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CHAPTER 13

MANAGING HUMAN RESOURCES

1. Explain the strategic importance of managing human resources effectively.

2. Describe several important laws and government regulations that affect how organizations manage their human resources.

3. Explain the objective of human resources planning and describe how organizations respond to the unpredictability of future business needs.

4. Describe the hiring process.

5. Describe several types of training and development programs.

6. Describe several principles for improving the accuracy of managers’ appraisals of employee performance.

7. Describe the basic elements of a monetary compensation package.

Learning Objective 1: Explain the Strategic Importance of Managing Human Resources Effectively.

A. Human Resources Management

1. What is Human Resources Management (HRM)? 

a. a system of philosophies, policies, and practices that affect the behaviors of people who work for an organization

b. includes activities related to 

· hiring

· training and development

· performance review and evaluation

· compensation

B. Gaining and Sustaining Competitive Advantage

1. Three Conditions Must Be Met

a. employees who add value

· knowledge, feelings, and behavior can predict financial performance

· satisfied employees result in satisfied customers

b. employees who are rare

· being an employer of choice enables organizations to get the best talent

c. an approach that can’t be copied

· approaches that have evolved over a long period of time and are firm-specific are the most difficult to copy

C. Bottom Line Consequences

1. Investments in Human Resource Activities

a. difficult to estimate value

2. Reputation of the Company

b. used by investors to value a company’s human resources

D. Social Value

1. Managing Human Resources has Social Consequences

a. companies are judged by how well they treat their employees

b. best companies use fairness to develop trust

2. Government Regulations

a. exist to protect workers from unfair and potentially harmful HRM practices

Learning Objective 2: Describe Several Important Laws and Government Regulations That Affect How Organizations Manage Their Human Resources.
A. Equal Employment Opportunity (EEO)

1. What is Equal Employment Opportunity?

a. basic principle 

· to ensure that job applicants and employees are judged solely on characteristics related to work 

2. Title VII of the Civil Rights Act of 1964

a. original act prohibited discrimination by employers, employment agencies, and unions

· based on race, color, religion, sex, or national origin

b. employers can’t use information about these personal characteristics 

· when making employment decisions 

· e.g., hiring, firing, promotions, training, raises

c. Equal Employment Opportunity Commission (EEOC) 

· monitors and enforces compliance with EEO laws

· non-compliance exposes a company to lawsuits 

3. EEO in the Global Arena

a. requires a commitment to the principles of equal opportunity

b. challenging due to differences in discrimination laws in different countries

B. Compensation and Benefits

1. Fair Labor Standards Act (1938)

a. specifies a national minimum wage rate and requires payment for overtime work by covered employees

2. Equal Pay Act (1963)

a. requires men and women to be paid equally when they are doing equal work in the same organization

· refers to equal skill, effort, responsibility and working conditions

b. comparable worth

· state legislation requiring employers to assess the worth of all jobs and ensure that people doing jobs of comparable worth are paid similarly

Learning Objective 3: Explain the Objective of Human Resources Planning and Describe How Organizations Respond to the Unpredictability of Future Business Needs.
A. Human Resources Planning

1. What is Human Resources Planning?

a. involves forecasting the organization’s HR needs and developing the steps to be taken to meet them

· tied directly to strategic planning

b. two tasks 

· determining future human resource needs 

· developing a strategy to meet those needs 

2. Contingent Workers

a. employees who are hired by companies for specific tasks or short periods of time with the understanding that their employment may be ended at any time

· includes part-timers, freelancers, subcontractors, independent professionals

· about 8 percent of U.S. workforce

3. Layoffs

a. reductions of workforce during business downturns

· may be 5, 10, or even 15 percent of workforce

· most recently hired or poorest performers

b. used as a quick cost-cutting measure

· usually create problems of rehiring within a year or less

c. long-term consequences are difficult to quantify

· may have to offer higher pay to rehire

· rehired employees less loyal to company

4. Competency Inventories

a. detailed file maintained for each employee 

· lists education level, training, experience, length of service, current job title, salary, and performance history

· assessments of employee’s competency levels in terms of the factors included in the competency model used in the text

b. purpose of competency models 

· to keep track of the talent in the organization so it can be nurtured and used effectively 

c. many organizations use computerized human resource information systems for storage and easy retrieval of such vital job-related information

Learning Objective 4: Describe the Hiring Process.

A. Hiring
1. Hiring Process 

a. includes activities related to

· the recruitment of applicants to fill open positions in an organization

· the selection of the best applicants for a position

b. stimulated by vacancies in the organization

· employees moving within the organization or leaving the organization

B. Recruitment
1. Recruitment Process

a. searching for people to fill vacant positions

b. found from both inside and outside the organization

2. Electronic and Other Media

a. company Web sites

3. Job Postings

a. prominently display current job openings to all employees in an organization

· cork and electronic bulletin boards

· contain job descriptions, competencies needed, sometimes compensation and performance standards information

4. Employee Referrals

a. when current employees inform people they know about openings and encourage them to apply

· usually result in the highest one-year retention rates

· employees provide a balanced view of organizational life

· employees recruit those who are similar to themselves in interests and motivation

C. Selection
1. Employee Selection

a. deciding which candidate should be hired and for which positions

b. sources of information:

· résumés, reference checks, interviews, tests

2. Résumés

a. a well-written résumé 

· is clear, concise, and easy to read and understand

b. it gives 

· personal data, career objectives, and education 

· work experience

· descriptions of relevant competencies, activities, and personal information

· names, addresses, and telephone numbers of references

c. many companies now accept electronic résumés

· submitted over the Internet

· may be scanned and searched electronically

3. Reference Checks

a. many employers check educational qualifications

· including schools attended, major(s), degrees awarded

b. work experience is more difficult to check 

· employers often are reluctant to provide evaluations of former employees

· liability concerns 

· former employers have been successfully sued by those who were given bad references

· by law, employers are required to provide only job title and dates of employment 

4. Interviews

a. don’t always predict on-the-job performance accurately

b. interviewers tend to decide about a person early in the interview 

· then seek information to support that decision

· early impressions are often erroneous

c. situational interviews 

· a manager or human resource profession role plays a situation the applicant could face on the job

· scored by observers 

5. Tests

a. cognitive ability tests

· measure general intelligence

· verbal, numerical, and reasoning ability, and the like

· have proved to be relatively successful in predicting which applicants are qualified for certain jobs

b. personality tests 

· assess unique blend of characteristics that define an individual

· extraversion tests are good tests for sales jobs

· extraverts tend to be talkative, good-natured, and gregarious

· conscientiousness test is a good predictor of high performance

· conscientious people have strong sense of purpose, obligation, and persistence

c. performance tests

· require candidate to perform simulations of actual job tasks 

· e.g., a code-writing test for computer programmers

Learning Objective 5: Describe Several Types of Training and Development Programs.

A. Training and Development

1. Training

a. activities that help employees overcome limitations and improve performance in their current jobs

2. Development

a. practices that help employees gain the competencies they will need in the future in order to advance their careers

B. Orientation Training

1. What is Orientation?

a. formally or informally introduces new employees to

· their job responsibilities

· their coworkers

· the organization’s policies

2. Helpful for People from Different Cultures or Countries 

a. helps the adjust to company and society

b. shows cultural differences

c. introduces skills and acclimates to community 

C. Basic Skills Training

1. Simple Task Training

a. reading, writing, arithmetic, and problem solving 

· enables employees to do their current jobs more effectively and safely

b. organizations spend large sums of money on remedial training for employees 

· enables employees to deal with new technologies

D. E-Learning

1. Training Using Web-Based Technology

a. allows employees to develop their skills at their own pace and at a convenient time 

E. Team Training

1. Changes Often Drive Team Training

a. downsizing, mergers, redesigning processes, and developing new approaches means jobs change

b. training and development helps employees adjust to changes

c. training programs seek to enhance teamwork competency 

F. Career Development

1. Improving Competencies for Future Jobs

a. training is based on analysis of strengths and developmental needs

b. many large companies have training “universities”

c. management training

· preparation for upper level management

G. One-on-One Mentoring and Coaching

1. Mentoring

a. occurs when an established employee guides the development of a less experienced worker, or protégé

b. can increase employees’ competencies, achievement, and understanding of the organization

2. Coaching

a. typically for high-level executives and other employees in visible or unique jobs

b. an expert observes the employee on the job over a period of weeks or months and provides feedback and guidance on how to improve

Learning Objective 6: Describe Several Principles for Improving the Accuracy of Managers’ Appraisals of Employee Performance.
A. Performance Appraisal and Feedback

1. What is Performance Appraisal?

a. formal, structured system for evaluating an employee’s job performance

· determining ways to improve employee’s job performance

2. Uses of Performance Appraisal Results

a. performance feedback sessions

· managers and subordinates meet to exchange performance information and discuss how to improve future performance

b. supervisors have to communicate results

c. subordinates must seek honest feedback and use it to improve performance

3. Performance Appraisal Accuracy

a. accurate assessment of employee performance is very difficult

b. rating scale format

· performance ratings tend to be more accurate when the rating scales are precise

c. memory aids

· regularly record behaviors or outcomes that relate to employees’ performance

d. rater training

· training that focuses on improving the observation skills of raters

e. rewards

· base salary increases, promotions, and assignments to key positions partly on performance as a rater

f. multiple raters

· 360-degree appraisal includes assessments from supervisors, subordinates, peers, customers, and the employee

· helps overcome errors and biases of individual raters

4. Performance Appraisals for Teams

a. fraught with challenges

· fear of disrupting the team by creating conflict or hurting feelings

· proper method of providing feedback

· Who delivers it?

· How is it delivered?

· Who should be involved in feedback sessions?

Learning Objective 7:  Describe the Basic Elements of a Monetary Compensation Package.
A. Compensation
1. Nonmonetary Compensation

a. includes many forms of social and psychological rewards

· recognition and respect from others

· opportunities for self-development 

2. Monetary Compensation

a. direct payments and indirect payments

· direct payments may include salary, wages, and bonuses

· indirect payments (benefits) may include covering cost of insurance

b. two objectives

· attracting and retaining the talent required for a sustainable competitive advantage

· maximizing productivity

3. Importance of Pay Fairness

a. what people believe they deserve to be paid in relation to what others deserve to be paid

· pay must be seen as externally competitive to attract talent

· pay must be seen as internally fair to keep talent

b. employees consider three components

· base pay

· incentive pay

· benefits

c. base pay

· guaranteed pay offered for a job

· should be on par with or above market average

d. incentive pay

· monetary compensation linked to the level of performance exhibited by employees

· e.g., commissions, bonuses, profit sharing, gainsharing

· intended to encourage superior performance and improve organizational productivity

e. benefits

· generally defined as in-kind payments or services provided to employees for membership in the organization

· e.g., health insurance, unemployment insurance, retirement plans

· pay for time not worked

· e.g., vacation, sick days, breaks during workday

· some required by law

· Social Security, unemployment compensation, workers’ compensation
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