ADM2337 – Midterm Review Study Guide
Chapter 1 & 2 – Introduction to HRM + Strategy and Human Resource Planning
· Be able to define offshoring and identify one of its key goals
· Offshoring (Global Sourcing) – shifting work to overseas locations
· Cost reduction is the key motivator for these type of decisions (saves 40% - 60% on labour costs)
· Be able to define outsourcing and identify one of its key goals
· Outsourcing – hiring outside the company to perform business processes instead of internal employees.
· Example = accounting firms take over financial services, advertising firms handle marketing
· Used so internal employees can focus on organization’s activities on what they do best
· Be able to identify each of the five forces in Michael Porter’s model
· Porter’s Five Forces Framework
· Customers – creating value for customers
· Rival Firms – who is the competition?
· New Entrants – new companies can sometimes enter an industry and compete well against established firms, and sometimes they cannot.
· To protect their position, companies establish barriers to keep new firms out
· Substitutes – biggest opportunity/threat is from substitute protects
· Suppliers – provide company with key inputs (raw materials, money, info, people)
· Be able to define and understand the topic of forecasting 
· Forecasting
· Forecasting Demand for Labour – predicting the number and types of people an organization needs to meet its objectives
· “How can this be done”  firm’s competitive strategy, technology, structure and productivity
· Trend analysis – qualitative approach to forecasting labour demand based on an organizational index (i.e. sales)
· Relies on a single factor to predict employment needs
· Advance methods combine several factors (i.e. interest rates, GNP, disable income, sales) to predict employment level
· Management Forecasts – a qualitative approach where the opinions of supervisors, department managers, experts or other knowledgeable about the organization’s future employment needs
· Delphi Technique – qualitative approach that attempts to decrease the subjectivity of forecasts by soliciting and summarizing the judgements of a preselected group
· Forecasting Supply of Labour – determine whether sufficient number and types of employees are available to staff the opening it anticipates having
· Staffing Tables – graphic representation of all organizational hob, along with the numbers of employees currently occupying those jobs and future (monthly/yearly) employment requirements 
· [image: ]Markov Analysis – a method for tracking the pattern of employee movements through various jobs
· Shows percentage and number of employees who remain in each of a firm’s jobs from one year to the next, as well as proportion for those promoted, demoted or transferred 
· Quality of Fill – metric designed to assess how well new hires are performing on the job
· Quality of Hire = (PR + HP + HR) / N
· PR = Average job performance rating of new hires
· HP = % of new hires reaching acceptable productivity with acceptable time frame
· HR = % of new hires retained after one year
· N = number of indicator
· Example:
· PR = Average 3.5 on a 5.0 scale = 70%
· HP = Of 100 hires made one year ago, 75 are meeting acceptable productivity levels = 75%
· HR = 20% turnover = 80% HR
· N = 3
· Quality of Hire = (70 + 75 + 80) / 3 = 75
· Skill Inventories – files of personnel education, experience, interests, and skills that allow managers to quickly match job openings with employee backgrounds
· Well prepared allows an organization to quickly match forthcoming job openings and employee backgrounds
· Management inventories – data gathered on managers 
· Replacement Charts – listings of current jobholders and people who are potential replacements if an opening occurs
· Succession planning – the process of identifying, developing, and tracking talented individuals so that they can eventually assume top-level positions
· Human Capital Readiness – the process of evaluating the availability of critical talent in a company and comparing it to the firm’s supply
· Balancing Supply and Demand Considerations 
Chapter 3: Equity and Diversity in HRM
· Understand the differences between pay equity and pay equality; be able to give an example of each
· Pay equality – equal pay for equal work
· Example: female cashier should be paid the same as a male cashier
· Pay equity – fair pay for entire occupations, which are dissimilar, within an organization
· Example: Comparing nurses (as a group) to electricians 
· Be able to define diversity management
· Diversity management – voluntary optimization of an organization’s multicultural workforce to reach business objectives
· Broader, more inclusive concept, encompassing factors (i.e. religion, personality, lifestyle and education)
· Moral issues and economic need surrounding diversity
· Be able to define employment equity
· Employment Equity – the employment of individuals in a fair and nonbiased manner
· Be able to explain what a “BFOR” is and provide an example + Be able to define “undue hardship”
· Bona Fide Occupational Qualification/Requirement (BFOR) – a justifiable reason for discrimination based on business reasons of safety or effectiveness
· Used when it is not possible to accommodate the employee without causing undue hardship
· Undue Hardship: refers to a point where financial cost or health & safety risk make accommodation impossible 
· Be able to distinguish between the different types of discrimination that we discussed in class and/or that were covered in your book
· Systemic vs. Intentional Discrimination
· Systemic – employment criteria that have the effect of discriminating on prohibited grounds but are NOT used with the intent to discriminate 
· Policies or practices (e.g. height requirements) 
· Intentional – deliberate use of race, religion/other prohibited criteria in employment decisions 
· Identify each of the four components that help to make an effective anti-harassment policy in the workplace
· 
Chapter 4: Job Analysis & Work Design
· Understand the differences between job descriptions and job specifications
· Job Descriptions – a written description of a job and the types of duties it includes
· Job title 
· Physical importance as it provides a status to the employee
· Should provide some indication of what the duties entail
· Job specification
· Includes department location, person to report to and the date the job description was last revised
· Covers (1) the skill required to perform the job and (2) the physical demands the job has
· Job duties
· Should include interpersonal skills or key competencies necessary for job success
· Understand and be able to explain how job descriptions and job specifications are developed
· 
· Be able to define and explain the differences between job enlargement and job enrichment
· Job enrichment – enhancing a job by adding more meaningful tasks and duties to make the work more rewarding or satisfying 
· May be accomplished by increasing the autonomy and responsibility of employees
· Vertical expansion within a company
· Requires employees to attain and utilize some specialized higher skills to perform the job
· Five factors to enrich jobs:
· Increasing level of difficulty and responsibility of the job
· Allowing employees to retain more authority and control over work outcomes
· Providing unit or individual job performance reports direct to employees
· Adding new tasks to the job that require training and growth
· Assigning individuals specific tasks, enabling them to use competencies/skills
· Job Enlargement – an increase in job tasks and responsibilities to make a position more challenging
· This is to deter boredom employees may face from performing redundant tasks
· Change in daily activities can increase productivity and morale
· Horizontal expansion within a company
· No new skills or knowledge is needed
· Be able to identify and describe a scenario in which job enlargement would be beneficial
· Small companies may not have as many opportunities for promotions, so they try to motivate employees through job enlargement.
· Be able to identify and describe a scenario in which job enrichment would be beneficial
· Customer service 
· Performs better when given a certain amount of authority by empowering them to make decisions on the spot instead of continuously asking for confirmation from management 
· Be able to describe at least two types of job analysis, how they are performed and their end product
· Approaches to Job Analysis
· The Position Analysis Questionnaire System 
· Position Analysis Questionnaire (PAQ) – covering 194 different tasks that, by a five-point scale, seeks to determine the degree to which different tasks are involved in a job
· Critical Incident Method 
· Task Inventory Analysis – organization-specific list of tasks and their descriptions used as a basis to identify components of jobs
· Goal is to produce a list of task statements that are applicable to all jobs
· Competency-based Analysis – relies on building job profiles that look at responsibilities and activities of job and worker competencies necessary to accomplish them
· Objective is to identify KEY competencies for organization success (i.e. interpersonal communication skills. Decision making ability, conflict resolution skills, adaptability or self-motivation are examples) 
· Assumes a static job environment; where jobs remain relatively stable apart from incumbents who might hold these jobs
· Discounts technological advances
· Dynamic environment where job demands rapidly change, obsolete job analysis information simply hinders an organization’s ability to adapt to change 
· Be able to explain how job analysis tends to differ from competency modeling 
· Job analysis – the process of obtaining information about jobs by determining the duties, tasks, or activities of jobs
· Ultimate purpose is to improve organizational performance & the functions for which it is used
· Competency Modeling – the identification, definition and measurement of the KSAOs needed to successfully perform on the job 
Chapter 5: Recruitment
· Be able to identify and describe at least five different methods of recruitment
· Recruiting Internally
· Internal Job Postings
· Performance Appraisals 
· 9-box grid – a comparative diagram that includes appraisal and assessment data to allow managers to easily see an employee’s actual and potential performance 
· Skill inventories 
· Used to help track an employee’s education, past work experience, vocational interests, specific abilities and skills, compensation history, and job tenure to see how they can best be used
· Recruiting Externally
· Advertisements
· Walk-Ins/Unsolicited Applications/Resumes 
· The Internet/Social Networking/Mobile Recruiting 
· Software developers created talent search software, which can be customized to search the Web for valuable but passive job candidates; people who are not looking for jobs but could be
· Inexpensive way to recruit people compared to other methods
· Some are less likely to be “wired”, thus, indirectly discriminated against (i.e. elderly)
· Job Fairs
· Good way to cast a wide net for diverse applicants in certain regions
· Employee Referrals 
· Recruitment efforts aided by employee referrals/recommendations from the firm’s current employees about potential candidates 
· Negative factors:
· Possibility of corporate inbreeding
· Employees and their referrals tend to have similar backgrounds, employers who rely heavily on employee referrals to fill job opening may intentionally or unintentionally screen out, thereby discriminating against protected classes
· Occurs during the 3-stage Attraction-Selection-Attrition model
· Attraction = people with values similar to those in the organization are attracted to it and become employees
· Selection = employees then choose applicants similar to themselves
· Attrition = Employees who do not fit in leave
· Nepotism; hiring of relatives, can invite charges of favoritism 
· Normal in other cultures around the world
· Re-recruiting – the process of keeping track of and maintaining relationship with former employees to see if they would be willing to return to the firm
· Executive Search Firms 
· Often called head-hunters; public and private employment agencies that help job seekers find the right job
· Educational Institutions
· A source of young applicants with formal training, but relatively little full-time work experience 
· Technical and managerial positions, colleges/universities are the primary source
· Professional Associations
· Labour Unions – a principal source of applicants for blue-collar and some professional jobs
· Public Employment Agencies
· Employee Leasing – the process of dismissing employees who are then hired by a leading company (which handles all HR-related activities) and contracting with that company to lease back the employee
· Be able to describe the advantages and disadvantages of each different recruitment method
	Recruitment Method Types
	Advantages 
	Disadvantages 

	Advertisement 
	· Reaching large audience of possible applicants
	· Time consuming
· Requires creativity in terms of developing their design and message content
· Many unqualified applicants apply

	Job Fairs
	· Most effective approach
· Access to meet multiple employers at a time
· Immediate response
	· Many attracted applicants may not be qualified
· Only attracts applicants in a specific area
· Higher competition 

	Employee Referrals
	· Reduce time to hire and cost per hire
· Leads to more referrals
· Establishes trust between potential employee and the company before the first interview
	· Possibility of corporate inbreeding
· Nepotism; hiring of relatives, can invite charges of favoritism 


	Executive search firms
	· Cost-effectiveness
· Access to a global network of contacts
	· Higher costs
· Executive firms are “external”

	Employee leasing
	· Better advantages are obtainable for employees
· Companies can focus on other imperative functions
	· Lack of communication
· Less control over employees
· Employer only defines the hiring standards

	Internet Recruiting 
	· Immediate response
· Lower costs
· Fresh talent
· Greater reach
	· Lot of unnecessary traffic
· Negative comments for rejected applicants
· Candidates who do not have social media are at a disadvantages

	Performance appraisals 
	· Feedback (positive/negative)
· Clarifies expectations
· Increases motivation and productivity 
	· Creates negative experience
· Time consuming
· Waste of time if not done appropriately
· Stressful workplace


· Be able to explain the disadvantages and advantages of internal recruitment
	Advantages
	Disadvantages

	· Reduced time to hire
· Less costly
· Shortens onboarding times
· Strengthens employee engagement and productivity
	· Can create resentment among employees and managers 
· Leaves gap in existing workforce
· Limits pool of applicants
· Results in inflexible culture


· Be able to explain the disadvantages and advantages of external recruitment
	Advantages
	Disadvantages

	· Competitive spirit
· Generation of variety of ideas
· More qualified candidates
· Able to obtain employees from competitors 
	· Limited understanding about the company
· Time-consuming process
· Higher costs + risks
· Invited unsuitable applicants
· Internal disputes with existing employees


· Be able to explain what a realistic job preview is
· Realistic Job Previews (RJP) – informing applicants about all aspects of the job, including both its desirable and undesirable facets
· Informs applicants about all aspects of the job, including the desirable and undesirable facets
· May include a tour of a working area, combined with a discussion of any negative health/safety 
· Be able to explain how realistic job previews benefit job seekers
· Example from class (3-videos)
· These previews show job seekers what the job/organization truly is and how it is to work
· Be able to explain how realistic job previews benefit organizations
· Example from class (3-videos)
· Ensures that most applicants apply to the organization because they want to work for the organization
· Be able to explain the advantages and disadvantages of realistic job previews for both job seekers & organizations
	Advantages
	Disadvantages

	· Reduces voluntary turnover
· Saves time as applicants who apply are all good matches as they all fit with organization’s values, beliefs and goals
· Prevents inappropriate hires
· Results in less confusion and more commitment 
	· May lead to negative attitudes
· Does not focus on applicant expectancies
· If not updated as changes occur, can lead to misrepresentation of the organization


Chapter 6: Selection
· Be able to define construct validity
· Construct Validity – the extent to which a selection tool measures a theoretical construct or trait 
· Measurement requires showing that the psychological trait is related to satisfactory JP and that the test accurately measures the psychological trait 
· Be able to define criterion validity
· Criterion-Related Validity – the extent to which a selection tool predicts, or significantly correlates with, important elements of work behaviour
· How well person performs on a test is compare to their actual production records, supervisory ratings, training outcomes, & other measures of success that are appropriate to each type of job
· Two types of criterion-related validity include:
1. Concurrent Validity – the extent to which test scores (or other predictor information) match criterion data obtained at about the same time from current employees
2. Predictive Validity – the extent to which applicants’ test scores match criterion data obtained from those applicants/employees after they have been on the job for an indefinite period
· Regardless of the method used, cross-validation is essential
1. Cross-validation – verifying the results obtained from validation study by administering a test or test battery to a different sample (drawn from the same population) 
· Understand the difference between reliability and validity
· Reliability – degree to which interviews, tests, & other selection procedures yield comparable data over a period
· Example – unless interviews judge the capabilities of a group of applicants to be the same today as the y did yesterday, their judgements are unreliable (i.e. unstable)
· Refers to the extent to which two or more methods yield similar results or are consistent 
· Validity – the degree to which a test or selection procedure measures a person’s attributes
· Should be able to predict how well a person performs on a job
· Reasons for validating a procedure are:
· Validity is directly related to increases in employee productivity
· Employment equity regulations require valid selection procedures 
· Understand and be able to explain why inter-rater reliability is important in the selection process
· 
· Understand and be able to explain why test-retest reliability is important in the selection process
· 
· Understand and be able to explain why construct validity, content validity, and criterion/predictive validity are important in the selection process
· 
· Be able to describe the consequences of using a selection tool or method that is not valid or reliable
· 
· Be able to describe the consequences of using a selection tool that has content validity but lacks predictive validity
· 
· Be able to define face validity and describe why it is important
· 
· Be able to describe a behavioral description interview
· [bookmark: _GoBack]Behavioral Description (BDI) - An interview in which an applicant is asked question about what he/she did in a given situation 
· Be able to describe a situational interview
· Situational Interview - An interview in which an applicant is given a hypothetical incident and asked how he or she would respond to it. 
· Be able to explain how behavioral description interviews are different from (and similar to) situational interviews
· 
· Be able to identify some of the selection tests that are most predictive of job performance
· 
Chapter 7: Training & Development
· Be able to explain the disadvantages of failing to perform a needs assessment
· Teaching the right people the wrong skills
· Teaching the right skills to the wrong people
· Teaching the right skills the wrong way
· Identify and describe the four criterions we use to evaluate training. Explain the importance of each of the four criterions to evaluate training and provide an example of how you would evaluate a training program for a client and give an example of how you would evaluate the training – according to each of the four criterions
· Phase 4 – Evaluating the Training Program (Using the 4 criteria)
· Criteria 1 – Reactions – to assess participants’ reactions
· Indicating whether they enjoyed the training
· Give insights into the content and techniques they found most useful
· Positive reactions does not mean it was successful	
· Only successful when it translates into tangible, improved on-the-job performance based on the firm’s strategic goals 
· Criteria 2 – Learning – did participants’ learn anything
· The skill and knowledge levels of employees who have undergone a training program can be compared to those who have not.
· Criterion 3 – Behaviour
· Transfer of training – the effective application of principles learned to what is required on the job.
· To maximize this, several approaches are:
· Feature identical elements
· Conditions in the training come as close as possible to those on the job
· Focus on general principles, if necessary
· Trainees learn how to apply the main learning points to varying conditions on the job
· Establish a climate for transfer
· Need to encourage their managers to embrace the strategic changes their organizations are seeking to implement and reinforce and reward trainees for applying new skills/knowledge
· Give employees transfer strategies 
· Relapse Prevention Approach – teaches individuals how to anticipate & cope with the inevitable setback they will encounter back on the job
· Criterion 4 – Results and Return on Investment (ROI)
· Benefits can include higher revenues generated, increased productivity, improved quality, lower costs, more satisfied customers, higher job satisfaction, etc.
· ROI	=	Benefits of Training / Training Costs
· When ROI < 1, the cost of the program outweigh its benefits 
· When ROI > 1, the benefits outweigh the costs
· Be able to define a needs assessment and identify each of the three levels of a needs assessment and explain why each is important
· Phase 1 – Conducting the Needs Assessment 
· Organization Analysis – the examination of the environment, strategies and resources of the organization to determine where training emphasis  should be placed
· Involves closely examining a firm’s technological, financial and human resources available to conduct the training. 
· Technological changes (i.e. globalization, mergers and acquisitions, and restructuring are examples that necessitate training
· Economic and public policy issues influence corporate training needs
· Trends in workforce (i.e. demographic changes as elders train the new generation)
· Task Analysis – the process of determining what the content of a training program should be on the basis of a study of the tasks and duties involved in the job
· First step 	= list all the tasks or duties included in the job
· Second step 	= lists the steps performed by the employee to complete each tasks (i.e. the type of performance needed and the skills and knowledge necessary to completed)
· Competency assessment – analysis of the set of skills and knowledge needed for decision-oriented and knowledge-intensive jobs
· Person Analysis – determination of the specific individuals who need training and which do not.
· Performance appraisals can be used, but do not reveal why employees are not meeting firm expectations
· If performance deficiencies are due to ability problems rather than poor motivation or factors outside of the employer’s control, training is a good solution
· Be able to describe the differences between onboarding and orientation training
· Orientation – the formal process of familiarizing new employees with the organization, their jobs and work units
· Checklist for orientations:
· Introduction to other employees
· Outline of the training
· Expectations for attendance, conduct, and appearance
· The conditions of employment (i.e. hours and pay periods)
· Explanation of job duties, standards and appraisal criteria
· Safety regulations
· A list of the chain of command
· An explanation of organization’s purpose and strategic goals
· Some combine orientation with computer-based training
· Onboarding – process of systematically socializing new employees to help get “onboard” with an organization
· Mainly for new hires as they are at a high risk of quitting
· Many new hires quit due to culture shock
· To avoid this, companies make videos/podcasts available to new hires before they begin
· Be able to describe the advantages of onboarding
· Attract and retain top talent
· Engages employees early on
· Boosts business growth
· Builds trust and alignment 
· Decreases employee turnover  decreases hires to quit due to culture shock
· Be able to explain the major differences between training and development
· Training – a program organized by the organization to develop knowledge and skills in the employees as per the requirement of the job
· Short term oriented
· Job-specific
· Objective = to improve work performance of the employees
· Development – an organized activity in which the manpower of the organization learns and grows; it is a self-assessment act
· Long term oriented
· Career oriented
· Objective = to prepare employee for future challenges
Chapter 8: Performance Management
· Understand the consequences associated with failing to develop a strong performance evaluation system
· Be able to identify and describe at least three different types of rating errors that managers make when evaluating employee performance
· Horn error – occurs when a manager  focuses on one negative aspect about an employee and generalizes it into an overall poor evaluation
· Halo error – occurs during the evaluation process if raters do not have carefully developed description of the employee Behaviours being rated 
· Example: 2 pictures of 2 men, same age but one is taller and looks older than the other; who makes more money than the other
· Distributional error – occurs when a single rating is skewed toward an entire group of employees
· Error of central tendency – a performance rating error in which all employees are rated about average 
· Leniency/Strictness error – performance rating error in which the appraiser tends to give employees either unusually high/low ratings
· To reduce this error:
· Explain to rater that when you are looking at large groups of employees, you should generally expect to find significant differences among them
· Force Distribution – a performance ranking system whereby raters are required to place a certain percentage of employees into various performance categories
· Achieved using clearly defined characteristics or dimension of performance
· Providing meaningful descriptions of behaviour (anchors) 
· Temporal/Recency Error – a performance rating error in which the evaluation is based largely on the employee’s most recent behaviour rather than on behaviour throughout the evaluation period
· Contrast error – a performance rating error in which an employee’s evaluation is biased either upward or downward because of comparison with another employee just previously evaluated 
· Similar-to-me Error – a performance rating error in which an appraiser inflates the evaluation of an employee because of a mutual personal connection
· Be able to identify and explain the two main purposes of performance appraisal (according to your book)
· 
· Be able to identify and explain the third main purpose of performance appraisal (according to lecture)
· 
· Be able to explain why performance management is important
· 
· Be able to explain why performance appraisal is important
· 
· Understand & be able to explain the difference between performance management and performance appraisal
· 
· Be able to define criterion deficiency and explain why it is problematic for performance appraisal 
· 
· Understand what organizations can do to ensure that a performance evaluation process is legally defensible
· 
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