culture of the org, and the human resources available to devote to a technology upgrade
· Hr technology saves costs, proceeds information faster and provides relevant info to help the organization achieve its goals
The Process of selecting an HRIS
Adoption phase
· Needs analysis-what the system should be capabale of, technical specifications, develop an information policy should be managed with respect to storage and access , framework to use to evaluate vendors of software
· Several main areas in the needs analysis:
· Company background-industry, size, projected growth, 
· Management considerations
· Technical considerations-hardware, operating systems, networking, databases, telecommunications
· HR considerations-reporting aspect, what forms, documents, ec
· Pricing
· After all, a request for prosal is sent: request to vendors to schedule demonstrations of the various systems and ultimately choose one that most closely aligns with their needs analysis, budgets, and management requirements
Implementation phase
· Selecting a project team-outside consultants who have technical and change management knowledge; senior project manager leads the team, HR experts and payroll, various management people from functional areas across the organization
· The phase focuses on putting the system to work, putting the info into the new system, tested, then feedback, and putting it “live”
· Privacy and Security-security profiles are established for all the staff working on the project; they are usually attached to a job description or to an employee number
· Making sure that system users clearly understand and adhere to the company confidentiality and code of ethics
Institutionalization Phase
· Train the users

Electronic Human Resources
· A form of technology that enables HR professionals to integrate an orhanization’s HR strategies, processes and human capital to improve overall HR service delivery
· Intranet: a network that is interconnected within one organization, using WEB technologies for sharing information internally
· Web based self service for employees and for managers
Employee Self Service
· Enables employees to access and manage their personal information directly, without going through the HR department. You use internet and it automatically identifies you
· Portal: a single site that can be accessed within an existing internet site
· Employees can update their records, also costs are reduced

Management Self Service
· Allow managers to access info not only about themselves but also about all employees; allows them to process HR related papers ; they reduce workload

E –HR and Human Capital Management
· Internet job boards and the Internet applications that allow companies to screen candidares have made e-recruiting possible; use of recruitment pages, specialty recruitment web sites and online screening tools
· Reduce time, helps hiring faster and better
Enterprise-Wide Systems
· A system that supports enterprise wide or cross functional requirements , rather than a single department or group within the organization; integrates information from different applications into one universal database
· SAP-systems, applications, and products in data processing-one of the most famous enterprise wide systems., 3rd largest software company; made up of individual, integrated software modules that perform various organizational system tasks, one of which is HR Management Systems
· PeopleSoft Inc.-software that provies HRMS, manufacturing, financial, enterprise performance management and student administration software solutions to large corporations and governments
Stand Alone HRIS
· Microsoft Excel, Access, 
Specialty Software
· Software can be purchased for any HR related function in any industry ; these applications stand as alone systems
· Halogen Software, ExecuTRACK Software, OrgPlus, Ergowatch

The Role of HR in an IT-enabled organization
· Technology enables HR to decrease its involvement in transactional activities, increase its focus on the customer, and increase its delivery of strategic services
· Emerging Role of the HR Professional: Five Key Competencies- Mastert of HR technology, Strategic Contribution, Business knowledge, Personal credibility, HR delivery
Decreased Transactional Activities
· HR will be required to develop business knowledge with respect to the key drivers of organizational productivity, become cognizant of costs associated with enhancing the efficiency and effectiveness of the workforce, and be capable of selecting the appropriate technology  to conduct HR administration
Increased Client/ Customer Focus
· Customers expect HR to understand and respond to their requests quickly, reduce red tape and provide information that is meaningful, useful and accurate
· HR and IT: Developing Good Working Relationships
· Learning opportunities-attendance at trade shows, meeting with software vendors, formal courses in IT, reading about trends and issues
Increased Strategic Activities
· Focus on strategic issues identified by executives as critical for organizational sustainability in order to strategically manage human capital within the organization; understand and implement the business strategy using the appropriate technological tools to effectively manage human capital to positively impact the bottom line

Trends in HR and Technology
Technology Trends
· The increased use of portals and intranets and a greater focus on the use of virtual tools
· Greater access to technology
· Continued optimization of current systems
· Enhanced focus on workforce analytics
· Increased focus on reducing costs
· Increased use of standards for data exchange and processes
· Contingency planning
· Heigthened awareness of HR data privacy
Outsourcing
· The subcontracting of work that is not considered part of a company’s core business
Determining HR’s Effectiveness
· Expectation that HR is transforming data into insights and the ability to provide quality data thst will transcend the need for information and focus key decision makers on relevant info that is meaningful to the business. Hr must be technologically advanced, understand business 
its language, environment, drivers of productivity, and finally use technology to evaluate its effectiveness.
Chapter 4
Designing and analyzing jobs
Organizing work
· Organizational structure: the formal relationships among jobs in an organization
· Organization chart: a snapshot of the firm, depicting the organization ‘s structure in chart form at a particular point in time. It does not provide details about actual ommunication patterns, degree of supervision, amount of power and authority, or specific duties and responsibilities
· The three types of organizational structure:
· Bureaucratic: 
· A typical educational institution
· Top down management approach
· Many levels, and hierarchial ommunication channels and carerr paths
· Higly specialized jobs with narrowly defined job descriptions
· Focus on independent performance
· Flat
· A typical retail organization
· Decentralized management approach
· Few levels and multi directional communication
· Broadly defined jobs, with general job descriptions
· Emphasis on teams and on customer service
· Boundaryless
· An alliance of three companies that pool their resources to produce a new product or to  provide an innovative service
· Joint ventures with customers, suppliers, and/or competitors
· Emphasis on teams whose members may cross organizational boundaries
Job Design
· The process of systematically organizing work into tasks that are required to perform a specific job. Depends on organization’s strategy and structure, as well as human and technological factors
· Job: agroup of related activities and duties, held by a single employee or a number of incumbents. Should involve natural units of woek that are similar and related
· Position: the collection of tasks and responsibilities performed by one person
Specialization and Industrial Engineering Consideration
· The correlation between job specialization and productivity is efficiency
· Work simplifications: an approach to job design that involves assigning most of work (such as planning and organizing) to supervisors and managers, while giving lower-level employees, narrowly defined tasks to perform according to methods established and specified by management
· Not effective in a changing environment in which clients demand cusom design products or high quality service, or one in which employees want challenging work
· Industrial engineering: a field of study concerned with analyzing work methods, making work cycles more efficient by modifying, combining, rearranging , or eliminating tasks; and establishing time standards
· Too much emphasis on the concerns of industrial engineering may result in human considerations being neglected or downplayed
Behavioural Considerations
· Job enlargement (horizontal loading): a technique to relieve monotony and boredom that involves assigning workers additional tasks at the same level of responsibility to increase the number of tasks they have to perform
· Reduces monotony and fatigue by expanding the job cycle and drawing on a wider range of employee skills
· Job rotation: another technique to relieve monotony and employee boredom that involves systematically moving employees from one job to another
· Job enrichment (vertical loading): any effort that makes an employee’s job more rewarding or satisfying by adding more meaningful tasks and duties
· Job enrichment can be accomplished through activities such as:
· Increasing the level of difficulty and responsibility of the job
· Assigning workers more authority and control over outcomes
· Providing feedback about individual or unit job performance directly to employees
· Adding new tasks requiring training, thereby providing an opportunity for growth
· Assigning individuals specific tasks of responsibility for performing a whole job rather than only parts of it
· Job characteristics model: proposes that employee motivation and satisfaction are directly linked to five core characteristics:
· Skill variety
· Task identity
· Task significance
· Autonomy
· Feedback
· These core job characteristics create the conditions that enable workers to experience three critical psychological states that are related to a number of beneficial work outcomes:
· Experienced meaningfulness
· Experiences responsibility
· Knowledge of results
· See diagram 4.3 on page 84
· The strength of the linkage among job caracteristicsics, psychological states, and work outcomes is determined by the intensity of an individual employee’s need for growth. Also, some people don’t have the skills or abilities to do a more challenging work
Team Based job design
· Job designs that focus on giving a team, rather than an individual, a whole and meaningful piece of work to do and empowering tram members to decide among themselves how to accomplish the work
· Team: a small group of people, with complementary skills, who work toward common goals for which they hold joint responsibility and accountability
· Team based desgns are best suited to flat and boundaryless organizational structures
Human engineering considerations
· An interdisciplinary approach that seeks to integrate and accommodate the physical needs of workers into the design of jobs. It aims to adapt the entire job system-the work, environment, machines, equipment, and processes-to match human characteristics
· Doing so results in eliminating or minimizing product defects, damage to equipment, and worker injuries or illness caused by poor work design. Can aid in meeting the unique requirements of individuals with special needs, such as older workers

The Nature of Job Analysis
· Job analysis: the procedure for determining the tasks, duties and responsibilities of each job, and the human attributes (in terms of knowledge, skills and abilities) 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: a list of the “human requirements”, that is, the requisite knowledge skills, and abilities, needed to perform the job-another product of a job analysis
Uses of job analysis information
Human Resources Planning
· Knowing the job requirements is needed for planning future staffing; when combined with skills and knowledge about employees, it can bepredicted which jobs will  be filled internally and which externally
Recruitment and Selection
· Used to decide what sort of person ro recruit and hire
Compensation
· Use for determining the relative value of and appropriate compensation for each job. Based on required skills, physical and mental demands, responsibilities and working conditions
· Also the info is used to determine overtime pay, max hour purposes, etc
Performance appraisal
· The criteria used to assess employee performance must be directly related to the duties and responsibilities identified through job analysis
Labour relations
· Union-approved job descriptions become the basis for classifying jobs and bargaining over wages, performance criteria and working conditions
Training, development and Career Management
· By comparing the KSAs that employees bring to the job with those that are identified by job analysis, managers can determine the gaps that require training programs 
Job design
· Used for ensuring that all of the duties having to be done have actually been assigned and for identifying areas of overlap
· Identificaton of uncesseary requirements , areas of conflict or distraction, and or safety health concerns that can be eliminated through job re-design, which will increase morale and productivity and ensure compliance with human rights and occupational health and safety regulations
Steps in job Analysis
Step 1: Identify the use to which the information will be put, since this will determine the types of data that should be collected and the techniques used.
· Some data collection techniques are good for writing job descriptions and selecting employees for the job, while others provide numerical ratings for each job, which can be used to compare jobs or compensation purposes
Step 2: Review relevant background information, such as organization charts, process charts, and existing job descriptions
· Process chart: a diagram showing the flow of inputs and outputs from the job under study
Step 3: Select the representative positions and jobs to be analyzed, which is necessary when there are many incumbents in a single job and when a number of similar jobs are to be analyzed
· When there are many incumbents in a single job and when a number of similar jobs are to be analyzed
Step 4: Analyze the jb by collecting data on job activities, required employee behaviours, working conditions, and human traits and abilities needed to perform the job, and using one or more of the job analysis techniques
Step 5: Review the information with job incumbents. Verify the info with any workers performing the job and with the immediate supervisor
Step 6: Develop a kob description and job specification, which are the wto concrete products of the job analysis

Methods of collecting job analysis information
Qualitative Job Analysis Techniques
The Interview
· Three types of interviews to collect job analysis data:
· Individual interviews with each employee
· Group interviews with employees who have the same job. Used when a large number of employees are performing similar or identical work; the immediate supervisor attends the group session
· Supervisory interviews with one or more supervisors who are thoroughly knowledhable about the job being analyzed
· The most fruitful interviews follow a structured or checklist format; includes a detailed questionnaire concerning the general purpose of the job, responsibilities and duties, the education, experience, and skills required, physical and mental demands, and working conditions
· Interview guidelines:
· The job analyst and supervisor should work together to identify the employees who know the job best, as well as those who might be expected to be the most objective and descriving their duties and responsibilitities
· Rapport should be established quickly with the interviewee, by using the individual’s name, speaking in easily understood language, briefly reviewing the purpose of the interview and explaining how the person came to be chosen
· A structured guide or checklist that lists questions and provides spaces for answers. . leeway should also be permitted by including open ended questions
· When duties are not performed in a regular manner, the incumbent should be asked to list his or her duties in order of importance and frequency of occurance
· The data should be reviewed and verified by both the interviewee and his or her immediate supervisor
Questionnaires
· Questionnaires to describe their job-related duties and responsibilities
· Detemining how strucuted the questionnaire should ne and what questions to include
· Some questionnaires involve structured checklists so you just check off the duties you peform
· Some can be open ended and ask the emplpoyee to describe
Observation
· Mainly used when jobs consist of observable physical activities and not used when the job entails a lot of immeasurable mental activity
Participant Diary/ Log
· Daily listings made by employees of every activity in which they engage, along with the time each activity takes
Quantitative Job Analysis Techniques
Position analysis questionnaire
· Very structured job analysis questionnaire, used to collect quantifiable data concerning the duties and responsibilities of various jobs; filled out by a job analyst, who should already be acquainted with the particular job to be analuzed
· The PAQ contains 194 items, each of which represents a basic element that may or may not play an important role in the job, and the job analyst decide that
· PAQ provides quantitative score or profile of the job in terms of how that job rates on six basic dimensions: 
· Information input
· Mental processes
· Work output
· Relationships with others
· Job context
· Job characteristics
Functional Job Analysis
· A quantitative method for classifying jobs based on types and amounts of responsibility for data, people and things. Performance standards and training requirements are also identified
The National Occupational Classification
· A reference tool for writing job descriptions and job specifications. Complied by the federal gobernment, it contains comprehensive, standardized descriptions of about 30 000 occupations and the requirements for reach
· The NOC and its counselling component, the Career Handbook both focus on occupations rather than jobs. Occupation is a collection of jobs that share some or all of a set of main duties. The jobs within each group are characterized by similar skills
· NOC classifies occupations in Major Groups, based on two key dimensions-skill level and skill type. They are identified by two digit numbers and broken down further into Minor Groups, with a third digit added, and Unit Groups, with a 4th digit. 

Job Descriptions and Job Specifications
Job Descriptions
· A written statement of what the jobholder actually does, how he or she does it, and under what conditions the job is performed. The description is comprehensive and includes job identification, summary, duties and responsibilities, human qualifications for the job
Job Identification
· Contains several types of information:
· Position title, department, location, immediate supervisor, reports to section, date, written by, approved by, job code
Job Summary
· Described the general nature of the job, its major functions or activities
Relationships
· Indicates the jobholder’s relationships with others inside and outside the organization. Others directly and indirectly supervised are included, along with peers, superiors and outsiders relevant to the job
Duties and responsibilities
· Detailed list of the job;s major duties and responsibilities
· Each major duty is listed and described separately in a few sentences
Authority
· Defines the limits of the jobholder’s authority, including his or her decision-making authority, direct supervision of other employees and budgetary limitations
Performance Standards/ Indicators
· Indicates the standards the employee is expected to achieve in each of the job description’s main duties and responsibilities 
Working Conditions and Physical Environment
· Includes info about noise levels, temperature, lightning, degree of privacy, frequency of interruptions, hours of work, amount of travel, hazards to which the incumbent may be exposed
Job Descriptions and HR Legislation
· HR legislation requires employers to ensure that there is no discrimination on any of the prohibited grounds in any aspect of terms and conditions of employment. To ensure that follow some guidelines:
· Job descriptions are not required by highly advisable
· Essential job duties should be clearly identified in the job description
· Only consider the KSAs required for essential duties of the job
· When an employee cannot perform one or more of the essential  duties due to a prohibited ground, accommodation to the point of undue hardship is required
Job Specifications
· Involves examining the duties and responsibilities and answering the question: “What human traits and experience are required to do this job?”
· Identifies what kind of person to recruit and for whiwh qualities that person should be tested
· Complying with rights legislation tips:
· All listed qualifications are bona fide occupational requirements, based on the current job duties and responsibilities
· Unjustifiably high edicational or lengthy experience requirements can lead to systemic discrimination
· The qualifications of the current incumbent should not be confused with the minimum requirements, since he or she might be underqualified or overqualified 
· For entry level jobs, identifying the actual physical and mental demands is ritical
· Physical demands analysis: identification of the senses used and the type, frequency and amount of physical effort involved in the job
· Identifying the human requirements for a job can be accomplished through a judgmental approach or swtatistical analysis
Personality Related job requirements
· A survey instrument designed to assist managers in identifying potential personality related traits that may be important in a job
· The PPRF uses questionnaire items to asses the relevance of such basic personality dimensions as agreebalness, conscientiousness, and emotional stability and the relevance of those can then be assessed though statistical analysis
Completing the Job Specification form
Job Analysis in the 21st century
· Reduced hierarchial structure, blurred boundaries, work being done in teams, more focus on organizational goals than on rules and continuous change
· The focus is on defining the job at hand in terms of the overall best interests of the organization
· Boundaryless organizations focus on relationships with people ; speed , agility, innovation
· Complex jobs with a broad range of responsibilities , empowerment ; work more dependednt on social skills, technological competence more time pressured, more mobile, etc
· Focus on personal competencies and skills, hiring and compensation management, rather than on specific duties and tasks

Chapter 5
Human Resources Planning
The Strategic Importance of Human Resources Planning
· HRP: the process of reviewing human resources requirements to ensure that the organization has the required number of employees, with the necessary skills, to meet its goals
· Anticipates an influences an organization’s future by systematically forecasting the demand for and supply of employees under changing conditions, and by developing plans and activities to satisfy these needs
· Key steps include forecasting demand for labour, analyzing the labour supply, and planning and implementing hr programs to balance supply and demand
· Inadequate HRP can lead to significant costs when unstaffed positions create costly inefficiencies and when severance pay is required for large numbers of employees being laid off, creating situations in which one department is laying off employees while another hiring people with similar skills, reduce morale and productivity, cause turnover, lead to the inability to accomplish short term operational plans and or long range strategic plans
The relationship between HRP and Strategic Planning
· Strategic plans are created and carried out by people, therefore, determining whether or not people will be available is a cruitical element of the strategic planning process
The Importance of environmental scanning
· The factors monitored most often include:
· Economic conditions
· Market and competitive trends
· New or revised laws and the decisions of cours and quasi-judicial bodies
· Social concerns related to health care, childcare and educational priorities
· Technological changes
· Demographic trends
· Economic conditions affect demand and supply, which means people needed to do the job
Steps in HRP
· Forecasting future human resources needs (demand)
· Forecasting the availability of internal and external candidates (supply)
· Planning and implementing HR programs to balance supply and demand
Step 1: Forecasting future human resources needed (demand)
· Sales are usually projected first, then the volume of production required to meet these sales requirements, then the staff needed to maintain this volume
· In addition to this basic requirement for staff, other factors are considered:
· Projected turnover
· Quality and nature of employees
· Decisions to upgrade
· Planned technological and administrative changes aimed at increasing productivity and reducing employee headcount
· The financial resources available to each department
· Quantitative techniques for determining human resources requirements include trend analysis, ratio analysis, scatter plot analysis, regression analysis, and computerized forecasting
· Qualitative approaches range from sophisticated analytical  models to informal expert opinions about future needs
Quantitative Approaches
Trend Analysis
· The study of a firm’s past employment levels over a period of years to predict future needs
Ratio analysis
· A forecasting technique for determining future staff needs by using ratios between some casual factor (such as sales volume) and the number of employees needed
· Can also be used to help forecast other employee requirements. It assumes that productivity remains the same
The Scatter plot
· A graphical method used to help identify the relationship between two variables
· If two variables are related, for ex a measure of business activity and staffing levels, then when the measure of business activity is forecast, HR requirements can also be estimated
· If the two variables are related, the points will fall into a straight line. Carefully drawing a line that minimizes the distances between the line and each of the plotted points is needed
Regression Analysis
· A statistical technique involving the use of a mathematical formula to project future emands based on an established relationships between an organization’s employment level (dependent variable) and some measurable factor of output (independent variable)
Qualitative Approaches
Nominal Group Technique
· A 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
· Steps are:
· Each member independently writes down his or her ideas on the problem or issue
· Going around the table, each member then presents one idea. Ideas are recorded on a flipchart or chalkboard. No discussion is permitted during this step
· Clarification is then sought, as necessary, followed by group discussion and evaluation
· Finally, each member is asked to rank the ideas. This is done independently in silence.
The Delphi Technique
· A judgmental 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 independednt judgmenets until a consensus is reached
· Steps are:
· The problem is identified and each member is requested to  submit a potential solution by completing a questionnaire. Face to face is not permitted
· The results are then compiled at a centralized location
· Each group member is then given a copy of the results
· If there are differences in opinion, each individual uses the feedback from other experts to fine tune his or her independent assessment
· The third and fourth steps are repeated as often as necessary until a consensus is reached

Managerial Judgement
Summarizing HR Requirements
· The end result of forecasting is an estimate of short term and long range HR requirements. 
· Long range plans are general statements of potential staffing needs and may not include specific numbers
· Short term plans are more specific and depicted in a staffing table: 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
Step 2: Forecasting the availability of internal and external candidates (supply)
· Two sources of supply:
· Internal
· External
Forecasting the Supply of internal candidates
Markov Analysis
· A method of forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matric
Skill Inventories and management inventories
· Skill inventories: manual or computerized records summarizing employee’s education, experience, interests, skills and so on , which are used to identify internal candidates eligible for transfer and/or promotion
· Management inventories : records summarizing the qualifications, interests and skills of management employees, along with the number and types of employees supervised, duties of such employees, total budget managed, previous managerial duties and responsibilities and managerial training received
· Updating every two years is necessary for skills inventories and management inventories
Replacement charts and replacement summaries
· Replacement charts: visual representations of who will replace whom in the event of a job opening. Likely internal candidates are listed, along with their age, present performance rating, and probability status
· Replacement summaries: lists of likely replacements for each position and their relative strengths and weaknesses, as well as information about current position, performance, promotability, age an and experience
Succession Planning
· The process of ensuring a suitable supply of successors for current and future senior or key jobs, so that the careers of individuals can be effectively planned and managed
· Includes the activities:
· 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 strategc recruitment, aimed at obtaining people with potential to meet future needs, as well as at filling current openings
Forecasting the supply of external (outside) candidates
· Determined by the effectiveness of the organization’s training and development and career-planning initiatives. If employees are not encouraged to expand their capabilities, they may not be ready to fill vacancies as they arise, and external sources must be tapped
General economic conditions
· Expected unemployment rate; providing an estimate of how difficult it is likely to be to recruit new employees in the immediate future
National Labour market conditions
· Demographic trends
· Population is aging
· Severe shortage of skilled labour, the supply of labour will be dramatically lowered, immigrant workers, etc
Local Labour Market conditions
· Community growth rates and attitudes
· Growing cities and supporting local businesses
Occupational Market Conditions
· Forecasts for various occupations; available from many sources like Human Resources and Social Development Canada
· These forecasts are useful for determining whether any projected imbalances will be self correcting or will require specific intervention on the part of governments and or private sector organizations
Step 3: Planning and implementing HR programs to balance supply and demand
· To successfully fill positions internally, organizations must manage performance and careers. Performance is managed through effectively designing jobs and quality of working life initiatives; establishing performance standards and goals, coaching, measuring and evaluating and implementing a suitable reward structure
· To manage careers effectively, policies and  systems must be established for recruitment, selection and placement and training and development
· There are 3 possible scenarios:
· Labour supply exceeds demand (surplus)
· Demand exceeds supply (shortage)
· Demand matches supply
Labour surplus
· Hiring freeze: a common initial response to employee surplus. Openings are filled by reassigning current employees, and no outsiders are hired
· Attrition: the normal separation of employees from an organization because of resignation, retirement or death. Company has no control over who stays or who leaves
· Early retirement buyout programs: strategies used to accelerate attrition, which involve offering attractive buyout packages or the opportunity to retire on full pension, with an attractive benefits package. Must be careful not to do it with people who are very hard to replace; requires a huge amount of money upfront; need to make sure its voluntary cuz otherwise illegal
· Job sharing: a strategy that involves dividing the duties of a single position between two or more employees. Can also do part time instead of full time work.
· Work sharing: employees work three or four days a week and receive EI benefits on their non work days. 
· Reduced workweek: employees work fewer hours and receive less pay
· Layoff: the temporary withdrawal of employment to workers for economic or business reasons
· Supplemental unemployment benefits (SUBs): a top-up of EI benefits to bring income levels closer to what an employee would receive if on the job. Generally negotiated through collective bargaining. Benefits are payable until the pool of funds set aside has been exhausted
· Termination: permanent separation from the organization for any reason. 
· Severance package: a  lump-sum payment, continuation of benefits for a specified period of time, and other benefits that are provided to employees who are being terminated. To determine the appropriate package, employers should take salary, years of service, employee’s age, likelihood of obtaining another job, etc.
· Golden parachute clause: guarantee by the employer to pay specified compensation and benefits n the case of termination because of downsizing or recruiting
· Outplacement assistance: assists affected employees in finding employment elsewhere
· Survivor sickness: a range of negative emotions experienced by employees remaining after a major restructuring initiative, which can include feelings of betrayal or violation, guilt and detachment, and can result in stress symptoms, including depression, proneness to errors and reduced productivity

Labour Shortage
· Scheduling overtime hours is usually the response, employers may also subcontract work on a temporary or permanent basis; hiring temporary employes
· Internal movement results from shortage
· Tranfer: movement of an employee from one job to another that is relatively equal in pay, responsibility and or organizational level. Help the employee be more skilful, satisfaction, motivation
· Promotion: movement of an employee from one job to another that’s higher in pay, responsibility, and/or organizational level, usually based on merit, seniority or a combination of both
Looming Labour Shortage in Canada
· Trying to keep older workers for longer since they are skilled; increasing the number of aboriginal people, visible minorities, expanding apprenticeship programs, other province workers, etc
Flexible work arrangements
· Younger workers want a “life” outside of work, older workers want less stress and more time for leisure activities
· Flexible work is also seen as appropriate for satisfying customers since they want to be served all the time, all flexible hours
· Flextime: a plan whereby employees bild their workday around a core of midday hours
· Telecommuting is a common flexible work arrangement-employees work at home using computers to transmit their work to the office, which leads to more flexibility, reduced costs, employee morale
· Compressed workweek: an arrangement that most commonly allows employees to work four ten hour days instead of the more usual five eight-hour days
· Flexyear: a work arrangmenet under which employees can choose (at six month intervals) the number of hours that they want to work each month over the next year
Labour supply matches labour demand
· Organizations replace employees who leave the firm with individuals transferred  or promoted from inside or hired from outside




Chapter 6
Recruitment
The strategic importance of recruitment
· Recruitment: the process of searching out and attracting qualified job applicants, which begins with the identification of a position that requires staffing and is completed when resumes and/or completed application forms are recived from an adequate number of applicants
· Important strategic activity because t affects the attainment of strategic objectives
· Recruiters: a specialist in recruitment whose job s to find and attract capable candidates
The recruitment process
Step 1: job openings are identified through HR planning or manager request; HR plans indicate which positions should be filled externally or internally
Step 2: the job requirements are determined
Step 3: Appropriate recruiting sources and methods are chosen
Step 4: A pool of qualified recruits is generated
· Constraints in the recruitment process arise from org policies, such as promote-from-within policies, which means for a certain time HR cannot recruit externally even if theres no appropriate internal candidate
· Also arise from compensation policies, since they influence the attractiveness of the job to potential applicants
· Employee equity plan specifies goals for infreasing recruitment from the designated group
· Monetary and nonmonetary inducements offered by competitors impose a constraint, since recruiters must try to meet the prevailing standards or use alternative inducements
· The biggest constraint is the labour shortage trend
Recruiting within the organization
· Filling positions with inside candidates has several advantages:
· Employee competence is rewarded, increasing commitment, morale and performance
· Insiders are more commited and less likely to leave
· Managers are provided with a long term perspective when making business decisions
· Safer to promote within
· Inside candidates require less orientation
· Some drawbacks are:
· Employees who apply and don’t get the job may be discontended so they need to be aware why they didn’t get it
· Managers might have to interview all internal candidates, even tho they know who they want to hire, wasting time and giving false hopes to others
· Employees may be more rejecting towards a boss who was their colleague till yesterday
· Difficult for the new leader to adjust that he’s not “one of the gang” anymore
· Possibility of inbreeding
Job Posting
· The process of notifying current employees about vacant positions
· Intranets or bulletin boards or employee publications may list the notice outlining the job title, duties, hours of work, pay range, posting date and closing date
Human resources records
· Examining the HR employee records may uncover people who have the skills and are currently working lower positions
Skills inventories
· Used as supplements to job postings, computerized or manually, makes sure that qualified employees are notified of job vacancies. Most entry level jobs must be filled by external candidates.

Limitations of recruiting within
· May want someone outside in order to get the latest knowledge or expertise or simply there might be no one appropriate for the position within the company
Recruiting outside the organization
· The advantages of recruiting outside include:
· Larger pool of qualified candidates
· More diverse applicant pool, meeting employment equity goals and timetables
· Acquisiton of skills or knowledge not currently available within the org and/pr new ideas and creative problem solving
· Elimination of rivalry and competition caused by employees
· Potential cost saving results from hiring someone who already has the skills instead of training them
Planning external recruitment
· The type of job to be filled has to be considered, yield ratios are most effective for producing job candidates
· Yield ratio: the % of applicants that proceed to the next stage of the selection process
· Time lapse data: the average number of days from when the company initiates a recruitment methods to when the successful candidate begins to work. Calculating time lapse data for each recruitment methods means that the amount of lead time available can be taken into account when deciding wich strategy would be most appropriate
External recruitment methods
Online recruiting
· The use of the internet to aid in recruiting
· Can involve accessing one or more internet job boards, using a corporate web site for external recruiting and using an application service provider’s recruitment software
Internet Job Boards
· For a fee, companies can post a job opening online and customiz it by using corporate logos and adding details about the benefits and culture
· Job seekers can post resumes on the boards, and firms can search the database
· Workopolis.com, Monster,ca, 411jobs.ca, etc
       Corporate web sites
· Provide  a single platform for recruitment that promotes the corporate brand, educates about the company , collects applicant data, provides link to job boards where company positions might be advertised
· Saves time cost, provides competitive advantage, resumes from one location can be pooled with resumes from another, job seekers profiles can be updated
· Prescreening, as well as automated email response to say that they have gotten your resume is needed
· Best practices for career websites:
· Culture, career paths and business prospects info
· Thrid party sources info
· Separate search sections for students, part timers, etc
· Direct link from home page to career page
· Job search tool
· Standardized application or resume builder
· Email to a friend for referrals
     Application Service providers
· Web enabled applicant tracking system providers
· Provide screening tools, afer which applicant info can then be sorted 
· Test for job-employee match

Print Advertising
· The media to be used and the construction of the ad are the 2 key elements
· AIDA should be kept in mind to achieve optimum results
· Attention-attract attention
· Develop INTEREST
· Create a DESIRE for the job
· Instigate ACTION
· Two general types of newspaper ads:
· Want ad: a recruitment ad describing the job and its specifications, the compensation package, and the hiring employer. The address to which the applications and/or resumes should be submitted is also provided
· Blind ad: a recruitment ad in which the identity and address of the employer are omitted
Private employment agencies
· Used usually for clerical staffm functional specialists and technical employees
· The employer is charged a fee, sometimes 15 to 30% of the first year’s salary of the individual hired through agency referral
· Agencies serve 3 basic functions: 1) expanding the applicant pool and 2) performing preliminary interviewing and screeing
· Specific situations when employment agency might be used for recruiting includes:
· The org does not have an HR department ot does not have anyone with the requisite time and expertise
· The firm has had difficulty hiring for that position in the past
· A particular opening must be filled quickly
· Theres a desire to recruit a greater number of designated group members
· Recruitment effort is aimed at reaching individuals who are already employed
Executive search firms
· Used to fill critical positions such as middle to senior level professional and managerial employees
· Those firms know and understand the marketplace, have many contacts and are especially adept at contacting qualified candidates who are employed . Geberally one thid of the fee is payable as a retainer at the outset
· The association of Canadian search, employment and staffing services (ACSESS) sponsors the certified personnel consulant (CPC) designation which means the recruiters have met specific educationonal and testing requirements and confirms an individual’s commitment to the best industry practices

Walk-ins and write-ins
· Individuals who go to organizations in person to apply for jobs without referral or invitation are walk-ins
· People who submit unsolicited resumes to organizations are write-ins
· Usually their resumes are stored on file if they are considered suitable and then might be pulled out later if a position opens up
Employee referrals
· Openings are announced at the org website or newslater and referrals of friends or relatives are encouraged, with a cash prize promised if their referral is hired
· Can cause nepotism: a preference for hiring relatives of current employees; can result in systemic discrimination
Educational Institutions
· Most high schools, universities, colleges have counselling centers that provide job search assistance to students through such activities as skills assessment testing and workshops on resume preparation and interview strategies
· Co op education and field placement programs require students to spend specified time woring in organizations as an integral part of their academic program, thereby gaining hands-on experience
· Summer internship programs hire college and or university students to complete summer projects between their second last and final year of study. Their performance is assessed and those who are considered superior are offered permanent positions following graduation
Human Resources and Social Development Canada (HRSDC)
· Through various programs, including those for youth, aboriginals and persons with disabilities, HRSCF helps unemployed individuals to find suitable jobs and employers to locate qualified candidates to meet their needs at no cost to either party
· The Job Bank, Job Match
Professional and Trade Assosications
· Extremely helpful when searching for individuals with specialized skills, particularly if job experience is required
· They send members magazines where job advertisements are posted which may make employees who have a job to want to switch
Labour organizations
· Firms particularly in the construction industry, obtain recruits through union hiring halls
· The union maintains members and notifies them when a firm has an opening; whenever the job is done, the members notify the union they are available for another assignment
Military personnel
· The Canadian Forces Liasion Council is responsible for promoting the hiring of reservists by civilian employers, also encouraging civilian employers to give reservists time off for military training
· Tatement of Support for the Reserve Forces with the CFLC
Open Houses and Job Fairs
· Common in retail firms when opening a new store, also used by corporations trying to draw out scarce talent in an ultatight job market
· Job fire on site-recruiters openly talk about and share info with potential employees

Recruiting Nonpermanent Staff
Temporary Help Agencies
· Agencies sich as Kelly Services and Office Overload; used to replace employees when they are ill, on leave, etc, also during peak seasons, for special projects that no one has the expertise for etc. 
· When the employees are no longer needed, they are reassigned to another project
· Three major benefits:
· Cost much less than permanent employees; their hiring and training cost is also less
· If not happy with the temp, a replacement is sent right away
· Individuals who are temps know that sometimes companies hire full time from their temps so they are very motivated
Contract Workers
· Employees who develop work relationships directly with the employer for a specific type of work or period of time
· Many  professionals with specialized skills become contract workers because a) they want to or b) they are trying to get a full time job
Employee Leasing
· An arrangement that typically involves a company transferring specific employees to the payroll of an employee leasing/firm professional employer organization (PEO) in an explicit joint-employment relationship
· They are leased back to the client company on a permanent basis. PEO maintains their HR data and is paid a placement fee
Recruiting a more diverse workforce
Attracting Older Workers
· They have high job satisfaction, strong sense of loyalty and organizational commitment, a strong work ethic, good people skills and willingness to work in a variety of roles, including part time
· Deal with stereotypes through education, HR policies do not discourage them, flexible work arrangmenents, redesign jobs to accommodate decreased dexterity and strength
Attracting Younger Employees
· Part of Generation X and Generation Y cohorts
· Generation X wants to have independent job and work-life balance. Attracted by learning and development opportunities
· Generation Y nees to know they will be working with experts from across the org. Attracted by social responsibility, diversity and creativity
Recruiting Designated Group members
· Alternative publications targeted at designated group members should be considered for advertising and linkages can be formed with organizations and agencies specializing in assisting desinaged group members

Developing and Using application forms
· Candidate comparision is facilitated because info is collected in a uniform manner
· The info that the company requires is specifically requested, rather than just what the candidate wants to reveal
· It is a sample of the candidate’s own work
· Provdes written authorization for reference checking
· Information is certified to be true and accurate
Human rights legislation and application forms
· If an application has any illegal questions, an unsuccessful candidate may challenege the legality of the entire recruitment and selection process 
· You have to take human rights legislative requirements into consideration when designing application form is imperative
Using Application forms to predict job performance
· Weighted application blank (WAB): a job applicant form on which applicant responses have been weighted based on their statistical relationship to measures of job success
· Biographical information blank (BIB): a detailed job application form requesting biographical data found to be predictive of success on the job, pertaining to background, experiences and preferences. As with a WAB, responses are scored

Chapter 7
Selection
The strategic importance of employee selection
· Selection: the process of choosing among individuals who have been recruited to fill exsting or projected job openings
· The successful candidates must fit with the strategic direction of the organization
· Ineffective selection results in time and high costs for the org, also legal implications
· Orgs must ensure all of their decisions are discriminatory-free, bias-free and do not have an adverse impact on the four designated groups
· Negligent or wrongful hiring; to avoid human right complaints, liability for negligent hiring and wrongful dismissal suits:
· Ensuring all selection criteria and strategies are based on the job description and specification
· Assesing the applicant’s ability to meet performance standards and expectations
· Carefully investigating all info supplied
· Obtaining written authorization for reference checking from prospective employees, and checking references very carefully
· Saving all records and info obtained about the applicant during each stage of the selection process
· Rejecting applicants who make false statements on their application forms or resumes
Supply Challenges
· Selection ratio: the ratio of the number of applicants hired to the total number of applicants  (Number of applicants hired/ total number of applicants)
· Small selection ratio like 1:2 means that there are a limited number of applicants from which to select and may mean low quality recruits
The selection process
· Multiple-hurdle strategy: an approach to selection involving a series of successive steps or hurdles. Only candidates clearing the hurdle are permitted to move on to the next step
· Only candidates who have cleared all of the previous hurdles remain in contention for the position at the time that the hiring decision is being made
· Number of selection steps, selection instruments and screening devices are different across orgs
· Basing selection criteria on duties, responsibilities and human requirements can create a lefally defensible hiring system
Preliminary Steps in Selection
· HR departments goes through the resumes initially and keeps the one that meet the requirements
Selection Testing
· Screening device to assess specific job-related skills, as well as general intelligence, personality characteristics, mental abilities, interests and preferences
The importance of Reliability and Validity
Reliability
· The degree to which interviews, tests, and other selection procedures yield comparable data over time; in other words, the degree of dependability, consistency, or stability of the measures used
· Refers to the extent to which two or more methods yield the same results or are consistent, as well as the extent to which there is agreement between two or more raters 
· Internal consistency refers to the degree to which responses to those ten itemsvary together would be statistically analyzed. 
· Reliability is also diminished when questions are answered randomly, the testing is noisy or uncomfortable, and when the applicant is tired or unwell
Validity
· The accuracy with which a predictor measures what it is intended to measure
· 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
· Three types of validity are particularly relevant to selection: criterion-related content and construct validity
Criterion related validity
· The extent to which a selection tool tprdicts or significantly correlates with important elements of work behaviour
Content validity
· The extent to which a selection instrument, such  as a test, adequately samples the knowledge and skills neded to perform the job
Construct validity
· The extent to which a selection tool measures a theoretical construct or trait deemed necessary to perform the job successfully
· Intelligence, verbal skills, analytical ability and leadership skills are examples of constructs
· Measuring construct validity requires demonstrating that the psychological trait or attribute is related to satisfactory job performance, as well as showing that the test or other selection tool used accurately measures the psychological trait or attribute

Tests of cognitive abilities
Intellegence tests
· Tests that measure general intellectual abilities, such as verbal comprehension, inductive reasoning, memory, numerical ability, speed of perception, spatial visualization and word fluency
· An IQ is a derived score, reflecting the extent to which the person is above or below the average adults intelligence score
· Standford-Binet test, Wechsler test, etc
Emotional Intelligence tests
· Tests that measure ability to monitor one’s own emotions and the emotions of others and use that knowledge to guide thoughts and actions
· High EQ-self aware, controlling his impulses, motivates himself and demonstrates empathy and social awareness
· Emotional Quotent Inventory (EQi), the EQ Map, the Mayer Salovey Caruso Emotional Intelligence Test and the Emotional Intelligence Questonnaire
Specific Cognitive abilities
· Measures of specific thinking skills, such as inductive and deductive reasonins, verbal comprehension, memory and numerical ability
· Aptitude tests: test that measure an individual’s aptitude or potential to perform a job, provided that he or she is given proper training
· General Aprirute Test battery

Test of Motor and Physical Abilities
· Include finger dexterity, manual dexterity, speed of arm movement and reaction time
· Stromberg Dexterity Test, Minnesota Rate of Manipulation test, Purdue Peg Board
· Functional Abilities Evaluations measures a whole series of physical abilities
· Ensuring the tests duplicate the actual physical requirements of the job, developing ad imposing such tests honestly and in good faith, ensuring that those administering the tests are properly trained and administer the tests in a consistent manner and ensuring that testing standards are objectively related to job performance
Measuring Personality and Interests
· Personality tests: instruments used to measure basic aspects of personality, such as introversion, stability, motivation, neurotic tendency, self confidence, self-sufficiency, and sociability
· Thematic Appreception test- an ambiguous stimulus is presented to the test taker and he is asked to interpret or react to it-projective emotions
· The Myers-Briggs instrument; the Minesota Multiphasic Personality Inventory
· The Big five-extroverson, emotional stability, agreeableness, conscientiousness, openness to experience
· Interest inventories: tests that compare a candidate’s interests with those of people in various occupations
Achievement Tests
· Tests used to measure knowledge and/or proficiency acquires through education, training or experience
Work sampling
· Focus on measuring job performance directly and thus are among the best predictors of job performance
· List all the possible taks that jobholders would be requird to perform, the frequency of performance and relative importance of each task, key task are identified, performance is then monitored by the test administrator, who records the approach take, validating the test by determining the relationship between the applicants’ scores on the work samples and their actual performance on the job
Management Assessment Centres
· A strategy used to assess candidates’ management potential that uses a combination of realistic exercises, management games, objective testing, presentations and interviews
· Examples of the types of activities and exercises involved include the following:
· An in-basket exercise
· A leaderless group discussion
· Management games
· Indivdual presentations
· Objective tets
· An interview
Situational Testing
· Tests in which candidates are presented with hypothetical situations repsentative of the job for which they are applying and are evaluated on their responses
· Number of realistic scenatios are presented and each is followed by a multiple choice question wth several possible course of action, from which candidates are asked to select the best response in their opinion
· Three performance dimensions: core technical proficiency, job dedication, ad interpersonal facilitation
Micro-assesments
· A series of verbal, paper-based, or computer-based questions and exercises that a candidate is required to complete, covering the range of activities required on the job for which he or she is applying
Physical Examination and Substance Abuse testing
· Three reasons for medical exams: 
· Determine if the applicant qualifies for the phusical requirements of the position and if not, to document any accommodation requirements
· To establish and record and baseline of the applicant’s health for the purpose of future insurance or compensation claims
· To reduce absenteeism and accidents by identifying any health issues or concerns that need to be addressed, including communicable diseases the applicant may not know about
· In Canada, we are not allowed to test for substance abuse, because it is considered a disability and we cannot discriminate against disability

The selection interview
· A procedure designed to predict future job performance on the basis of applicants’ oral response to oral inquires
· Meet objectives of both the interviewer and the interviewee 
Types of interviews
The structure of the interviews
· Unstructured interview: an unstructured, conversational-style interview. The interviewer pursues points of interest as they come up in response to questions; low reliability and validity
· Structured interviews: an interview following a set sequence of questions; answers are rated for appropriateness of content
· Mixed (semi-structured) interview: an interview format that combines the structured and unstructured techniques
The content of the interview
· Situational interview: a series of job-related questions that focus on how the candidate would behave in a given situation
· Intentions predict behaviour
· The behavioural interview/behavioural description interview (BDI): a series of job-related questions that focus on relevant past job-related behaviours
Administering the interview
· Interviews can be classified based on how they are administered: one on one or by a panel of interviewers; sequentially or all at once; and computerized, videotaped, or conducted entirely in person
· In a sequential interview the applicant is interviewed by several persons in sequence before a selection decision is made
· Unstructured sequential interview: each interviewer may look at the applicant from his or her own point of view, ask different questions, and form an independent opinion of the candidate
· Structured sequential –each interviewer rates the candidate on a standard evaluation form, and the ratings are compared before the hiring decision is mad
· Panel interview: an interview in which a group of interviewers questions the applicant
· Advantages of a panel interview are accurate info, varying questions depending on the expertise of the person, minimized time and travel accommodation expenses as each interviewee only attends one interview; reduced likelihood of human rights equity violations since an HR representative is present, less chance of errors
· Mass interview involves a panel simultaneoslu interviewing several candidates
Interviewing and the Law
· Cannot ask questions that violate the HR legislation directly or indirectly
· All interviewees must be treated in the same manner
· Cutting short an interview based on preconceived notions about the gender or race of the “ideal” candidate
· A keepful phrase to keep in mind when designing an interview questions is “This job requires..”
Common Interview Mistakes
· Poor Planning
· Snap Judgmenets
· Negative Emphasis-paying more attention to the negative rather than the positive info
· Halo Effect-a positive initial impression that distorts an interviewer’s rating of a candidate because subsequent information is judged with a positive bias
· Poor knowledge of the job
· Contrast (Candidate-Order) error-an error of judgement on the part of the interviewer because of interviewing one or more very good or very bad candidates just before the interview in question
· Influence of nonverbal behaviour
· Telegraphing-helping the applicants to respond correctly to the questions by implying the answers
· Too much/ too little talking- 30/70 rule: during a selection interview, encourage the candidate to speak 70% of the time and restrict the interviewer speaking to just 30% of the time
· Similar to me bias
Designing an Effective interview
· Semi structured interview is recommended, the focus should be on situational and behavioural questions
· First step is to decide who will be involved in the selection process and to develop selection criteria
· Second step: specify musts and wants and weight the wants
· Must criteria: requirements that are absolutely essential for the job, include a measurable standard of acceptability or are absolute, and can be screened initially on paoer
· Want criteria: those criteria that have been culled from the must list. They represent qualifications that cannot be screened on paper or are not readily measurable, as well as those that are highly desirable but not critical
· Third step: determine assessment strategies and develop an evaluation from
· Fourth step: develop interview questions to be asked of all candidates
· Job knowledge questions and worker requirement questions to gauge the applicant’s motivation and willingness to perform under prevailing working conditions, such as shift work or travel, should also be included
· Fifth step: develop candidate-specific questions
Conducting an effective interview
Planning the interview
· Agreement should be reached on the procedure that will be followed-all members on team may ask questions or one at a time, etc
Establishing rapport
· B e friendly and put the candidate at ease
Asking questions
· Ask questions in order and listen carefully, taking notes. Taking notes reduces the likelihood of forgetting important info , reduces the likelihood of making a snap judgmenet and helps prevent the halo effect, negative emphasis, candidate-order errors and helps ensure all candidates are assessed equally
Closing the interview
· The interviewee’s time to ask questions
Evaluating the candidate
· Rate performance by each panel member independently, based on a review of his or her notes

Background investigation and reference checking
Information to be verified
· Criminal record check, independent verification of educational qualifications, verification of at least five years employment, together with checks of three performance-related references from past supervisors
Obtaining written permission
Making reference checks more effective
· Use a structured form to ensure that important questions are not overlooked
· Use the references offered by the applicant as a source for other references who may know of the applicant’s performance
Providing references
· If comments are made in confidence for a public purpose, without malice, and are honestly believed, the defence of “qualified privilege” exists

Final steps in selection
Supervisory interview
· The immediate supervisor has the final say-he or she is the one who knows the job the best and can say if is comfortable working with the person; they are the one training them, if they don’t succeed they also have a repsonsibvility
· A realistic job preview (RJP): a strategy used to provide applicants with realistic information-both positive and negative-about the job demands, the organizaton’s expectations and the work environment

The hiring decision
· All information from the multiple selection techniques must be combined and the applicant who is the best fit with the selection criteria is identified-the immediate supervisor makes the decision
· Statistical strategy: a more objective technique used to determine to whom the job should be offered that involves identifying the most valid predictors and weighting them through statistical methods, such as multiple regression
Candidate notification
· The initial offer is made by the phone bur a written employment offer must follow that clearly specifies the important terms and conditions of employment, such as starting date, starting salary, probation period, etc.
· The chosen person must be given a reasonable amount of time to think about the offer

Chapter 8
Orientation and Training
Purpose of Orientation Programs
· Employee orientation: a procedure for providing new employees with basic background information about the firm and the job
· The essence of orientation is to introduce people to the culture, give them a common bond, teach the importance of teamwork in the workplace and provide the tools and information to be successful
· Socialization: the ongoing process of instillinf in all employees the prevailing attitudes, standards, values and patterns of behaviour that are expected by the organization
· Reality shock: the state that results from the discrepancy between what the new employee expects from his or her new job and the realities of it
· Sitting down and establishing work goals, so performance is measured easily, leads to reduced turnover, morale, fewer employee grievances 
Content of Orientation programs
· Handbook that covers everything from culture and history to work regulations and policies
· Tour of the company facilities and introduction to the co workers
· Explanation of the job procedures, duties and responsibilities
· Summary of training to be received-when and why
· Explanation of performance appraisal criteria and estimated time to achieve full productivity

Responsibility for Orientation
· Usually starts off with the HR specialist explaining matters like hours and vacations, introducing the person to co workers, following up to see if there are any reminaing questions
Special Orientation Situations
Diverse Workforce
· Workers from a diverse background should be made aware that some co workers may react differently and also should be told what is legal or illegal
Mergers and Acquisitons
· Employees hired into a newly merged company need to receive info about the details of the merger or acquisition as a part of the information on company history
· Present the new organizational values and beliefs in order to reinforce corporate culture
Union versus non-union employees
· Unionized positions need to be provided with a copy of the collective agreement and be told which info relates specifically to their particular job; introduce them to their union steward, have payroll deduction of union dues explained, and be informed of the names of union executive memevers
Multi-location organizations
· New employees in a multi-location company need to be made aware of where the other locations are and what business functions are performed in each location

Problems with Orientation Programs
· Too much info in a small time
· Little or no orientation is provided
· Too broad info or too detailed
Evaluation of orientation programs
· Three approaches to evaluating orientation programs:
· Employee reaction
· Socialization effect
· Cost/benefit analysis: compare orientation costs and benefits of orientation
Executive Integration
· Can take a long time because they are usually factors of change and everyone expects them to know everything on the first day because they are professionals but actually integration may take months
· Key aspects of the integration process include:
· Identifying position specifications
· Realistic info and support to reality shock
· Assessing each candidate’s previous record at making organizational transitions
· Announcing the hiring with enthusiasm
· Stressing the importance of listening as well as demonstrating competency, and promoting more time spent talking with the boss
· Assisting new executives who are balancing their work to change cultural norms while they semselves are part of the culture itself
The training process
· Training: the process of teaching employees the basic skills competencies that they need to perform their jobs
· Development is training of a long term nature, preparing employees for future jobs with the org
· Training helps to be competent, skills, employee commitment ,e tc
Training and learning
· People have 3 main learning styles: auditory, visual, kinaesthetic (whole body experience)
· First, it is easier to remember material that is meaningful
· Second, make sure that it is easy to transfer new skills and behaviours from training site to the job site
· Third, motivate the trainee
· Fourth, effectively prepare the trainee
Legal Aspects of training
· The program  might turn out to be unfairly discriminatory
· Negligent training: occurs when an employer fails to train adequately and an employee subsequently harms a third part
· Precautions include:
· Confirming claims of skills and experience for all applicants
· Reducing the risk of harm by extensively training employees who work with dangerous equipment, etc
· Ensuring that the training includes procedures to protect third parties’ health and safety
· Evaluating the training activity to determine its effectiveness in reducing negligence risks

The five step training process
· Step 1: Need analysis: develop specific, measurable knowledge and performance objectives
· Step 2: instructional design: the actual content of the training program is complied and produced, including workbooks, exercises and activitites
· Step 3: Validation: the bugs are worked out of the training program, presenting it to a small representative audience
· Step 4: Implementation
· Step 5: evaluation and follow up : assessed through reaction, learning, behaviour and results
Step 1: Traning Needs Analysis
· What the job entails, brak it into subtasks
· Task analysis: a detailed study of a job to identify the skills and competencies it requires so that an appropriate training program can be instituted
· Performance analysis: verifying that there is a performance deficiency and determining whether that deficiency should be rectigied through training or through some other means 
Task Analysis: Assessing the Training needs of the new Employees
Task Analysis record form
· Contains six types of information:
· Column 1, Task List-The job’s main tasks and subtasks
· Column 2, When and How Often Performed-the frequency with which the task and subtasks are performed is indicated
· Column 3, Quantity and Quality of Performance- the standards of performance for each task and subtask are described in measurable terms
· Column 4, Conditions under Which Performed
· Column 5, Competencies and Specific Knowledge required
· Column 6, Where Best Leardned-on or off the job
Performance analysis: determining the training needs of current employees
· Verifying whether there is a significant performance deficiency and if so, determining whether that deficiency should be rectified through training or some other means
· Appraise the employee’s performance, compare it to what it should be before you improve it
· Distinguishing between can’t do and won’t do problems 
Training Objectives
· Timely and measurable, benchmark for the efforts of the trainer and trainee and performance evaluation, must be accomplished within org’s training budget
Step 2: Instructional Design
Traditional Training Techniques
On the job training
· Having the person learn the job by actually performing it 
· It is inexpensive, no need for expensive off-job facilities, facilitates learning and quick feedback
Apprenticeship Training
· Involves having the learner study under te tutelage of a master craftsperson 
Informal Learning
· Day to day unplanned interactions between the new worker and his or her colleagues , any learning that occurs in which the learning process is not determined or designed by the organization
Job Instruction training
· The listing of each job’s basic tasks, along with key points, in order to provide step by step training for employees
· The steps who what is to be done, the key points show how i is to be done and why
Lectures
Audiovisual Techniques
· Use them in the following situations:
· When there is a need to illustrate how a certain sequence should be ollowed over time
· When there is a need to expose trainees to events not easily demonstrable in live lectures
· When the training is going to be used organization-wide
· Three options when it comes to audivosual material: buying an existing product, making one or using a production company
· Videoconferencing: connecting two or more distant groups by using audiovisual equipment
Programmed Learning
· A systematic method for teaching job skills that involves presenting questions or facts, allowing the person to respond and giving the learner immediate feedback on the accuracy of his or her answers
· Reduces training time by 1/3rd, faciliatets learning
Vestibule or simulated training
· Training employees on special off the job equipment, as in airplane pilot training, whereby training costs and hazards can be reduced
E-learning
· Delivery and administraton of learning opportunities and support via computer, networked, and web-based technology, to enhance employee performance and development
· Requires good instructional design, motivate learners by describing the benefits they will gain from the training, providing content designed to the learner’s specific needs, and offering interactivity such as application of the material to common problems in the context of the learner’s workplace an intrinsic feedback
· Involves high levels of human interaction; There are 3 major types of e-learning:
Computer based training
· The trainee uses a computer based system interactively increase his or her knowledge or skills; presents trainees with integrated computerized simulations and the use of multimedia
· Simulate role play situations designed to teach behavioural skills and emotional intelligence
Online training
· Learner content management systems have been developed to deliver personalized content in small chunks or nuggets of learning, 
Electronic performance support systems (EPSS)
· Computer based job aids, or sets of computerized tools and displays that automate training, documentation and phone sypport

Steps 3 and 4: Validation and Implementation
· To ensure the program will accomplish its objectives, it is necessary to conduct a pilot study, or run through with a representative group of trainees
· Once validated, it is easy to be implemented by professional trainers
Step 5: evaluation of training
· Transfer of training: application of the skills acquired during the training program into the work environment, and the maintainance of these skills over time
· Before training , potential trainees can be assessed on their level of ability, aptitude and motivation regarding the skill to be taught, and those with higher levels can be selected for the training prigram
· During the training, provide frequent feedback, opportunities for practice and positive reinforcement
· After completing the training, the program should be evaluated to see how well its objectives have been met and the extent to which transfer of training has occurred
· Two basic issues to address when evaluating a training program –the design of the evaluation study and the training effect to be measured
· Controlled experimentation: formal methods for testing the effectiveness of a training program, preferably with a control group and with tests before and after training
Training effects to measure
· Reaction
· Learning
· Behaviour
· Results
· Consider that there are usually only modest correlations among the four types of training criteria 
Training for special purposes
Literacy and Essential Skills Training
· There was a similar link between literacy and higher earnings, particularly for women
· Test of Workplace Essential Skills (TOWES)
· Enhanced Language Training (ELT)
Diversity training
· Two broad approaches to diversity training are cross cultural communication training and cultural sensitivity training
Customer Service Training
· Train employees to have excellent product knowledge and treat the company’s customers in a courteous and hospitable manner
· The Retail Council of Canada offers a national customer service certification program for retail sales associates and retail first level managers, based on national occupational standards and essential skills profiles for each group
Training for teamwork
· Some firms use outdoor training such as Outward Bound program to build teamwork
Training for first time supervisors
· Generation diversity presents a challenge to today;s younger bosses
· Formal training is required and higher-level managers need to coach, mentor and provide performance feedback to new young supervisors
Training for Global Business
· Special global training programs, for avoiding lost business because of cultural insensitivity, improving job satisfaction and retention of overseas staff and enabling a newly assigned employee to communicate with colleagues abroad
· Four critical competencies to succeed in the global economy:
· Personal literacy-understanding and valuing oneseld
· Social literac-engaging and challenging other people
· Business literacy-focusing and mobilizing the business
· Cultural literacy- understanding and leveraging cultural differences




















