CHAPTER OPENING PROFILE
Certes Financial Pros (Text pages 240-241)
Businesses today face a critical employment problem. In order to respond to the ups and downs of the global and local economy, firms need a flexible workforce made up of people who can come and go. Certes Financial Pros finds financial professionals to fit these flexible work environments. Karen Oman, founder and president, likes the motto “We work to live, not live to work,” and it captures the spirit of her company. In an industry with a turnover rate of over 400%, Certes boasts a turnover of just 25%.
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I.
Introduction to HRM


A.
Human resources are one of the most valuable assets that any company has.


B.
HRM challenges include:



 
1.
determining how many people are needed;


 
2.
executing hiring and training; 


 
3.
compensating them correctly;


 
4.
evaluating employees in an unbiased manner;



5.
ensuring that employee schedules are appropriate.


C.
Above all, HR managers ensure employees are treated fairly and consistently.
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II.
The Human Resource Process


A.
HUMAN RESOURCE MANAGEMENT is the process of determining human resource needs and then recruiting, selecting, training and developing, compensating, appraising, and scheduling employees to achieve organizational goals.


 
1.
HR departments are involved in the legal aspects of employment and motivating people.


 
2.
They are also involved in outsourcing decisions about which, if any jobs can be performed overseas, and who may have to be laid off.


B.
Determining Human Resource Needs


 
1.
All management begins with planning.


 
2.
Steps in human resource planning:


 

a.
Prepare a human resource inventory of the organization’s employees;


 

b.
Prepare a job analysis.





i.
A JOB ANALYSIS is a study of what is done by employees who hold various job titles.





ii.
The results of the job analysis are two written statements.





iii.
A JOB DESCRIPTION specifies the objectives of a job, the type of work to be done, the responsibilities and duties, the working conditions, and the relationship of the job to other functions.





iv.
JOB SPECIFICATIONS are written summaries of the minimum qualifications (education, skills, etc.) required of workers to do a particular job.


 

c.
Assess future human resource demand: HR managers must be proactive to anticipate future needs of their organizations.


 

d.
Assess future supply in a constantly changing labor market.


 

e.
Establish a strategic plan addressing recruiting, selecting, training and developing, appraising, compensating, and scheduling the labor force.


C.
Recruiting from a Diverse Population
Learning objective 1
Understand how human resource managers recruit and select employees. (Text pages 245-250)



 
1.
RECRUITMENT is the set of activities used to obtain a sufficient number of the right people at the right time; its purpose is to select those who best meet the needs of the organization.


 
2.
Recruiting is difficult for several reasons:


 

a.
Some organizations have policies that demand promotion from within, operate under union regulations, or offer low wages.


 

b.
It is important to hire skilled people who also fit in with the culture.


 

c.
People with the necessary skills may not be available inside the organization and must be hired and then trained.


 

d.
The geographic area of the business can make recruitment difficulty.



 

e.
Globalization makes recruiting more complex because customs and cultures are different.



 
3.
Human resource managers have many potential sources.


 

a.
internal candidates are employees who are already within the firm.






i.
Internal sources are usually less expensive.





ii.
Hiring from within helps maintain employee morale.


 

b.
When it isn’t possible to find qualified workers within the company, HR managers must use external recruitment sources.





i.
External candidates are people who are not currently working within the company.





ii.
Sources include online or print ads, public and private employment agencies, walk-in applications, and so on.


 

c.
Recruiting qualified workers may be particularly difficult for small businesses.


D.
Selecting Employees


 
1.
SELECTION is the process of gathering information and deciding who should be hired, under legal guidelines, in the best interests of the individual and the organization.


 

a.
The selection process is a key element in human resource management.


 

b.
Selection expenses can cost one and one-half of an employee’s annual salary.



 
2.
Steps of the selection process:


 

a.
Obtain complete application form





i.
Legal guidelines limit the kinds of questions that may appear on an application form.





ii.
Allowed information includes the applicant’s educational background, past work experience, career objectives, and other qualifications.





iii.
Many large organizations use an artificial intelligence program, Smart Assessment, to screen applicants.


 

b.
Conduct initial and follow-up interviews





i.
A human resource department staff member often screens applicants in a first interview.





ii.
Potential employees are then interviewed by the manager who will supervise the new employee.





iii.
Mistakes, such as not asking the right questions, can creep in here.



 

c.
Give employment tests





i.
Some organizations continue to use tests to measure basic competencies in specific job skills, although testing has been severely criticized.





ii.
It is important that the assessments be directly related to the job.


 

d.
Conduct background investigations 





i.
Checking backgrounds helps determine which candidates are most likely to succeed in a given position.





ii.
Most organizations investigate an applicant’s work record, school records, credit history, and references.






iii.
Websites such as PeopleWise streamline background checks.



 

e.
Obtain results from physical exams





i.
Medical tests cannot be given just to screen out individuals.





ii.
In some states, physical exams can be given only after an offer of employment has been accepted.





iii.
Pre-employment testing to detect drug or alcohol abuse is controversial.


 

f.
Establish trial (probationary) periods 





i.
Probationary periods, usually six months to a year, allow organizations to hire an employee conditionally.





ii.
After this period, the firm either permanently hires or discharges the employee on supervisor evaluations.






iii.
Probationary periods do not eliminate the high cost of turnover.



 
3.
The selection process is difficult but helps ensure that new employees meet requirements in all relevant areas.


 
4.
It may be more cost-effective to hire contingent workers when a company has a varying need for employees.


 

a.
CONTINGENT WORKERS are workers who do not have the expectation of regular, full-time employment.


 

b.
These include part-time workers, temporary workers, independent contractors, and interns.


	TEXT REFERENCE 

Real World Business Apps

(Box in text on page 243) 
Tyrone Walker, an employee in the HRM department, has researched the store’s HR needs for the coming year. He has found that a computer program will make tracking easier, but employees are uneasy about the tracking. He is now preparing a report for the HR vice president. 
TEXT FIGURE 8.1 

The Human Resource Management Process (Box in text on page 244) 
Bonus Case 8-1
Patagonia: Surf’s Up at Patagonia! (Video Case)

This bonus case ties in with the video available for use with this chapter. Patagonia is a firm with a passion—passion for making the best products possible, passion for making its employees happy, and a passion about the environment. See complete case, discussion questions, and suggested answers on page 8.65 of this manual.

PowerPoint 8-4
Determining HR Needs
(Refers to text pages 243-244)
TEXT FIGURE 8.2
Job Analysis (Box in text on page 245) 
critical thinking 

exercise 8-1

Expanding the Workforce

This exercise presents a human resource planning dilemma. (PPT 8-5 below can be used with this exercise.) Does the increased profit from a business expansion justify increased labor costs? (See complete exercise on page 8.57 of this manual.)
PowerPoint 8-5
Expanding the Work Force
This slide can be used with CTE 8-1 above. (Refers to text pages 243-244)
PowerPoint 8-6
Recruiting From a Diverse Population
(Refers to text pages 245-246)
Lecture link 8-1

Finding Google People

Google is scrambling to find enough people to support its rapid expansion. (See complete lecture link on page 8.40 of this manual.)
TEXT FIGURE 8.3
Employee Sources (Box in text on page 248) 
lecture link 8-2
Should You Hire a Former Employee?

Former employees sometime ask employers to hire them back. Is this a good idea? (See complete lecture link on page 8.41 of this manual.)
bonus internet

exercise 8-2
Job Search via the Internet

This Internet exercise explores online job search engines such as Monster.com. (See complete exercise on page 8.54 of this manual.)
PowerPoint 8-7
Selecting Employees
(Refers to text pages 247-250)
lecture link 8-3
Interview Blunders

In a survey, executives revealed some of the more unusual interviews they had conducted. (See complete lecture link on page 8.41 of this manual.)
bonus internet

exercise 8-1
Practicing Job Interviews

This Internet exercise directs students to the monster.com website’s sample interview page for practice handling interview questions. (See complete exercise on page 8.53 of this manual.)
lecture link 8-4A
Other Issues in Human Resource Management: Background Checks

Today’s heightened concerns for security coupled with improved technology means background checking has become more widely used. Do these checks violate applicants’ rights? (See complete lecture link on page 8.43 of this manual.)
Bonus Case 8-2
The Department Store 
Dilemma
What should a manager do when a bureaucratic snafu threatens to cause the termination of a valuable worker? (See complete case, discussion questions, and suggested answers on page 8.67 of this manual.)
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