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CHAPTER 1 
Strategy is the formulation of organizational missions, goals, objectives, as well as action plans for achievement that explicitly recognize the competition and the impact of outside environmental forces; a declaration of intent; is the plan for how the organization intends to achieve its goals; both a purpose and a plan; rational process in which ends are defined in measurable terms and resources are allocated to achieving those ends  

Descriptions of strategy 
-strategic intent: a tangible corporate goal, a point of view about the competitive positions a company hopes to build over a decade
-strategic planning: the systematic determination of goals and the plans to achieve them; thinking about the future; dynamic process, moving shifting, and evolving as conditions warrant changes  
-strategy formation: the entire process of conceptualizing the mission of an organization, identifying the strategy, and developing long range performance goals
-strategy implementation: those activities that employees and managers of an organization undertake to enact the strategic plan, to achieve the performance goals 
-objectives: the end, the goals
-plans: the product of strategy, the means to the end
-strategic plan: a written statement that outlines the future goals of an organization, including long term performance goals 
-policies: broad guidelines to action which establish the parameters or rules 

5 Ps of strategy by Mintzburg: 
-plan: an intended course of action a firm has selected to deal with a situation 
-purpose: a consistent stream of actions that sometimes are a deliberate plan sometimes the result of emergent actions based on reaction to environmental changes or shifting of assumptions 
-ploy: a specific manoeuvre at the tactical level with a short time horizon 
-position: the location of an organization relative to its competitors and other environmental factors   
-perspective: the gestalt or personality of the organization 

The reality of the strategic process
-intended strategy: the agreed upon strategy arrived at through the formal planning process; formulated at the beginning of the period; formulated plan  
-emergent strategy: logical incrementalism; a new strategy that is created from new ideas and conditions; subtly redirecting strategy to accommodate these changes; rather than calling for a straight path to the goal this strategy calls for a series of actions to react to changes in competitor actions or new legislation; can look like a dramatic revolutionary change to those on the outside but to those on the inside the strategy has been incrementally implemented; firms can wait passively for these changes to occur and then react or they can anticipate these moves and adopt a proactive stance  
-discarded strategy: a strategy that is deemed inappropriate due to changing circumstances 
-realized strategy: the strategy that is executed representing some planning and some emergent strategy; what actually happened; the implemented plan  

Strategic types 
-corporate strategies: are focused on the overall strategy for the company and its businesses or interests; these strategies are usually focused on long term growth and survival goals; companywide strategies; (decisions to compete internationally or to merge with other companies) should we be in business? What business should we be in?  
1. Restructuring: when an organization is not achieving its goals; have profound effects on human resources issues like managed turnover, selective layoffs, transfers, increased demands on remaining employees and negotiated labour contracts; turnaround/retrenchment: managers try to restore money losing businesses to healthy profitability or government agencies to viability; attempt to increase the viability of an organization (getting rid of unprofitable products, layoffs, repositioning with new products), divestiture: the sale of a division or part of an organization; spinning off a business as a financially and managerially independent company or selling it outright, liquidation: the termination of a business and the sale of its assets; least attractive alternative; plants are closed/employees are released and goods are auctioned off; there is little return to shareholders; an early liquidation may allow some resources to be salvaged, bankruptcies: a company can no long pay its creditors; the company ceases to exists and its assets are divided among its creditors; formal procedure in which an appointed trustee in bankruptcy takes possession of a business’s assets and disposes of them in an orderly fashion  
2. Growth: in revenues/sales/market share/customers/orders; with regards to HR: job creation/aggressive recruitment and selection/rapidly rising wages/expanded orientation and training budgets; incremental growth: can be attained by expanding the client base/increasing the products or services/ changing the distribution networks/ using technology, international growth: operating business in a foreign country, mergers and acquisitions: acquisition; when one company buys another, merger; two organizations merging to achieve economies of scale/two organizations combine resources and become one, with regards to HR: they eliminate the duplication of functions, meld benefits and labour relations practices and create a common culture 
3. Stability: stabilizing the company by maintaining the status quo; the executive team is content to keep market share and keep doing what it always has been doing; can be a neutral and a do nothing strategy; can be a pause and proceed with caution until environmental conditions are more favourable for growth strategy; or sometimes the organization has grown so much it needs time to handle the growing pains; not growing the company  
-business strategies: many large organizations operate several businesses under the same or different names and each of those businesses might have its own strategy; each has a different business strategy although the overall corporate strategy is growth; focuses on one line of business while corporate strategy examines questions about which competitive strategy to use; concerns itself with how to build a strong competitive position; organizations try to become or remain competitive based on a core competence which can be defined as a specialized expertise that rivals don’t have and cannot easily match; the action plan for managing a single line of business; concerned with competitive position; means and ends; best ways to compete in a particular sector; one line of business as opposed to the overall corporation; building strong competition as opposed to determining if this is the business to be in; businesses compete for customers; how should we compete? Should we compete by offering products at prices lower than those of the competition or by offering the best service?   

The strategic planning process: describes the organizations future direction, performance targets and the approaches to achieve these targets 
1. Establish the mission, vision, values: a vision is a long term unrealizable goal, a vision statement is a clear and compelling goal that serves to unite an organizations effort; it must challenge and stretch the organization; where are we going? (Preserving and improving human life, to be the happiest place on earth) A mission statement articulates a view of realistic, credible, and attractive future for the organization; it can be the purpose for which or reason why an organization exists; who are we? What do we do? Why are we here? (A computer in every home, to refresh the world) Values are the basic beliefs that govern individual and group behaviour in an organization; to be effective values must be embedded in all human resources programs; how must we behave? Sometimes values reflect the founders ethics and sometimes they are just words on the wall; conveys a sense of identity for employees; generates employee commitment to something greater than themselves; adds to the stability of the organization as a social system; serves as a frame of reference for employees to use to make sense of organizational activities and to use as a guide for appropriate behaviour (leadership, collaboration, integrity, quality)      
2. Develop objectives: develops objectives to achieve the strategy; objectives are an expression in measurable terms of what an organization intends to achieve; goals can be classified as hard goals (numbers relative to performance last year or to competition; to increase profitability in 2010 by 7% over 2009) or soft goals (define the targets for the social conduct of the business and may not always be quantifiable; being ethical and environmentally responsible and providing a working environment free of discrimination with opportunities for professional development)  
3. Analyze the external environment: managers must be aware of threats and opportunities in the external environment; by scanning and monitoring technology, laws and regulations, the economy, socio cultural factors, and changing demographics managers can make reactive and proactive changes to the strategic plan; swot analysis is a good tool for analyzing a company’s resource capabilities and deficiencies, its market opportunities, and the external threats to its future; a strength is something that a company does well or an attribute that makes it more competitive; a weakness is something that an organization does poorly or a condition such as location, that puts it at a disadvantage relative to competitors; opportunities and threats are environmental conditions external to the firm that may be beneficial or harmful    
4. Determine the competitive position: a company cannot usually compete by being ready to offer any product or service at various prices through multiple channels of distribution; determine characteristics customers value; value proposition: statement of the fundamental benefits that it has chosen to offer in the marketplace (TD offered lower cost transactions than through traditional brokerage channels) 
-Five generic competitive strategies (Michael Porter):
	1. Low cost provider: provide a product/service at a price lower than that of competitors while appealing to a broad range of customers; searches continually for ways to reduce costs (fast food businesses use this strategy; a range of customers from toddlers to seniors consumes the cheap hamburger) 
	2. Broad differentiation: seeks to differentiate its products from competitors products in ways that will appeal to a broad range of buyers; searches for features that will make its product/service different from that of competitors and that will encourage customers to pay a premium for it; goal is to provide a unique or superior value to the buyer in terms of product quality or features    
	3. Best cost provider: give customers more value for the money by emphasizing a low cost product/service and an upscale differentiation; the product has excellent features (east side Mario’s offers hamburgers but presents them on a plate with extras such as potato salad, served by a waiter in an attractive setting featuring focused lights and art on the walls) 
	4. Focused or market niche strategy based on lower cost: offer a low cost product to a select group of customers (red lobster sells fish and seafood at reasonable prices to a narrow market segment) 
	5: Focused or market niche strategy based on differentiation: the organization tries to offer a niche product/service customized to the tastes and requirements of a very narrow market segment (bymark sells a $35 hamburger that uses sirloin meat and truffles)  
5. Identify the competitive advantage: characteristics of a firm that enable it to earn higher rates of profits than its competitors; these normally derive from the resources of the organization which can be grouped in 3 ways:
	1. Tangible assets: future economic resources that have substance and form from which an organization will benefit; easiest value and the only ones that appear on the company’s balance sheet (land, inventory, building, cash)
	2. Intangible assets: future economic resources that have been generated from past organizational events; these assets lack substance and form; not consumed and may even grow in value and include company reputation, brands and patents (goodwill, copyright, franchises, leases) 
	3. Capabilities: a complex combination of people and processes that represent the firms capacity to exploit resources that have been purposely integrated to achieve a desired end state; collective skills, abilities, and expertise of an organization are the outcome of investments in staffing, training; they are stable over time and not easy to measure or benchmark; therefore competitors cannot copy them (managerial abilities, employees with specialized skills, ability to innovate, and organizational cultures)    
-for these resources to provide a competitive advantage they must possess the characteristics of being valuable, rare, costly to imitate, not easy to substitute and have the ability to create profits; core competencies are resources and capabilities that serve as a firms competitive advantage; distinguish a company competitively and reflect its personality; competitively important activity that a company performs better than other internal activities; can be leveraged  
6. Implement the strategy: operational planning; establishing the programs, budgets, procedures for facilitating the achievement of the strategic goals; process by which the strategy is put into action; the program outlines the steps or activities necessary to accomplish the goal; the procedure lists the steps that are required to get the job done
7. Evaluate the performance: developing a strategy is easy, making it happen is not; the successful implementation of a strategy is judged by the ability to meet financial targets such as profits and the ability to meet benchmarked ratios of efficiency and effectiveness (research and development expenses to sales, or sales to assets)  

Benefits of strategy formulation
-clarity: to help focus and guide decision making about resource allocations 
-coordination: everyone is working toward the same goals
-efficiency: daily decision making is guided toward the question “does it fit our strategy”
-incentives: employees understand the behaviours and performance that will be rewarded
-change: if a major change is under consideration, then understanding the current strategy is essential
-career development: a clear outline of an organizations strategy can help you decide if you want to work for the company, if there is a skills fit, and what training and development you will need in order to facilitate the achievement of the strategy

Errors in strategic planning:
-relegating the process to official planners and not involving executives and managers, even employees, in the process so that there is no buy in
-failing to use the plan as the guide to making decisions and evaluating performance 
-failing to align incentives and other hr policies to the achievement of the strategy

CHAPTER 2 
Strategic human resources: a set of distinct but interrelated practices, policies, and philosophies that facilitate the attainment of organizational strategy; this system attracts, develops, motivates, and trains employees who ensure the survival and effective functioning of the organization and its members; can be viewed as an umbrella that encompasses: 
1. Specific human resources practices: recruitment, selection, and appraisal 
2. Formal human resources policies: policies that direct and partially constrain the development of specific practices 
3. Overarching philosophies: specify the values that inform an organizations policies and practices

Theories of the strategic management of human resources
Theories are the basis on which new ideas are tested and new knowledge is created; hr is seen as atheoretical and problem driven; practitioners themselves do not seem to value theory but the field is young
-resource based view: Michael porter has argued that an organizations employees can provide a firm with a competitive advantage; employees who provide superior performance because of their skills or flexibility will enable a company to beat its competitors through superior service or the development of unique products; the view of the organization; a firms human resources are more valuable than technological and physical resources because they are less visible and more complex; the management of resources (human resources, proprietary knowledge, reputation; resources must be valuable, rare, costly to imitate, not easy to substitute, and create profits) and capabilities (adaptability, flexibility, speed of bringing new products to market) will lead to competitive advantage resulting in superior performance and value creation          
-behavioural perspective: different strategies require different behaviours from employees, which are influenced by different HR practices; an effective HR system accurately identifies the behaviours needed to implement a strategy, provides the opportunity for employees to exhibit those behaviours, ensures that they have the knowledge and skills to engage in those behaviours and motivates them to do so; providing expert opinion on human behaviour may be where the HR profession adds the most unique value; HRs role is to tactfully challenge and refocus baseless ideas on human behaviour; hr is asked to define the behaviours necessary to achieve organizational capabilities of innovation, speed, and accountability (what kinds of employee behaviours are needed for a company like research in motion to produce innovative products); hr is to reinforce certain behaviours via the hr practices such as recruitment and compensation     
-human capital theory: classical economists view the firm as having control over three types of resources in the production of goods and services:
1. Land
2. labour/human capital: collective sum of the attributes, experience, knowledge, and commitment that employees choose to invest in their work; this intangible asset comprises the knowledge, education, vocational qualifications, professional certifications, work related experience, and competence of an organizations employees; as the demands for continuous change make innovation, adaptability, speed, and efficiency increase so has the strategic importance of intellectual capital and intangible assets; even though assets are invisible the sources are not, they are found in the human capital of the firms employees; requires investment (costs in training, motivating, compensating, monitoring)   
3. Capital 

The importance of strategic HR planning executives are demanding that the hr department move from articulating perceived value (training builds employee skills) to demonstrating real value (the training results in fewer errors and more sales); the focus of hr must be on scoring points, not just coaching, training, or counting the number of players; the value in hr will be seen in its ability to deliver the behaviours needed to enable the organizations strategy; 2 reasons why strategic planning is important: 
1. Employees help an organization achieve success because they are strategic resources: human resources can deteriorate/skills and knowledge can become obsolete unless the individual or the employer invests in further education and training and if these investments are not made the skills become obsolete and the value of that companies human resources decreases; higher investments in training result in higher value human capital; strategy itself can become obsolete making current employee skills obsolete; human assets do offer organizations a competitive advantage and these assets must be managed and matched to the organizational strategy; an organization that manages its human resources strategically is more likely to achieve its goals, survive and profit      
2. The planning process itself results in improved goal attainment: the goals of the hrm strategies are to shape employee behaviour so that it is consistent with the direction the organization identifies in its strategic plans; organizations with clear strategies provide direction and meaning to employees and mitigate the need for control by substituting a consistency of purpose, a mission; can result in a more effective organization through increased motivation and performance, lower absenteeism, turnover, heightened stability, satisfaction and involvement; developing hr practices that support the strategy leads to improved strategy implementation 

The risks
-costs include the increased time and energy involved in making decisions, greater potential for information overload, impossible commitments to employees, and an over concern with employee reactions that may be incompatible with industry conditions; the strategic management of employees is hard work
-motivating employees to commit to the strategy and implement it is difficult
-any hr plan for the future may raise employees expectations that they have for jobs for life and will be trained for those jobs; conditions change, and the plan may change, resulting in job losses
-organizations that commit to one strategy become blind to changes in the environment and lose their flexibility but incremental adjustments based on environmental scanning are part of strategy implementation and the risk of not having a strategy seems greater
-organizations that do not scan the environment face the danger of being out of touch with reality; today’s operating decisions may be based on yesterdays conditions 
-comfortable with past success, managers focus on resolving internal problems (making better horse carriages when automobiles are on the horizon) 
-fail to plan, plan to fail  

Linking hr processes to strategy strategic hrm must facilitate the formulation and implementation of corporate and business level strategies
Aligning hr strategy with business strategy can be done by:  
1. Starting with organizational strategy and then creating hr strategy: flows from corporate strategy; personnel needs are based on corporate plans; resources are made to fit the corporate and business strategies; hr follows the corporate strategy; employees are considered a means to an end, not part of the strategy formulation equations
2. Starting with hr competencies and then craft corporate strategies based on these competencies/skills determine strategy: an organization cannot implement a strategy if it does not have the human resources necessary; small businesses seem to be better at this; diversity management builds on this theme; relies on employee capabilities and not enough on environmental analysis nor is consideration given to changing hr practices in training or compensation to facilitate this change in strategy; tap into employee capabilities to develop new products and services; the advantages to an organization include the retention of its investment in human capital the organizations chief asset   
3. Do a combination of both in form of reciprocal relationship: an organization chooses a business strategy (being a leader in innovative products, based on its highly educated, trained employees who have been socialized to value its creativity); an organization develops its employees and then capitalizes on their skills; hr strategy creates the business strategy and the business strategy determines hr strategy; hr should build its strategies by starting with the issues facing the business; should be created to solve business problems and add value 

Hr becomes a business partner
-concurrent strategy formulation: strategy development based on environmental analysis is conducted at the same time that hrm issues are considered; hr issues do not solely determine strategy nor does strategy unilaterally determine hr practices; hr managers must understand the numbers language of business or the outcome expectations of non profit organizations; must be able to understand analysis presented by marketing, financial, and operational managers; cost benefit assessments of options within the hr domain will have to be prepared and defended; hr is expected to engage in scanning capabilities for business opportunities; hr is a more strategic role moving from outsider to insider status in terms of business decision making; apply financial forecasting to develop a strategy; hr is a partner and problem solver 

Strategic partnering 
-people say that people issues only belong to hr
-top managers say they don’t see a need for hr, it isn’t a profession
-hr is useful information but incompatible with business needs
-hr is seen as economically illiterate 
-few functional managers see themselves as hr managers; they have functional responsibilities but do not see that the principal role of management is to manage people
-hr assets are not owned by the organization and so any resource allocation to people programs is seen as a high risk investment 
(Do you know the corporate plan, can you list the initiatives of your organization, who are the customers, what is your competitive advantage) 

Hr strategy by division 
-firms with more than one business strategy are likely to have more than one approach to hr strategy
-the challenge is to treat employees across divisions in an equitable fashion while motivating different behaviours that align with the divisions strategies or functions (general electric might adopt hr practices that support innovation in the research and development branch while adopting policies that support low costs in the manufacturing branch but to achieve equity employees in both branches would have the same employee benefits) 

Characteristics of an effective hrm strategy the purpose of hr strategy is to capitalize on the distinctive competencies of the organization and add value through the effective use of human resources
-external fit/best fit: fitting hr strategy to organizational strategy; if the business strategy is to differentiate the organization from its competitors based on superior service then selection and training programs should be developed to hire and train people in the skills and attitudes necessary to deliver superior service; fit with other functional strategies is as important as fit with corporate strategies  
-internal fit: linking the various hr programs to other functional areas and to each other
-Two types:  
1. A fit with other functional areas (if the marketing department is developing an advertising plan that promises 24 hour access to customer service representatives but the hr plan does not include compensation differentials for shift work)
2. A fit among all hr programs (training, selection, and appraisal must work together to support a strategy; if the training department decides to teach employees to use to internet to handle customer service the staffing department must hire people who are either computer literate or who have the kinds of intelligence that enable them to learn computer skills rapidly); bundling; if the business strategy depended on exemplary customer service as its principle competitive advantage, but untrained employees were incapable of providing this level of service it’s clear that the bundling of hr is necessary to ensure the overall strategy is implemented consistently   

Focus on results 
-managers do not have the resources or skills to measure results to see if the goals have been achieved unless the strategy contains performance measures
-before any hr program is introduced the following needs to be developed: 

Hr programemployee competenciesorganizational strategyorganizational outcome

-effective HRM strategy is aligned with organizational strategy, is integrated with other departmental and hr functional area goals, and is focused on results that can be measured 
-The typical time period for planning hr strategy and assessing results is 3-5 years 
-if you can’t measure it, you cannot control it. If you cannot control it, you cannot manage it 

The strategic hr planning process based on generic corporate and business strategies linked with complex bundled hr policies and practices 
1. Monitoring and analyzing external environmental factors
2. Assessing the strengths and weaknesses of the organizations human resources 
3. Determining the hr implications of such corporate strategies as restructuring
4. going international 
5. Mergers and acquisitions 
6. Outsourcing 
7. Assessing the effectiveness of these efforts

CHAPTER 3
Environmental scanning: systematic monitoring of the major factors influencing the organization to identify trends that might affect the formulation and implementation of both organizational and hr strategies; anything outside organizational boundaries; managers are influenced by the culture in which they operate; they are not independent of the environment  

-external environment: anything outside organizational boundaries that might influence an organization; not part of the organization but is tightly integrated with it; the analysis of the external environment consists of:
1. Scanning: an attempt to identify early signals of changes and trends in the environment; ambiguous, incomplete, and unconnected   
2. Monitoring: a systematic approach to following some key indicators that may affect the organization (absenteeism rate in the working population due to a certain type of illness) 
3. Forecasting: after monitoring a trend, an attempt to project the possible impact of the organization 
4. Assessing: an attempt to describe the impact of the monitored trend on the organization and make a judgement of the probability of each of several possible outcomes (what would be the impact of a trend in the increase in health consciousness? An organization eager to be seen as a nest employer might change the menu in the cafeteria as well as introduce physical fitness activities on site)    

Sources of information: when developing strategies and determining their likely impact on an organization hr relies on many sources: 
-publications: Canadian newspapers, business publications, hr magazines, journals, newsletters 
-professional associations: Canadian hr professionals and executives belong to a number of organizations that publish newsletters and updates on current events (human resources professionals association of Ontario); actively scan the regulatory scene for upcoming changes  
-conferences and seminars: workshops in Canada and the United States  
-professional consultants: organizations that have an active interest in understanding the influence of potential trends often hire consultants to research or interpret these trends for them (Hudson institute)   

Methods of forecasting: generate predictions about the future or extrapolate from current events to determine their impact on hr practices 
-trend analysis: quantitative approach that attempts to forecast future personnel needs based on extrapolating information from historical changes in one or more organizational indices; a single index (sales) may be used but more complex modeling or multiple predictive techniques used by professional planners rely on a combination of several factors; objective statistical technique 
-delphi technique: the forecasts and judgements of a selected group of experts are solicited and summarized in an attempt to determine the future of employment 
-impact analysis: looks backward to look forward; past trends are analyzed by a panel of experts who then attempt to identify future probable events and study their effects on the extrapolated trend; subjective but expert judgements 
-scenario planning: imaging a future radically different from an extrapolation of present trends; creates a number of plausible features; understanding trends, forces, and trade offs 

Competitive/business intelligence: a formal approach to obtain information about your competitors; the simplest method is to study their websites for information about their strategies and plans for product launches; other companies train their employees to ask questions from vendors about the purchasing decisions of their competitors; some organizations hire competitors employees to obtain insider information about future plans; information gathered through all these competitive intelligence methods must be subjected to two evaluation questions: is the source reliable and what is the likelihood of the information being correct

Challenges in environmental scanning
-inability to accurately predict the future and the isolate what really is important to hr 
-most hr strategies limit themselves to a two to three year frame and extrapolate from current trends 
(Downsizing, the impact of technology, outsourcing, telecommuting) 

Isolating the critical from the insignificant 
-scanners have trouble picking out the truly important events and few trends exist in isolation; no issue is an island 
-hr planners do not react only to current events; sometimes they attempt to shape the issues that will affect their practice 
-despite the challenges of environmental scanning most hr strategies do monitor the environment and look for changes that may affect hr
-for every trend there is a counter trend 
Major areas that strategists typically scan:   
Environmental factors: birth rates, pollution levels
-economic climate: unemployment rate because it affects their ability to recruit; the cost of fuel and the employee’s willingness to commute; the value of the Canadian dollar because it affects the company’s ability to sell products internationally and thus affects employment levels; the amount of public debt because it affects business taxes and therefore a company’s ability to survive and grow; sometimes hr acts as a predictor of the economy (a drop in demand for contingent, temporary, and contract employees can predict an economic slowdown before these changes are reported by firms in their financial statements)      
-globalization: the growth in flows of trade and financial capital across borders; affects sovereignty, prosperity, jobs, wages, and social legislation; the shift in the global economy has been marked by the rapid growth of emerging economies (India and China; these countries had workers who were willing to work longer hours for less money than workers in more developed countries); need to develop international competencies  
-political & legislative factors: governments both provincial and federal can influence the business environment through political programs that result in changes to laws and regulations (governments that wish to improve the climate for job creation emphasize tax cuts, provide tax incentives to develop jobs, increase job training opportunities, and create balanced labour legislation); governments can spur economic growth by reducing the public debt, balancing the budget, and cutting taxes –such measures encourage businesses to invest in that province and encourage customers to spend resulting in more jobs; employment standards; legal requirements; ethics and morals 
-technological factors: process by which inputs from an organizations environment are transformed into outputs (tools, machinery, equipment, software); allows companies to operate with fewer employees; issues of the protection of intellectual property and the safeguarding of company secrets are made more difficult because of the ease of transferring by technology    
-demographic factors: the study of population characteristics and statistics (the influence of women, the greying of the workforce, the arrival of generation x’s and y’s, the supply of baby boomers 1946-1964 exceeds the demand for them in middle management and senior ranks); the income tax act may have to be changed to allow phased in retirement and hr planners will have to make work adjustments to accommodate these requests; the labour market is the most important demographic factor that should be monitored because that is where they recruit their employees; the number of people available for work depends on unemployment rates, geographic migration, graduate rates from educational institutions; labour market influences an organizations ability to implement a strategy; war for talent companies are launching campaigns to recruit and retain key people; there is a growing concern with the division of labour in Canada: the shortage of people with the right skills who can earn good money and expect benefits and the surplus of people available to work in “mcjobs” ; four generations in the workplace: baby boomers 1946-1964, baby busters 1965-mid 1970s, generation x 1970-1980, generation y 1981+      
-social & cultural factors: society can express its intent through laws and regulations and in less formal ways within organizations through discipline and terminations; the right to privacy (can employers watch you on video); employees attempt to balance a personal life with an even more encompassing work life; organizations have increased flexibility for employees (part time, job sharing, telecommuting, elder care, child care); increasing environmental awareness; low fertility rates; more households without children than with

Responding to external factors 
-issues priority matrix: managers have limited time and resources to monitor everything; determines which the most important trends that may impact them; rates them from high to low based on: 
1. The probability of these trends actually occurring 
2. The likely impact of each of these trends on the organization 

A proactive approach: some hr managers do not like passively observing the game through their window and they want to participate and influence how the game is played; some organizations will lobby for legislative changes shape perceptions

Stakeholders/constituent groups: have an influence on the organizations strategy formulation; they hold expectations of the hr functions that can influence hr strategy and practices; have interest in the projects, policies, or outcomes of an organizations decision; follow the actions of the organization and lobby to have their interests satisfied; employees want more wages and job security, suppliers want longer term relationships, customers want faster service, and shareholders (unions, regulatory agencies, customers) want more dividends and higher stock prices; anyone who can influence or be affected by management decision making 
Powerful stakeholders affect strategy formulation
-board of directors & senior executives: develops the vision, mission, strategy, and objectives for the organization; hr issues that interest them the most include the workforce implications of strategic options (restructuring, outsourcing, mergers and acquisitions, going international); succession management and leadership development; hr incidents are upsetting (sexual harassment or safety violation); becomes a public relations and litigation nightmare, the hr department must ensure that managers and employees are following regulations and policies      
-senior management: responsible to the executives for the execution of the strategy and organizational performance; interested in hr programs and practices that affect performance (workforce planning and utilization, incentive compensation, training and development, and performance management systems); they want metrics that spotlight performance indicators (employee commitment scores, absenteeism, turnover rate) 
-supervisors: responsible for the management of employees and their role in meeting organizational goals; want hr to help them with (recruitment, selection, compensation, training and development, coaching, and policy development); their needs are based on individual employee issues (poor performance and the need to terminate an employee, and difficulties in recruiting specialists)    
-unions: the presence of unions in the environment will affect hrm strategy for firms entering new sectors with high unionization rates; employees who are currently unionized within an organization can influence strategy in 2 ways: 1. Restrictive: collective agreements limits an organizations ability to make drastic changes in working methods or jobs to accommodate changes in strategic direction 2. Unions now play a larger role and are more cooperative than adversarial with regards to hr practices (profit sharing, plant locations, selection procedures, quality improvement); key issues for unions are job security, income security, working hours, and inflation protection; unionized employees receive higher wages and have better working conditions than nonunionized workers; the rise in the unionization of managers in order to deal with their own compensation and workload issues;  
-employees: employees want the hr department to expedite their requests efficiently, confidentially, and fairly; they want policies that enable them to be satisfied at work and to develop skills to be able to do their jobs; they are concerned with hr policies (compensation, training and development, health and safety, and overall working conditions); sometimes an organizations strategy is influenced by the kinds of competencies it already possesses    

CHAPTER 4

Job: a grouping of related duties, tasks, and behaviours performed by one or more individuals namely jobholders; specify the division of labour; partitioning the work process into manageable units  

Positions: refers to the number of individuals who are performing the duties, tasks, and behaviours required by a specific job; each job will have one or more positions 

Job analysis: the analysis of subdivided work in the organization, both at the level of the individual job and for the entire flow of the production process; will produce written outcomes, documents, which are used in job descriptions and job specifications;; an examination of the jobs in an organization with a view to documenting the KSAOs:
-knowledge: the body of information, usually of a factual or procedural nature that allows an individual to perform a task successfully 
-skills: the individuals level of proficiency or competency in performing a specific task; level of competency is typically expressed in numerical terms 
-ability: a more general, enduring trait or capability an individual possesses at the time when he or she first begins to perform a task 
-other attributes: include work experience 

Job description: emphasizes the duties or tasks and responsibilities to be carried out on the job; main uses include recruiting staff, designing the content of the job, orientation process; the written outcomes of ksaos; concentrates on duties, tasks, responsibilities, and specific behaviours that are required to be a successful performer; duties are listed in order of importance to the organization; indicate the amount or percentage of work time devoted to the performance of each job task; assessing individual performance     
-dr phillip grant investigated why job descriptions were fulfilling only a small part of their potential utility for organizations; limited usage –organizations did not unify or assemble all job descriptions into a well organization bound volume that was linked to the organizational chart and made available to all managers; managers do not know how to use job descriptions or what to use them for 
-job descriptions are perceived to be lacking sufficient detail and comprehensiveness 
-job descriptions are perceived to be inaccurate 
-managers are not motivated to use job descriptions 
-job descriptions are not well structured
-the job is perceived to escape definition or it changes too often 
               
Job specification: identifying the competencies the jobholder must possess to be a successful performer on the job; are person focused; concentrate on the knowledge, skills, abilities, experience, and physical capabilities required for job performance (ability to clearly express ideas in oral communication)  

Why hr practitioners refer to job analysis as the foundation for all hr activities: before we can meaningfully advertise jobs and recruit individuals to fill job vacancies identified by the hr planning process, to attract the desired applicants we must be able to specify the individual competencies we seek; once we have developed a pool of high quality job applicants, the selection process will incorporate employment tests and interview questions based on the need to choose the individual who best meets the formal requirements for success identified by job analysis.  

Compensable factors: compensation systems in organizations use a classification process that are formalized by the job analysis process 
-knowledge and skills: education, experience, computers 
-effort: mental, physical
-responsibility: people, product, financial
-working conditions: environmental (hot or cold), lifting, standing 

Scientific management: examines two main aspects of each job in the organization; industrial engineering approach focused on reducing costs and improving the efficiency of the manufacturing worker; concentrated on finding the one best way to do any job 
1. Method employed: how the job holder performs the job; the minimum requirements for success in the job include:
-the individuals knowledge of production techniques and processes (raw materials and other inputs, machinery, tools), cognitive, mental abilities, mechanical abilities (principles and spatial relationships), and psychomotor abilities 
-the working conditions in which the job is performed; whether the work is done by the individual alone or in conjunction with other members of a team       
2. Time measurement: the amount of time the job holder requires completing the task; the cycle/production time required to produce the good or service to the performance standards of the organization; dependant on the first aspect which is concerned with how the job is performed  

Job analysis & hr planning 
The analysis of jobs and work processes ensures that effects of recent change have been incorporated into job descriptions and job specifications: by utilizing the most up to date information, we can help ensure that hr demand and supply can be effectively matched by means of recruitment activities, selection methods, and hr programs being properly aligned to attracting and retaining high quality individuals to meet the needs of today and for the future. Changes in technological processes: lead to certain jobs, programs, and processes becoming redundant over time, while new jobs and work activities develop and expand (information technology personnel). Job analysis allows hr programmers to suggest the most effective and efficient ways to a-organize work b-differentiate core work activities from those that can be outsourced and c-structure the organization given key strategic business goals. Business and globalization: business is becoming increasingly global in its scope and operations, and work and job analysis procedures help organizational hr planners compare and contrast the degree of similarity of difference between geographically diverse operating units and personnel around the world, thereby facilitating more effective restructuring programs (mergers, acquisitions, and divestures)  

Problems associated with job analysis 
-job analysis that is neither updated nor reviewed: computer technology and the impact that an extremely rapid rate of change has on how work is performed; recent changes in technology, materials, and processes must be incorporated into the amended job description; obsolete job descriptions not only fail to provide job incumbents with meaningful guidance as to their required duties and tasks but also result in an hr planning process that is attempting to match individuals to jobs based on information that is no longer valid  
-job description or specification that is too vague: must be specific; organizations often specify that applicants must have a certain number of years of experience in a certain functional area instead of specifying exact skills or competencies the applicant should have learned over that period; without this specific information experience or time spent on the job has little relevance for selection   
-deficiency: an error of omission when a job description or specification fails to incorporate important aspects of the job required for success;    
-contamination: an error that occurs when unimportant or invalid behaviours or attributes are incorporated into a job specification; this is particularly key to ensure compliance with the human rights legislation (age, race); if you include peripheral, unimportant aspects of a job, you run the risk of contaminating it by diverting attention from valid, important correlates of success   
-time and cost of job analysis: costs include consulting fees for job analysis, licensing fees associated with use of copyrighted job analysis methods, cost of lost production (overtime) involved when interviewing staff, administrative costs; managers should consider the benefits that it brings: (better matching of individual skills to organizational requirements which can lead to reduced costs, lower absenteeism and turnover, associated with training and development) if organizations consider the full costs and benefits associated with entering into the job analysis process, the decision to proceed is very clear   

The process of job analysis
1. Determine the job or process to be analyzed: determine the degree to which the job is central or critical, the more critical or central the greater the tendency to analyze it; determine the availability of job analysts and other resources; determine the availability of external performance benchmarks for organizational jobs; skill requirements, working conditions dictate  
-benchmark: external comparisons for organizational jobs and performance criteria; analysis commences with well known jobs first  
-national occupational classification: a governmental database that contains standardized job description on thousands of jobs; facilitates external benchmarking for the job analyst  
-dictionary of occupational titles/occupational information network: us version of noc 
2. Determine methods and analyze the job or process: an appraisal of the most appropriate methods to use to study and record job related behaviours; cost, time, flexibility, methods, validity, reliability, acceptance, 360 degree evaluation, interviews, observations, questionnaires, journals, output and production analysis, and current job descriptions    
3. Examine the recorded data on the job or process: having selected the most appropriate methods to analyze the job, the next step is to examine these data from a variety of perspectives to get a detailed profile of the current job; five w’s; what is the purpose of the job, why does it exist, where is the job physically performed and are there compelling reasons why the job must be performed there, who performs the job, what are the means of performing the job, what is the sequence of behaviours required for successful job performance  
4. Define and formalize new methods and performance standards for the job or process: attempt to improve on current practices by recommending new methods and performance standards for the job; any changes made to the job description and specifications, duties added, deleted, changes in working conditions, rationale for recommended changes; to this point in the process job analysts have: a-examined existing descriptions and specifications for the job b-analyzed data on the job as it is currently performed by the jobholders and c-compared a and b to the job classification in the noc and current practices in competitive firms; at this stage the job analyst attempt to improve on current practices by recommending new methods and performance standards for the job     
5. Maintain new methods and performance standards for the job or process: it is one thing to have formal written documents specifying the duties, tasks, and ksas required for job success, but it is quite another to ensure that these new methods and standards for performance are put into practice; four main methods to help ensure usage of the new techniques and to prevent relapses to the old: 
-communication and training: as soon as the job description or specification with its new methods and standards has received final approval, the affected job holders must be given a copy of the revised version; the process of formally communicating the changes must also provide sufficient time for questions and answers to ensure that workers are clear on new expectations; training and development programs may have to be instituted if there are significant changes  
-supervisory reinforcement: after being formally notified of the changes, supervisors must spend time ensuring that workers are behaving in accordance with new job procedures; coaching, modelling the desired behaviours and reinforcing successful performance 
-employee feedback: ensures that the process has been successful; employees should suggest improvements; jobholders are the best for providing feedback   
-reward systems: although the job methods and standards have changed, the organizational reward system has not been altered and it reinforces the undesirable old job behaviours (if the revised work process is team based but the compensation system conflicts with job descriptions by being disproportionately weighted toward evaluation of individual performance, we can expect to see unplanned, dysfunctional behaviours and conduct from members of the team; if workers are still rewarded for their individual actions and not for their contributions to team success; 

Job analysis techniques 
1. Critical incidents technique: a qualitative process of job analysis that produces behavioural statements along a range from superior to ineffective performance for a specific job; trained jobholders with considerable experience in the job being examined are asked to identify the key dimensions of their job; identify specific critical incidents that relate to success as well as those that lead to job failure; once these critical incidents have been described they are ranked with respect to their importance to success on the job; helps redefine employee specifications for the job in question   
2. Behaviourally anchored rating scales: a job is divided into a number of key dimensions and each dimension contains range of statements of job behaviour anchored to a numerical scale; each job is examined and divided into a small number of key dimensions (customer relations) then behavioural statements are developed for each dimension on a continuum ranging from examples of superior performance (provides customers with required information in a prompt and friendly fashion) to examples of unsuccessful performance (fails to provide customers with the information required to resolve inquiry); the next step involves anchoring the behavioural statements by assigning numerical values to them; qualitative and quantitative comparison of jobs based on derived behavioural statements and numerical values     
3. Position analysis questionnaire: a structured job analysis checklist that includes 194 items or job elements used to rate a job; job elements are incorporated into 6 dimensions:  
1. Information input: how and where the worker obtains necessary information for job functioning  
2. Mental processes: the types of planning, reasoning, and decision making processes required by the job 
3. Work output: the specific items produced by the worker and the tools they employ to produce them  
4. Relationships with other workers: important interpersonal contacts for the job holder  
5. Job context and work satisfaction: physical and social working environments  
6. Other job characteristics: elements of the job that do not fall into the other 5 dimensions    
4. Functional job analysis: analyzes the job by rating essential elements; rated on level of complexity and importance with respect to the job being analyzed  
-people: important interpersonal relationships on the job 
-data: obtaining, using, and transforming data in aid of job performance 
-things: physical machinery, resources and the environment 
;employs a series of written task statements that contain four essential elements:
-a verb related to the task action performed 
-an object that refers to what is being acted on 
-a description of equipment, tools, aids, and processes required for the task 
-the outputs or results of task completion 
5. The hay system: uses 3 key factors to analyze each job: working conditions may be added and may be included for analysis of jobs that have extraordinary working conditions; points are assigned to each based on 1. Levels of knowledge (job depth) and 2. Breadth of knowledge required to perform the job (job scope); the sum of the points assigned to the job locates it in an overall compensation scheme that provides higher remuneration to those jobholders whose jobs were rated higher by the job analysis  
-know how: specific knowledge and skills required to perform the job 
-problem solving: the decisions and problems that must be successfully handled on the job 
-accountability: the job holders responsibilities for critical task completion and for organizational resources, budgets and supervision of people    
Competency based approaches: the increased need for flexibility and cross training of employees has led to competency modelling in order to identify general worker requirements associated with a broad range or category of jobs; used to develop successful professional performance  
-competency: any knowledge, skill, trait, motive, attitude, value, or other personal characteristic that is essential to performing the job and that differentiates superior from solid performance 
-core competencies: characteristics that every member of the organization, regardless of position, function, or level of responsibility with the organization, is expected to possess (team player) 
-role or specific competencies: characteristics shared by different positions within an organization; only those members of an organization in these positions are expected to posses these competencies (obtains financial information from each project team leader)    

CHAPTER 6

Hr forecasting: constitutes the heart of the hr planning process and can be defined as ascertaining the net requirement for personnel by determining the demand for supply of human resources now and in the future (training and development, career planning, recruitment and selection, managerial appraisal); approximation of future states; quantitative and codified techniques; balance between global and local control; predicted on trends, assumptions, scenarios, and various planning time horizons; the forecasting process for personnel in an organization is conducted to determine the number of employees and the skill competencies required by subunits, as well as the organization     

Forecasting activity categories 
1. Transactional based forecasting: focuses on tracking internal change instituted by the organizations managers 
2. Event based forecasting: concerned with changes in the external environment 
3. Process based forecasting: not focused on a specific internal organization event, but on the flow or sequencing of several work activities (warehouse shipping)  

Benefits of hr forecasting
1. Reduces hr costs: focuses on a comparison between the organizations current stock of workforce ksas (experience) and the numbers, skill competencies desired in the workforce of the future; facilitates proactive, sequential approach to developing internal workers and is concurrent with activities focused on obtaining the best external recruits; organizations will be less likely to have to react in a costly last minute crisis mode to unexpected developments in the internal and external labour markets  
2. Increases organizational flexibility: proactive process increases the number of viable policy options available to the organization; forecasting processes develop program options that can determine whether it is more advantageous and cost effective to retrain current members of the workforce to fill anticipated job openings or fill these openings with external recruits; the process itself encourages the development of a wide range of possible policy options and programs from which the hr staff can select  
3. Ensures a close linkage to the macro business forecasting process: helps to eliminate the possibility that personnel policies will veer away from the overall operating and production policies of the organization; a serious problem develops in some organizations when the personnel planning process becomes divorced and disconnected from the overall business goals of the organization   
4. Ensures that organizational requirements take precedence over issues of resource constraint and scarcity (hr supply and demand):   
-human resources demand: the organizations projected requirement for human resources; calculation of organizational requirements   
-human resources supply: the source of workers to meet demand requirements, obtained either internally (current members of the organizations workforce) or from external agencies; determining the source of personnel; the availability or supply of workers  

Key personnel analyses conducted by hr forecasters: a number of personnel categories are given greater than average attention in the forecasting process  
-specialist/technical/professional: workers holding trade qualifications that are in high demand or that require lengthy preparatory training for attainment of skill competency constitute a key focus; in the increasing global economy, these workers will be in high demand by competitive firms which means we will have to give special attention to programs to induce these workers to join our organization; must give attention to benchmarking compensation schemes to meet or lead industry standards as well as to attract and retain people who perform will in these categories 
-employment equity designated group membership: provincial and federal governments have enacted employment equity legislation and guidelines in response to public pressure for employment practices that reflect the rapidly changing face of Canadian society; 
-designated groups: identifiable groups deemed to need special attention; people of aboriginal decent, women, people with disabilities, and members of visible minorities; particular attention must be paid to monitoring members of these designated groups with respect to the opportunities they receive for employment, promotion, training, as compared to those received by the dominant population of the organization  
-managerial and executive personnel: ensure that its executives and managers possess the skills required for success in their specific environmental niche; organizational leaders who are able to transform organizational culture and anticipate external change and who possess the dynamic personal attributes necessary to unify the organization are very rare in most public and private sector organizations; the organizations survival and future success depends directly on succession and replacement planning   
-recruits: selecting current employees to attend training courses leading to promotion rewards loyalty and past performance and simultaneously diminishes the need for the organizational socialization of new comers from outside; sometimes current employees may be comfortable with the status quo and existing methods of organizational operation and therefore may not be well suited for employment on creative processes; new entrants can bring the organization insights into how competitors structure  and operate their business may bring the latest trends; the relative balance of internal and external personnel to be selected for training courses is key in forecasting    
  
Environmental and organizational factors affecting hr forecasting: the hr forecasting process is extremely complex, requiring specific numerical and skill competency targets for personnel to be met despite operating in circumstances of high uncertainty; this uncertainty arises from both external environmental factors and from inside the organization itself; incorporate flexibility into the program responses associated with demand and supply forecasts    
-internal/organization: corporate mission statement, strategic goals, operational goals, production budgets, hr policies (compensation, succession), organizational structure, restructuring mergers, workers ksa, competencies/expectations, hrms levels of development, organizational culture, workforce climate, job satisfaction, internal communication, job analysis, workforce coverage, current data
-external/environmental: economic situation, labour market, unions, government laws and regulations, industry and product life cycles, technological changes, competitor labour usage, global market for skilled labour, demographic changes 

5 stages of the forecasting process: the goal of hr forecasting is to obtain sufficient numbers of trained personnel who will be able to perform successfully in jobs when those jobs need to be filled  
1. Identify organizational goals, objectives, and plans 
2. Determine overall demand requirements for personnel 
3. Assess in house skills and other internal supply characteristics 
4. Determine the net demand requirements that must be met from external, environmental supply sources 
5. Develop hr plans and programs to ensure that the right people are in the right place 

Hr forecasting time horizons: the key point to consider from an analysis of environmental and organizational factors is that uncertainty decreases our confidence in our ability to predict the future accurately and hence reduces the hr forecasting time horizon 
1. Current forecast: the one being used to meet the immediate operational needs of the organization; the associated time frame is up to the end of the current operating cycle or a maximum of one year into the future  
2. Short run forecast: extends forward from the current forecast and states the hr requirements for the next one to two year period beyond the current operational requirements  
3. Medium run forecast: identifies requirements for 2-5 years into the future  
4. Long run forecast: due to uncertainty and the significant number and types of changes that can affect the organizations operations, the long run forecast is by necessity extremely flexible and is a statement of probable requirements given a set of current assumptions; five years or more ahead of the current operational period  

Outcomes of forecasts 
-prediction: a single numerical estimate of hr requirements associated with a specific time horizon and set of assumptions;  
-projection: incorporates several hr estimates based on a variety of assumptions;  
-envelope: an analogy in which one can easily visualize the corners of an envelope containing the upper and lower limits or bounds of the various hr projections extending into the future; used synonymously with projection  
-scenario: a proposed sequence of events with its own set of assumptions and associated hr program details (training and development, staffing, advertising) 
-contingency plans: implemented when severe, unanticipated changes to organizational or environmental factors completely negate the usefulness of the existing hr forecasting predictions or projections; to have hr policy responses ready if substantive unanticipated changes occur (substantial drop in consumer demand occurs due to adverse public relations)    
    
Determining net hr requirements 
1. Determine hr demand: determining the requirement need or demand for personnel in terms of number and required skill competencies; each organizational subunit has to submit its net personnel requirement to the corporate forecasting unit, based on future needs for labour required to meet the agreed on corporate and subunit objectives (market share, production levels); must incorporate the individuals needed to maintain or replace the current personnel who retire, die etc... As well as individuals who are promoted or transferred out of the department; subunit labour demands are then aggregated and then used as the starting point for the hr demand forecasts; 1. The number of employees required by each subunit and by the organization in total 2. The employee skill sets, competencies, or specifications required for each position; subunits are asked to rank their hr demand, identifying jobs that are most critical to the achievement of their departmental objectives; produces an estimate of personnel requirements or demand     
2. Ascertain hr supply: examines how we plan to fill the anticipated future requirements for personnel; 2 options:   
-internal supply: refers to current members of the organizational workforce who can be retrained, promoted, transferred to fill anticipated future hr requirements (advantages: know the company and culture, employee’s performance, motivational tool);    
-external supply: potential employees who are currently undergoing training or working for competitors or members of unions or professional associations, or currently are in a transitional stage between jobs or unemployed (advantages: new ideas, greater source) 
-skills inventory: personal database record of each employee  
3. Determine net hr requirements: determination of net hr requirements; personnel who can fill organizational hr demand requirements must be found from either internal or external supplies 
-external supply requirements=replacement + change supply components 
-change supply=hiring to increase or decrease the overall staffing level 
-replacement supply=hiring to replace all normal losses (termination, retirement) 
-external supply=current workforce size x (replacement % pay year + change % per year)   
4. Institute hr programs; hr deficit and hr surplus: when a forecast of hr demand is reconciled with the current workforce supply of personnel (hr internal supply) the result is the net hr requirement, which will be either a deficit or a surplus  
-hr deficit: occurs when demand for hr exceeds the current personnel resources available in the organizations workforce (hr internal supply); forecasted hr demand requirements cannot be satisfied solely by use of the current internal workforce supply of employees therefore policy options focus on external supply considerations of recruitment, selection, and compensation schemes to attract new employees   
-hr deficit=hr demand > hr internal supply 
-hr surplus: occurs when the internal workforce supply exceeds the organizations requirement or demand for personnel; employees may be laid off to reduce the excess labour supply to a level equal to the demand requirements   
-hr surplus=hr demand < hr internal supply  
-job sharing: occurs when two or more employees perform the duties of one full time position, each sharing the work activities on a part time basis; allows the company to retain valued employees with the intention of reinstating them to full time status once hr demand levels increase at some time in the future usually when the economy rebounds; reducing hours, shifts, days 
-attrition: the process of reducing an hr surplus by allowing the size of the workforce to decline naturally because of the normal pattern of losses associated with retirements, deaths, voluntary turnover
-hiring freeze: a probation on all external recruiting activities (early retirement packages attempt to induce surplus workers to leave the organization) 

CHAPTER 7

Index/trend analysis: examining the relationship over time between an operational index (level of sales, # of units produced, # of clients served, # of labour hours) and the demand for labour (as reflected by the number of employees in the workforce); quantitative demand forecasting technique; reveals the historical relationship of the demand for labour; widespread due to its ease of use; incorporates only the relationship between a single business variable and demand for labour (workforce size)   
Steps to conducting an index/trend analysis 
1. Select the appropriate business/operational index: the hr forecaster must select a readily available business index that is known to have a direct influence on the organizational demand for labour and is subjected to future forecasting as a result of the normal business planning process 
2. Track the business index over time: go back in time for at least the four or five recent years, but preferably for a decade or more to record the quantitative or numerical levels of the index over time  
3. Track the workforce size overtime: record the historical figures of the total number of employees, or the amount of direct and indirect labour for exactly the same period used in step 2 
4. Calculate the average ratio of the business index to the workforce size (employee retirement ratio, the relationship between the operational index and the demand for labour): obtain a ratio by dividing the level of sales for each year of historical data by the number of employees required to produce that year’s level of sales; this employee requirement ratio is calculated for each year over the period of analysis so that an average ratio describing the relationship between the two variables over time can be determined
-employee requirement ratio: the relationship between the operational index and the demand for labour  
5. Calculate the forecasted demand for labour: divide the annual forecast for the business index by the average employee requirement ratio for each future year to arrive at a forecasted annual demand for labour (obtain future sales forecast figures for the next 5 years; for each of the years divide the level of sales by the average employee requirement ratio to obtain the forecasted numerical demand for labour for each future year)   

Expert forecasts: a qualitative process for determining future labour requirements; a process for stating assumptions, considering potential organizational and environmental changes, and deriving a rationale to the support the numerical estimate; direct managerial input is the most commonly used method for determining workforce requirements; using experts to arrive at a numerical estimate of future labour demand is a qualitative process for determining future labour requirements 

Who are the experts that can provide a demand forecast? Line managers, hr and business planning staff, business consultants, financial analysis, university researchers, union staff members, industry spokespersons, federal and provincial government (pending legislation to ban the use of certain materials in products and hence the associated reduction in demand for employees who are involved in their manufacture)    
Methods used to collect data are: 
-interviews
-questionnaires: in person, mail, email 
-surveys
-telephone conference calls 

Delphi technique: a carefully designed program of sequential, individual interrogations (usually through questionnaires) interspersed with information feedback on the opinions expressed by the other participants in previous rounds; qualitative method for deriving detailed assumptions of long run hr demand; once a group of experts is selected the experts do not meet face to face and instead a project coordinator canvasses them individually for their input and forecasts by means of progressively more focused series of questionnaires    
Steps:
1. Define and refine the issue or question: a project coordinator is assigned and they work with the hr staff to determine the specific personnel category or activity that will be the focus of the Delphi technique; the group targeted for hr forecasting should be well defined so that relevant, focused, and detailed feedback based on a minimum of assumptions can be derived (redundant assumptions are associated with loss of the experts time)     
2. Identify the experts, terms, and time horizon: the project coordinator in conjunction with the hr staff identifies and selects a team of individuals who are deemed to be experts with respect to the specific personnel grouping that requires a forecast; given that the group of experts will include individuals who are not members of the organization it is important for both parties to reach agreement on the terms and conditions for participation in the forecasting process as well as setting the context and explicitly defining the nature of the work (the team of experts must be clear as to which jobs constitute production workers if those experts are being asked to derive a demand forecast for this category)     
3. Orient the experts: an overview of the demand forecasting decision process; experts are told either that there will be a predetermined number of questionnaire interrogations or that the sequence will continue until a majority opinion exists among experts     
4. Issue the first round questionnaire: the project coordinator sends each expert the questionnaire by courier, fax, and mail, email, and includes a time frame for completing and returning it; focuses on defining both the explicit assumptions made by each of the experts and the background rationale supporting his or her particular demand estimate    
5. Issue the first round questionnaire summary and the second round of questionnaires: the aim of the subsequent questionnaires is to focus the experts initial assumptions and estimates by providing summarized feedback from all members of the group; points of commonality and conflict are indentified in the summary as is the need to clarify specific assumptions identified by the responses to the previous round   
6. Continue issuing questionnaires: the project coordinator continues to issue questionnaires until either all the predetermined questionnaire stages have been completed and summarized or the group reaches a clear majority decision; in either case the majority or however many rounds summarizes the experts future demand estimate for the hr category under analysis  
-advantages where experts do not meet face to face: reluctance by individual experts to participate due to shyness, perceived lower status or authority, perceived communication deficiencies, issues of individual dominance and groupthink (group conformity pressures); great equalizer and elicit valid feedback from all members; can effectively use experts who are drawn from widely dispersed geographical areas  
-disadvantages: because of the series of questionnaires administered to derive a forecast the time and costs incurred when using the Delphi technique can be higher than those incurred when using alternative forecasting methods; since the results cannot be validated statistically the process is greatly dependant on the individual knowledge and commitment of each member; if experts are drawn from one specific field it may be that their common professional training will guide them along a single line of inquiry rather than pursuing more innovative and creative courses of action; if insufficient attention has been paid to developing criteria for the identification and selection of experts the personnel selected to derive the demand forecast may lack expertise or information to contribute meaningfully to the process      
-hr forecasting & Delphi: the importance of human competencies in the future, the capacity of the organizations current human resources, hr policies were developed from the resulting information, factors differentiating successful from less successful employees, the knowledge and skills required by each employee, how tasks differ from positions, identifying vital points, the possibility of future losses, possible future experiences and ranking the nine organizational core competencies in order of priority  

Nominal group technique: qualitative long run forecasting technique utilizing expert assessments; the group does meet face to face and interact but only after individual written preparatory work has been done and all the demand estimates (idea generation) have been publicly tabled or written on a flip chart without discussion; each demand estimate is considered to be the property of the entire group and to be impersonal in nature which minimizes the potential for dominance, personal attacks and defensive behaviour in support of estimates presented in the group forum; the expert forecast is determined by a secret vote of all group members on their choice of the tabled demand forecasts; the estimate receiving the highest ranking or rating during the voting process is deemed to be the groups forecast   
Steps: 
1. Define and refine the issue or question and the relevant time horizon: the hr forecasting staff or coordinator is responsible for identifying the specific personnel category or activity that will be the focus; the more refined the problem definition the more likely it is that relevant, focused, detailed feedback will be derived with a minimum of redundant assumptions; the time horizons of interest for the demand estimate be clearly specified; what will the corporations demand for production workers be in the year 2008 or in 5 years from the present, please provide your demand estimate and the explicit assumptions and rationale supporting your forecast 
2. Select the experts: the coordinator or hr forecasting staff selects the individuals who have expert knowledge of the specific personnel group being analyzed; experts are then contacted to confirm their participation in the process and to schedule the time for the face to face meeting  
3. Issue the hr demand statement to the experts: the coordinator sends each of the experts a concise statement of the hr demand they are being asked to address; the issue is normally framed as a question that the experts are being asked to answer and an accompanying sheet of terms, definitions, and assumptions may accompany the question or issue statement    
4. Apply expert knowledge, state assumptions, and prepare an estimate: each expert now considers their specific knowledge of the particular personnel group that is the subject of the demand estimate; experts will undoubtedly have personal insights or insider information not available to other members of the group and should explicitly state the various assumptions that arise from this information as well as their numerical estimate of demand; once the nominal group meets face to face the supporting rationale for what may be widely divergent demand estimates quickly becomes apparent to the group as a whole   
5. Meet face to face: a brief presentation of each experts demand estimate with the associated supporting assumptions; individual interaction and discussion are forbidden so as not to stifle creativity; specify the process for the nominal groups subsequent actions  
6. Discuss the demand estimates and assumptions: the process shifts to detailed analyses and group discussion of the estimates and their assumptions; to minimize individual defensiveness and personal ownership of estimates group members are asked to focus on ascertaining supportive information for estimate assumptions and to avoid attacks on the soundness of any specific estimate; the question, answer, and discussion continues until all pertinent information affecting the hr demand estimates has been presented to the satisfaction of the experts in attendance or at least the point where all positions and assumptions are clear to group members    
7. Vote secretly to determine the expert demand assessment: a secret vote is taken and the estimate drawing the highest ranking or number of votes from the experts is selected to be the groups hr demand estimate solution to the question posed in the first step  

Hr budgets: quantitative, operational or short run demand estimates that contain the number and types of personnel (bank clerks, loan officers, branch managers) required by the organization as a whole and for each division/department; these hr budgets are prepared by the hr staff in conjunction with line managers and take into consideration information from historical company staffing trends, competitor staffing practices, industry and professional associations, and stats Canada   

Staffing table: total hr demand requirements for operational or short run time periods; the hr budget process produces this which contains information related to a specific set of operational assumptions or levels of activity; presents the total hr demand requirement by level (vice presidents) and function (marketing personnel); hr planners can determine short run future demand requirements for subunits and the organization as a whole; enables the budgeting process to incorporate changes in compensation costs linked to the level of future personnel demand   

Envelope/scenario forecasts: projections, or multiple predictor estimates, of future demands for personnel predicated on a variety of differing assumptions about how future organizational events will unfold; comprehensive future planning of operational and short run hr demand; because we have no certain knowledge of the future course of events we would be well served by developing several plausible sets of outcomes; based on certain assumptions experts search for causality by linking cause and effect events together; scenarios are developed by having brainstorming sessions with line managers who formulate the groups combined expert view of the workforce 5 years or more in the future and then work back in time to identify key change points; develop and discuss the linkages and courses of action that will lead from the present to the proposed future scenarios; this flexible demand forecasting process is more useful for incorporating the effects of uncertainty and change into our strategic hr planning process than is consideration of the single assumption of an hr budget; each of the scenarios or predicted future states contains its own set of assumptions resulting in an entirely different estimate presented in a single staffing table for each course of action    

Regression analysis: effective, quantitative forecasting technique for short, medium, and long range time horizons; can be easily updated and changed; presupposes that a linear relationship exists between one or more independent, casual variables, which are predicted to affect the dependent target variable, in our instance, future hr demands for personnel; projects into the future based on the past historical relationship between the independent and dependent variables  

-the predicted value for hr demand will be a function of a constant starting point plus the interaction between the value of the casual/independent variable multiplied by a slope factor 
	Y=A + BX
Y=dependant variable (hr demand)
A=constant (y intercept) 
B=slope of linear relationship between x and y 
X=independent variable (can be the level of sales) 

Linearity: the observed relationship between the independent and dependent variables (if a per unit increase or decrease in the level of sales and the market rate of interest result in a concurrent associated change in hr demand (the dependent variable) then the assumption of linearity might be met and regression analysis could be used for our demand forecasting)    

CHAPTER 8

Hr supply: organizational hr demand can be met through current employees (internal supply) or individuals not currently employed by the organization (external supply) or a combination of both 

Skills inventory: individualized personnel record held on each employee except those currently in management or professional positions; examination of the number and capabilities of current employees; contains personal information (name, employee number, job classification and compensation band, emergency notification, telephone number), education and training skill competencies (certificates, licenses, diplomas, degrees, area of specialization, dates of attendance, names of institutions attended) work history (date of hire, seniority, current job and supervisor and previous jobs held in the organization and the dates associated with them) performance appraisals (numerical score of the employees history of performance in jobs in the organization) career information (future jobs desired by employee and those recommended by supervisors) hobbies and interests (community and volunteer associations); skills inventory is entered into the hrms database and can be searched when looking for people with the skills and competencies required by a specific job; must be kept current; employees should be given opportunities to update or correct their entries otherwise an employee may not be considered for a job that they could have filled successfully; contain information that allows a detailed analysis of the current workforce to determine whether we can meet the demand for personnel replacement from current employees in the organization          

Management inventory: individualized personnel record for managerial, professional or technical personnel that include all elements in the skills inventory with the addition of information on specialized duties, responsibilities and accountabilities; assess the competency levels of its current workforce; noting which job openings must be filled from external sources because current employees lack the skill competencies required  
1. A history of management or professional jobs held
2. A record of management or professional training courses and dates of completion 
3. Key accountabilities for the current job (organizational resources, including the size of the budget controlled, the number of subordinates, organizational outcomes for which the incumbent is responsible for) 
4. Assessment centre and appraisal data 
5. Professional and industry association memberships 

Succession planning: critical to effective organizational functioning; helps the organization in being more effective in filling vacant positions; demographic trends are predicting greater shortages in the market supply of skilled labour so succession planning is needed; it is essential that organizations create systems that meaningfully reward managers for developing and retaining their employees or it is likely that tasks will not be performed; the dynamic and changing global business environment is forcing hr managers to expand their planning beyond the traditional identification of a shortlist of replacements for specific jobs; the focus is identifying and developing the broad skills and behaviours (competencies) that will be required by the organization to accomplish its competitive strategy; can help the organization be more effective in filling vacant positions; identifying possible successors for specific positions; supervisors in conjunction with the hr staff must develop succession/replacement charts and tables for key executive, managerial, and professional jobs in the organization        
1. Long term succession: the process of training and work experience to enable individuals to assume higher level job appointments in the future 
2. Short term emergency replacement: individuals who have quit, been terminated due to performance problems, and died  
Benefits: 
-enables an organization to respond appropriately and stay on track when inevitable and unpredictable changes occur; provides for continuity and future direction even in the turmoil of change  
-provides for continuity and future direction even in the midst of significant change 
-helps develop people as they prepare for new experiences and jobs and this development can also improve their performance in current positions 
-employees are positively motivated when succession planning takes into account employees’ performance  
-supports new organizational structures and flexibility by explicitly providing backups to various positions, thereby reducing organizational dependency on any one employee 
-it saves time and money by having plans in place to enable smooth transition of employees internally; external hiring is an exception to the process   

Succession management: the process of ensuring that pools of skilled employees are trained and available to meet the strategic objectives of the organization 

Replacement management: the process of finding employees for key managerial positions

Succession/replacement chart: represents the organizational hierarchy and the key executive, managerial, and professional jobs with their inherent reporting replacement; similar to an organizational chart; important yet incomplete pictorial representation of the state of succession readiness throughout a department or an organization  

Succession/replacement table: complements the succession/replacement chart in that it provides additional information on each specific job, the incumbent job holder, and all potential internal successors; is prepared for each key job in the organization; a list of all potential internal successors, not just the short list or top three individuals, as well as detailed information code for each candidate; summarizes information on personal career and training preferences, long run historical data on performance appraisal, family, geographical posting preferences which may all affect movement or promotion and are not included on the succession/replacement chart; both are great for analyzing the state of the current workforce   

Succession readiness code: codes listed next to the names of all potential successors; somewhat accurate picture of the state of succession readiness for each department and for the entire organization; used for supplementation; contain 2 elements of information essential for succession planning: 
1. The employee’s level of performance in the current job (could be represented by a value) 
2. The employee’s readiness for movement or promotion (ready now, probably within a year, needs development, not suitable for this job)  

Ripple or chain effects: one promotion in the organization can cause several movements in the organization as a series of subordinates are promoted to fill the sequential openings; the key benefit of a succession/replacement chart; determine hr blockages or problem areas  

Markov/probabilistic model: uses historical patterns of individual movement between jobs in the organization and attaches transitional probabilities for promotion, transfer, and remaining in a particular job for an annual or specified future period; we are able to derive exact numbers of open positions throughout the organization and can track career progression and the time required for individuals to reach specified target jobsa useful tool for analyzing hr supply; a model that produces a series of matrices that detail the various patterns of movement to and from the various jobs in the organization; determining the number of personnel who move annually and over specified time periods between various job levels; the number of external hires that are required by the organization and the specific jobs where they are needed; the movement patterns and expected duration in specified jobs associated with patterns of career progression for employees in the organization (career path); the number of percentage of all starters at a particular job level who will successfully attain a future target job level by a specified time period; produces a series of matrices that detail the various patterns of movement to and from the various jobs in the organization; do not examine individual employees but instead examine overall rates of movement between various job levels and this movement between jobs is based on historical movement patterns; should be based upon movement during typical business operations and if environmental conditions change dramatically the information should be adjusted using the best judgement; depends on stable transition probabilities so dynamic and unstable environmental scenarios may preclude the effective usage; insights in calculating the most appropriate balance between training and promoting internal employees and external recruiting; when considering employee movement patterns in the organization an employee has 5 possible options:
1. Remaining in the current job 
2. Promotion to a higher classified job 
3. A lateral transfer to a job with a similar classification level 
4. Exit from the job (termination, layoff, resignation) 
5. Demotion (rare)  
Steps for utilizing in hr planning: 
1. Collect historical data on mobility rates between jobs in the organization  
2. Develop matrices to forecast future personnel movement between jobs 
3. Use forecasts of the model to analyze our hr policies and programs and instigate necessary adaptive measures 
-transitional probabilities: the likelihood that an individual in a specific job will exhibit one of the five movement behaviours normally one year into the future; by using employee movement data from the past 5 years or so  
-Markov chains: the sequence of movements between various job states; derived from the model and can be considered a subset of the model as they refer to movement sequences between specified job states not the overall matrix; detailed examination of the Markov model enables us to determine the number of external recruits required at various levels of the organizational hierarchy to fill openings caused by turnover, termination and promotion; the Markov model enables us to determine the specific number of replacements or successors required for any job family annually, as well as for specified future planning periods which can help us to be more proactive in our external recruitment programs; can calculate the chain of movement from an entry level job all the way to the ceo appointment     
-multiplier effect: the length of a vacancy chain; the number of personnel who will move as a result of having to replace one individual; appeal for the career planning of individuals who have upward aspirations in the organization 

Linear programming: a complex mathematical procedure commonly used for project analysis in engineering and business applications; allows hr planners to determine the future supply of personnel based on achieving the best staffing result while minimizing constraints on labour costs; conditions such as desired staffing ratios can be considered; some companies may seek to minimize turnover or total labour costs while others may seek to achieve an optimum level of staffing with respect to designated groups; enables us to calculate what if scenarios by changing or relaxing various model assumptions in order to determine the impact of these changes both internally and externally; uses mathematical equations to determine the optimal mix of personnel supply given specified constraints    

Movement analysis: a technique used to analyze personnel supply, specifically the chain and ripple effect that promotions or job losses have on the movement of other personnel in an organization; able to identify the total number of vacant or open positions in the organization or department, as well as the total number of personnel movements that are caused by replacing and filling these vacant positions; the total number of personnel movements is always greater than or equal to the number of vacant positions to be filled; enables the hr planner to select the desired mix or percentage of internal and external supply for those positions requiring replacements, ranging from a promote within policy to the other extreme of replacing losses entirely through hiring personnel from outside the organization; can be done for the organization as a whole but is more useful to conduct separate analysis for each department, division, or functional area; normal planning time is one year; identify not only the location and number of open positions that must be filled by the organization but also the total number of individuals who will be moved to fill these openings      

Vacancy/renewal/sequencing model: analyzes flows of personnel throughout the organization by examining inputs and outputs at each hierarchal or compensation level; have been found to have more predictive capacity than markov models over short and long term periods although the common time frame for this model is one year into the future; calculate the personnel supply requirements one level at a time in a top down fashion beginning at the highest relevant authority level because the normal direction of personnel movement in an organization is from the bottom to the top; the supply needs of each salary are determined by staffing changes, the number of personnel who are promoted away from the level and personnel losses (retirements, departures, terminations); organizational policy will determine the extent to which these openings will be filled by internal and external supply; vacancies in the organization lead to a sequence of internal promotions from lower levels as the open positions are filled by the replacement personnel; identifies the specific number of external and internal personnel required at each level and for the organization as a whole; total personnel flows into and out of each authority or compensation level as well as for the organization as a whole and we are able to calculate the exact numbers of internal promotions and external recruits that will be required by the organization       

Hr supply and retention programs
-organizations need to monitor and control levels of absenteeism and turnover (labour wastage) 
-even if we are highly successful in recruiting a large number of high quality applicants, if we are unable to retain experienced, high performing employees, we face dire consequences, not only in the short run in failing to achieve desired organizational goals but also in an inadequate hr supply and lost opportunities for future succession  
-retention programs are key to retaining experienced, high performing employees in order to achieve organizational goals 
-hard costs include advertisements, headhunter recruiting fees, interview training, travel costs, admin expenses, cost of lost production, increased salaries 
-soft costs include lost business and customer contacts, decreased quantity or quality of work due to training and learning curve gaps, orientation and training time gaps, decline in team morale and productivity 
-our human capital are our key competitive advantage, self renewing resources that clearly differentiate between organizational success or failure
-retention ideas include: offering effective communication programs, facilitating an enjoyable and collegial work atmosphere, designing meaningful jobs, formulating and administering performance and compensation systems that reward better performers, offering more flexible and attractive work arrangements (flextime, telecommunicating, cafeteria style benefits plans), mentoring and developing intellectual capital 
CHAPTER 5

Information technology: all hardware and software, including networking and communication technologies; smart use of it would enable hr professionals to dedicate themselves to being strategists and achieving results instead of being bogged down with administrivia;
-& human resources: can help with projecting supply and demand based on realistic secarios, can support succession planning and career development plans, and provide powerful storage and retrieval capabilities; professionals can handle a greater workload and achieve operational and strategic efficiency compared to paper based systems; better data storage, information retrieval, tools for analysis and capabilities that help alleviate the burden of transactional activities which allows more time and resources to be dedicated to the more strategic roles of business; relevant data needs to be accessed in a timely manner to inform decision making and be the greatest value for hr planning   
-applications in hr receiving the greatest level of it support: storing important data such as wages, vacation, sick time; transferring employee data between hr and outside payroll systems; generating organizational charts; posting job openings within the organization; tracking labour costs 
-applications in hr receiving the lowest level of it support: providing employees with self assessment and career guidance; providing employees with ergonomics assessment assistance; measuring the needs and results of diversity initiatives; letting employees make changes to their own benefits records; on line service delivery of employee assistance programs       
-significantly associated with: it usage leads to the greater involvement by hr in supporting the successful implementation of business strategy and delivering tangible results; greater hr involvement in the strategic roles of business partner and change agent; more positive assessments of the technical and strategic effectiveness of the hr function; it can indeed help hr reduce the burden of administrative transactional tasks 

Outsourcing: a contractual agreement that has an outside company manage some functions there were previously handled in house; strategic and analytic operations are rarely outsourced; as hr outsourcing continues to grow, most organizations resort to selective outsourcing   

The role of hr professionals
-planning, selection and implementing it solutions for business 
-information management and project management 
-work collaboratively with professional it consultants 
-proficiency with finding current, accurate, and immediate answers to business and hr questions through the use of telecommuting and virtual teaming 

Web based hr: allows service delivery that pushes employees and managers into making transactions (e-recruiting); allow employees easy access to their data (job postings, personal data, access to learning solutions) through online access to information, resulting in quicker responses from experts; rather than outsource, hr may consolidate its services into an internal hr service centre and operate the centre with its own hr practitioners   
-e-learning: the process of learning contents distributed in digital formal via computers over the internet or other network; just in time acquisition of firm specific knowledge and may facilitate the development of firm specific competencies (pre-employment testing on the internet) 

Enterprise portals: knowledge communities that allow employees from a single or multiple companies to access and benefit from specialized knowledge associated with tasks; one of many it tools that allow access to relevant content and applications; sophisticated websites that are designed to communicate a range of hr information and a variety of organizational resources; a single site for employees to access hr services; hrs front door; offer a web based access point too all information sources, tools, and systems needed to consume hr services effectively; allow employees to sign up for direct deposit or view their time cards      

Self service: a technology platform that enables employees and managers to access and modify their data via a web browser from a desktop or centralized kiosk; based on the principle that data is most effectively captured at source; allows employees and managers to communicate with and affect databases (employees might input and edit personal information such as their address, emergency contact); hr service consumers no longer need to interact directly with hr service providers    
-ess: employee self service application: may use to self service applications to model retirement options or to enrol in benefits programs; reinforce a culture of employee participation and engagement    
-mss: manager self service application: may use to access authorized information about the employees they supervise; complete a requisition to fill an open position; compile employee absenteeism and turnover data to forecast hr demand or to manage employees from recruitment to the annual employee review and compensation planning  

It & hr planning activities in organizations: 
-employee database can be used to analyze environmental influences on hrm (training participation rates, competency and performance levels may determine the most appropriate strategic option); supports different steps of the strategic hr planning process  
-can help mine data that is needed to support succession management 
-producing electronic surveys to support climate and/or engagement surveys 

Information technology applications that support hr planning: 
-workforce analytics: applications address the challenge of getting business intelligence for strategic decision making; the best applications provide on demand access to workforce performance, dashboards that place information at the managers fingertips, enabling root cause analysis, comparisons and trending and organize information and present key data in ways that are simple to understand; having human resources data is valuable but having the ability to sift quickly through data is even more valuable; provide the right information, in the right form, at the right time    
-business intelligence: applications and technologies for gathering, storing, analyzing, and providing access to data to help users make better business decisions   
-workforce management and scheduling: complex; provides applications for deploying employees most effectively based on forecasting, scheduling, and staffing; (in a contact centre the planning process might involve accurately forecasting call volumes, handle times, and overhead to determine staffing and scheduling requirements and once these forecasts are available the software application could quickly create schedules that take into account work rules, call volumes, agent preferences, and training/meeting times; managers could then make scheduling adjustments as call volumes and other variables change)    
-skills inventory: a personal record or skills profile of each member of the workforce; assessing the internal supply of talent; should be stored on a database that allows easy search and retrieval, enabling managers to identify and fill knowledge voids; web based skills inventories are designed to help develop a listing of specific skill sets as employees complete their online individual assessment and allows managers to quickly identify employees with critical competencies and ensure that training is connected to strategic business needs; help match up the right set of workers for a project; help track skills with the aim of getting the right talent at the right time in todays knowledge economy   
-replacement charts: support the process of finding replacements for key managerial positions; typical information includes predicted departure dates, shortlist of possible successors, performance appraisal information, how ready successors might be as replacements; it applications ease the process of replacement planning by providing timely and user friendly access to replacement charts; allows decision makers to determine which positions have sufficient bench strength and which positions need further planning      
-succession management: is about preparing employees for future jobs within the organization and developing the next generation of leaders; the process relies on intensive information like competencies, talent pools, developmental plans, performance assessments, and developmental opportunities; it solutions can help structure and manage this information making succession planning more effective and widespread to include mid level leaders and not just top executives; helping individuals realize their career plans within the organization which can be done by advertising internal opportunities for continuous learning and growth; allow employees to record and track their competencies and to perform comparative analysis against their job position as well as other positions in the organization     

Human resources information system: a comprehensive across the board system for hr management that includes sub systems or modules (recruitment and selection, time and attendance management, payroll, training and development, pension administration); software, hardware, support functions, and system policies and procedures that are used to gather, store and report human resources data; the system collects, stores, maintains data and retrieves information about employees and their jobs; primary transaction processor, editor, record keeper, and functional application system that lies at the heart of all computerized hr management work   

Specialty products: software solutions for specific/specialized application that may or may not interface with the main database (compensation planning solutions, time and attendance software, and other applications that assist in managing training schedules and budgets); enable the automation of discrete tasks and responsibilities and have the ability to address specific needs as they are focused on a single area of hrm and thereby offer the advantage of going in depth into a particular business activity     

Enterprise resource planning: commercial software systems that automate and integrate many or most of a firms business processes; can integrate hr data with other systems in the firm (finance, logistics, production and accounting); hr becomes one application amongst others and is a subset of erp software solutions; solutions are based on software that integrates data from diverse applications into a common database; cover the fullest range of organizational activities and processes; the computer systems used by large corporations around the world, adopted with the aim of achieving substantial cost savings as well as improved access to tried and tested solutions, new releases, and an opportunity to update procedures and align them with the so called best practices    

Relationship database: a database that can share information across multiple tables or files which allows the same information to exist in multiple files simultaneously; the erp approach promotes the use of this for critical information across the organization; this fosters the enforcement of consistent processes and procedures throughout the organization and ensures that administrative units can easily share information and communicate with each other; opportunity for automation along with other administrative functions; costly and lengthy because it involves contextual and organizational change; built with generic users in mind and they may not be well adapted to the specific practices and requirements of the hr user group in any given company and may create tensions regarding the organizations unique identity      

Sap (independent software provider) erp human capital management system: complete and integrated human capital management solution that delivers unmatched global capacity; allows hr professionals to hire the best talent and to train and cultivate its workforce 

Selecting technology solutions for hrm: most organizations acquire software from a vendor and goes through a selection process  
-conduct a needs analysis: collecting information about the organization (size, industry demands), its technical environment (hardware, operating systems, network environment, database, installed software, telecommunications, possible application service providers) and the needs of the hr department; consider what information request the hr department responds to, what report and documents it uses, what information passes though the hr unit, and what manual records are maintained; the information processing needs of the hr function   
-explore the marketplace: the marketplace offers a wide variety of software solutions and matching the right solution to ones needs can be difficult so therefore it is important to get to know the vendors and what they have to offer by contacting software providers to ask for some literature and demo disks; vendor exhibitions; meet the vendors; attend conferences; gather documentation; by exploring the market hr can further specify their needs based upon a more complete understanding of available software solutions and ultimately come up with a shortlist of a handful of prospective vendors  
-request for proposal: communicating what is sought from vendors; the first part describes your company and your system requirements and the second part specifies the information you need from the vendor (product information, customer references); interested vendors then set up sales calls where they show demos of their product    
-evaluate vendors and products: scripted demos are to be used at this stage which is an in person demonstration of the product that follows a clear agenda that you have prepared for the vendors; ensures that the demo focuses on your organizations needs; obtain references from users of the product you are considering, both technical and functional staff; they can provide timely information on the product, its ease of use, levels of support offered by the vendor and address other concerns     

Implementing and evaluating technology success factors 
-whatever the approach implementing hr technology requires an effective change or organizational development strategy (selecting a project manager and putting together a team)
-top management support 
-User involvement in the early stages of the project –during the design process or the planning stage of system implementation
-face to face communication in a training format is more effective than written communication during system implementation   

Business process reengineering: the fundamental rethinking and radical redesign of business processes to achieve dramatic improvements in critical, contemporary measures of performance, such as cost, quality, service and speed  (lack of user involvement, incomplete definition of needs, change of needs, lack of management support, planning and resources, new technology); hr needs to understand their processes and determine how new it can be leveraged to streamline them and this can involve changing anything that gets in the way of business performance  

Entering data security: employers have an obligation to protect employees’ personal records, medical records, and employment tests because of the sensitive nature of hr data; the golden rule is that only authorized persons should have access to employee data; security features include login security, pins, passwords, smart cards, encryption devices; only personal information that directly relates to a business should be collected and maintained in the hris; there should be a proper balance between what an individual is expected to divulge and what information employment and management decisions require; information should only be used for the purpose for which it was obtained or compiled or for a use consistent with that purpose   

Evaluating hr technology 
-technology acceptance: the extent to which users intend or actually use technology as a regular part of their job; attitudes toward it are influenced by behavioural beliefs about technology usefulness and ease of use; these beliefs are influenced by information satisfaction and system satisfaction which result from information quality and system quality; an audit may provide useful insights into effectiveness; cost and benefit analysis   
-knowledge management: systematic and organizationally specified process for acquiring, organizing, and communicating both tacit and explicit knowledge of employees so that other employees may make use of it to be more effective and productive in their work; if distinctive competencies are a major source of competitive advantage, providing employees with easy access to a pool of expertise through knowledge repositories, they might further contribute to organizational performance; such knowledge management practices or enablers allow successful knowledge sharing, improved learning, and new knowledge creation    

Social media: facebook, linkedin, twitter, blogs, myspace 
-positives: knowledge sharing and educating; connecting to the organization; enhance productivity, reputation, employee engagement; communication, transparency, immediacy; share successes, employees and clients successes 
-issues: sharing confidential information; productivity losses; discrimination; harassment; privacy breaches; damages to reputation and brand 
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