Midterm exams Preparation
Chapter 1:
1) HR manager maintain organization competitive advantage by it HUMAN CAPITAL
 Human capital is the skills; knowledges own by an individual which have economic value to an organization
 when the employee leave  they take the capital with them  the loss for a talent employee + the loss for all the training cost
 manger needs to maintain and develop the human capital within the company and Utilize it as well  enable the capital to be used in the right place at the right time.
2) HR (CSR and sustainability + Globalization)
CSR is the act of company toward the best interest of people and the community which is directly affected the company production
 sustainability is the same with CSR in terms 
Globalization issue: different cultures, different languages, different employment law  culture shock for both employee and manager  Good HR manager is the one that can deal with culture shock, to change the differences between employees into a strength  create a friendly working environment  differences cultures different thinking  creative ideas  gain competitive advantage in globally market.
3) Technology
· [bookmark: _GoBack]Operation: faster response, flow of information, automating routine activities, improve productivity  reduce administrative cost  increase productivity
· Relation: recruiting, scanning, pretesting the applicant
· Transformation: change the way that HR working  training, developing process is improved via technology
4) Dual roles of HR manager: productivity vs cost
Sometime we must laid off the employees by different ways: downsizing, outsourcing, offshoring, nearshoring, home shoring, employee leasing, furloughing employee
Opportunity cost for laid off:
· Lack of employee when the economy is recover
· Rehiring cost
· Law suit from employee which think the laid off is unacceptable / not fair
· Pension for employee
· Loss of institution employee, and create the gap in management trust
Benefits for NO laid off
· Ready to fight back with the economy
· Satisfaction from both employee and customer
· Creative from employee who are not afraid of being lay off
· Productive employee
5) Role and competencies of HR manager
Role:
· Advice + counsel
· Employee advocacy
· Service
· Policy formulation and implementation
Competencies
· HR mastery
· Business Mastery
· Change mastery
· Personal credibility
Chapter 2
1) HR role in achieve vision, mission, core value of company
Vision of the company is the basic purpose of the organization for existing in the market
Mission is beyond the vision in term of it provide the information where the company is headed, its long-term objectives
Core value are the strong, beliefs or the principles of the company which they can based on that to make the strategic decision.
 HR roles is important to achieve the vision and mission of organization because is interact directly with the human capital of the company. Human asset of the company is employees. HR manager need to make sure the vision & mission of organization is clearly, accurately understanding by the employees + is employee able to achieve the mission + is it too high for employee to achieve the goals  should we change it
 there are several ways that HR manager can do to ensure the mission and vision is achieved by the employee:
· Transformation of the statement: make sure the employee understands the goals correctly  communicate with employees period  make sure they know every change in the goals
· Recruiting + hiring employee who have potential ability to help the company to achieve the goals  the ones that has consistent goal
· Translate the mission + vision into the reality – task for employees  supervisor 
2) External environment affect strategic planning
· Economic change
· Global change
· Demographic change
· Political change
· Technology change
· Social change
3) Internal environment (3C)
· Capabilities: employees – human capital (integrated knowledge sets within an organization that distinguish its form the competitor and value delivered to customers.
· Culture: recipe of the company to create creative products (Culture differences within organization  create the gap between employee and employer understand it, so gain competitive advantage over competitors (value, assumption, belief and expectation)
· Composition: Human capital structure within organization – whom to hire internally, whom to work externally and how manage different types of employees with different value provided and contribute in different ways to the organization. 
Competitive advantage regarding HR (Capability)
· Resources (people) must be valuable: Employee in company is valuable and its value add to organization competitive advantage in the way that if they find the way to perform work efficiently  increase productivity  decrease cost + increase customer satisfaction
· Resource must be difficult to imitate: Each employee has his/ her human capital  it is hard to imitate by other  combine them together to create fantastic product
· Resource must be organized: Employee on their own is also competitive  need to be manage in the way that their talent can be use in the right place, right time.
· Resources must be rare: people have their own competitive advantage regarding their skills, knowledge or experiences which can add to the core values of company compared to competitors.
Competitive advantage of a company:
· Cost Leadership
· Differentiation
· Cost focus
· Differentiation focus
4) Evaluation for HR implementation
· Benchmarking
· Balance scorecard (BSC): include financial + people + process + learning
· Measuring Horizontal fit 
· Set the forces which you want to achieve (
· Identify which practices has been used to achieve the forces goals
· Evaluate the practices on the scale from -5 to 5
Chapter 3
1) Employment equity legislation. Why?
Employment equity makes good business sense. It contributes to the bottom line by broadening the base of qualified individuals for employment, training, and promotions and by helping employers avoid costly human rights complaints. Employment equity enhance an organization’s ability to attract and keep the best qualified employees, which results in greater access to a broader base of skills  have good image in the community  company develop
2) Legal framework: Charter rights and freedoms + Canadian Human rights
Charter Rights and Freedoms guarantee some fundamental rights to every Canadians:
· Fundamental freedom: freedom of speech, press, assembly, association and religion.
· Language right
· Mobility right
· Demographic right
· Legal right
· Equality right
Canadian Human Rights: this act proclaims that every individual should have an equal opportunity with other individuals to make for himself or herself the life that he or she is able and wishes to have, consistent with his or her duties and obligations as a member of society, without being hindered in or prevented from doing so by discriminatory practices based on race, national or ethnic origin, colour, religion, age sex, or marital status, or convictions for an offence for which a pardon has been granted or by discriminatory employment practices based on physical handicap. The act applies to all federal government departments and agencies, to Crown corporations, and to other businesses and industry under federal jurisdiction, such as banks, airlines, railway companies, and insurance and communications companies.
3) Pay equity (maintain the equality between men and women in workplace) and its intent
Pay equity: is the equal pay for work of equal value
· Equal pay for employees for an identical job with no discrimination practices such as age, gender, religion.
· Equal pay for work which worth for the pay.
The intent of pay equity: address the discriminatory portion of the historical wage gap between men and women and to ensure that salary ranges reflect the value of the work performed.
4) Employment Equity Act
Purpose: to eliminate the inequality in workforce for designated groups (women, disabilities, Aboriginals, visible minorities).
Enforcement: Under the Federal Contractors Program (FCP), contractors who bid for goods and services contracts with the federal government valued at $1,000,000 or more and that employ 100 people or more are required to implement and employment equity program. For first offender, will be fine $10,000 for the second offender the fine will be $50,000.
Implementation contain 6 steps:
· Senior Management Commitment: the procedure need to be written as a policy and delivered to all employee within the company + deal with concern about the program and set to minimum for the concern
· Data collection and analysis: flow data and stock data – the number or proportion of employees within the organization 
· Employment System Overview:  To avoid systematic discrimination – the discrimination which is hidden unintentionally in the procedure. (Ex: physical access that restrict those who are mobility challenged, recruitment practice that limit application from designated groups, or job description or evaluation system that undervalue the work of women)  reasonable accommodation: the adaption of employers to adjust the working conditions or schedule of employees with disability or religion preferences.
· Establishment of work plan: The data analysis + system overview will lead to a plan for employer to follow to ensure the equality in workplace. The plan must be:
· Numerical goals with time frames 
· Clearly explanation about the improvement toward the existence of designated groups within the company.
· Description of specific activities to achieved the numerical goals.
· An outline of monitoring and evaluation procedures to follow program implementation
· Implementation
· Evaluation


Chapter 4 
1) Job analysis collected and incorporated into Job description
Job analysis includes:
· Position analysis questionnaire: determine the degree to which different tasks are involved to perform a job
· Critical incident method: the important task that can lead to job success
· Task inventory analysis: a list of task used to figure the component of job
 Job description is a written description of job on how the jobs should be perform and which duties or tasks required to complete the jobs. Job description includes Job Title, Job identification section, Job Duties section, job specification Section.
 the data or information collected by job analysis can be used to determine the duties or required task for a job which can be written down as a job description. For example, task inventory analysis can be useful for the job identification section. The inventory analysis is used to determine specific tasks for a job to be performed which is the essential component of job identification section. Job duties section can be done based on position analysis questionnaire. Job specification section can be clarified through critical incident method. Special skills, knowledge needed to perform important tasks of a job.
2) Job design for motivation
Job design is structuring jobs to improve organization efficiency and employee job satisfaction.
It has 4 main consideration: 
· The organizational objectives the job was created to fulfill
· Behavioural concern that influence an employee’s job satisfaction
· Industrial engineering consideration
· Ergonomic concerns including workers ‘physical and metal capabilities
·  Job enrichment: enhancing job by adding more meaningful tasks and duties to make the work more rewarding or satisfying
· Job characteristic Model: a job design theory which is used to achieve outcomes: work performance improvement, internal motivation and lower absenteeism and turnover.
· Employee empowerment
3) Job analysis as “bedrock” HRM
· SHRP: SHRP is a practice of identifying the flow of employee in, within and out the organization which is useful to achieve the long-term objectives though human capital  job analysis can help to achieve the optimal SHRP
· Recruitment: Job specification can help recruit system. Specific skills, knowledge needed to perform a task is listed by job specification.
· Selection: Job description practice can help to expedite the selection system. With specific skills needed for specific job selection can be optimized
· Training and development: with specific skills needed listed in job description HR manager can easily provide accurate training for employees determine ways to develop the work.
· Job appraisal: Job description with specific skills needed + how to perform the tasks  provided a base for performance evaluation  performance appraisal
· Compensation management: specific skills, or tasks equal to specific salary.
Chapter 5
1) Firm’s strategy affect recruitment
First strategy is its long-term objectives. The long – term objective is achieved through different aspect such as reducing the cost, increase the productivity of employees  increase the sales as well as the customers’ satisfaction. Recruitment process is the ones have direct effect on human capital of company. The strategies must clearly stated and understand accurately by HR manager so they can make the correct job description for job recruitment. Human capital is hired to achieved the strategies, recruitment is to help the company attract the potential employees.
2) Internally Recruitment 
· Internally job postings
· Internally hired by performance appraisal (9 – box grid)
·  Skill inventories and replacement charts
3) Externally recruitment
· Advertisement
· Social media
· Education Institution
· Professor association
· Job fair
· Referral of employees
· Labour unions
· Employment agencies
· Employment leasing 
4) Technique to develop recruitment
· Realistic Job Preview: informing the applicant all the aspect of the jobs regarding skills, knowledge requirement: both desired and undesired.
· Quality to fill metric
· Time to fill metric: the number of days when a job opening is approved to the date the person ultimately chosen for the job selected.
· Yield ratio: is the proportion of applicant from one resources who make it the next level of selection
· Surveys
· Applicant tracking system: a software which help manager to post job opening, screen resume and contact potential applicant for interview via email, and track the time and cost related to hiring people.
5) Career management program integrated with individual employee and their organization
Career management program is designed to blend the needs of both organization and individual. The program start with the analysis of competencies, then a career progression is designed following with career path. Finally, tracking career stage is needed.


Chapter 6
1) Selection process
· Completion of application
· Initial interview in HR department
· Employment test
· Background investigation
· Preliminary selection in HR department
· Supervisor or team interview
· Selection decision
Post screening: 
· Referral check
· Credit check
· Background check
Interview types:
· Non-direct interview
· Structural interview
· Situation interview
· Behaviour description interview
· Panel interview
· Sequential interview
Post-employment check
· Knowledge Test: test general knowledge regarding the understanding of jobs
· Work sample test: applicants asked to complete a part of works required to complete the jobs
· Assemble test: applicant asked to complete series of job simulation
· Cognitive Test: test about mental abilities regarding reasoning ability, problem solving.
· Biodata test: asked questions to reflect attitudes, behaviours, experiences, interest skills
· Personality test: extroversion (active, social, talkative), agreeableness (trusting, honest), conscientiousness (dependent, organized), neuroticism (calm, secure), openness to experience
· Medical examination
· Polygraph test (lie detector): examine blood pressure, breathing of applicants during questioning.
· Physical test
· Drug test
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