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Introduction to Business
Lecture notes/study guide

Chapter 8 Managing Human Resources and Labor Relations
8.1 Achieving High Performance through Human Resources Management
· What is human resource the process of?
· What activities are involved in the human resource process?
· Why is the process in sequenced activities?
· What are two important and somewhat parallel aspects of the process?
· [bookmark: _GoBack]What is the purpose of human resource planning?
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· Information about a specific job’s skill requirement begins with a _______________.
· What is a job analysis?
· What is the purpose of this information?
· Where are the tasks and responsibilities of a job listed?
· What is contained in the job specification?
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· HR Planning and Forecasting
· What is forecasting known as?
· What two forecasts are involved in this process?
· Why is the internal supply forecast important to know?
· What is succession planning?
· How can organizations utilize contingent workers?
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8.2 Employee Recruitment
· Sources of job applicants.
· What does the internal labor market consist of?
· How can an organization determine their internal labor market?
· What is the external market a pool of?
· Process an organization uses to find prospects in the external labor market.
· Recruitment methods
· What is a job fair and why is it used?
· How has technology completely changed the employee recruitment process?
· Why is recruitment branding important?
· What purpose does a realistic job preview play in recruitment branding?

8.3 Employee Selection
· What does an organization do after it has attracted enough job applicants?
· Define selection________________________________________
· What are the steps in the selection process?
· Can an applicant be rejected at any step in the selection process?
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· What happens in the initial screening?
· What types of tests may be required?
· What is the selection interview? 
· How might this step be conducted?
· Why is it important for applicants to carefully consider their responses to interview questions?
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· What happens if the applicant passes the selection interview?
· Why might an organization require a physical exam or drug testing?
· How is a decision to hire made?
· Who typically makes this decision?


8.4 Employee Training and Development
· What does training and development involve?
· What are the training objectives?
· How is training done?
· What does new-employee training usually begin with?
· What type of information is delivered in a formal orientation?
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· What happens after the employee orientation?
· Where does job training take place?
· Define job rotation ____________________________
· Other forms of on-the-job training
· What is an apprenticeship?
· Mentoring and mentees 
· Who typically are mentors in an organization?
· Why has this become a popular form of on-the-job training?
· Off-the-Job Training
· Why is it necessary to sometimes train employees away from the workplace?
· Methods of off-the-job-training.
· What are programmed instructions?
· How are they made available?
· What types of training can be done on web-based training known as simulation?
· Why would an organization use simulation training and simulators?

8.5 Performance Planning and Evaluation
· Performance appraisal, what is it used for?
· What are the five steps in the process?
· Why is it important for managers to establish performance standards?
· What must the employee do once the performance standards are established?
· In terms of what is the employee evaluated?
· What types of decisions are made after a performance evaluation?
· Purpose of rewards.
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· Rating scales used for performance appraisals.
· What type of information is needed for rating scales?
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8.6 Employee Compensation and Benefits
· What does compensation include?
· How is compensation connected to performance appraisals?
· What are the factors that affect an employee’s pay?
· Differences between pay structure and internal and external influences.
· Two types of compensation
· What is direct pay?
· Types of direct pay.
· What are the different types of incentive pay?
· What is indirect pay?
· Forms of indirect pay required by law.

8.7 The Labor Relations Process
· Labor union, what is it?
· Three phases of the labor relations process.
· What is collective bargaining?
· Three modern labor movement parts.
· What is a local union?
· Three main functions of the local union.
· How often does collective bargaining take place?
· What is the shop steward’s responsibility?
· Describe a national union.
· What is a federation?
· How do unions organize?
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· Reasons for and against unions.
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· Collective bargaining process
· Purpose of the collective bargaining process.
· Who is typically involved in the process?
· How does much of the bargaining take place?
· Who must approve the resulting contract.
· Is the contract legally binding?
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· Union security arrangements
· What is the most common union security arrangement?
· How does the agency shop differ from the union shop?
· Taft-Hartley Act of 1947
· What does the right-to-work law enable states to do?
· How does the open shop relate to the right-to-work law?
· How do unions affect management decision-making abilities?
· How does a management rights clause help management?
· Where is most of the focus in bargaining efforts?
· How does seniority relate to job security in relation to unions?

8.8 Managing Grievances and Conflicts
· Define grievance __________________________________________
· How are grievances between management and labor resolved?
· What happens if the grievance cannot be resolved?
· Describe arbitration?
· Is the arbitration decision binding?
· What is the step-by-step process for handling grievances or disputes?
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· Tactics for pressuring a contract settlement
· What is a strike?
· Why do workers strike?
· What is a selective strike?
· What can employers do in response to a strike?
· What is a lockout?
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8.9 Legal Environment of Human Resources and Labor Relations
· Key laws and federal agencies
· Purpose of federal laws
· Types of laws
· Purpose of Fair Labor Standards Act?
· Who does the Pension Reform Act protect?
· What was the goal for enacting the Equal Pay Act?
· Occupational Safety and Health Act’s purpose.
· Who benefits from the American’s with Disabilities Act?
· What does the Family and Medical Leave Act guarantee?
· The Wagner and Taft-Hartley Acts govern what?
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· Agencies that oversee employment, safety, compensations and related areas.
· What does the Occupational Safety and Health Administration (OSHA) oversee?
· Who enforces the provisions of the Fair Labor Standards Act?
· What commission was created by the 1964 Civil Right Act?
· What are the Equal Employment Opportunity Commission’s (EEOC)three basic functions?
· Employment discrimination complaint involve who?
· What is a protected class?
· What can employers do to prevent employment discrimination?
· What board was developed to enforce the Wagner Act?
· How are the five members of the NLRB appointed? 
· What do the NLRB agents investigate?
· Who does the Federal Mediation and Conciliation Service help?
· What processes do they use?
· What is conciliation?
· Role of specialist in mediation.

8.10 Trends in Human Resources Management and Labor Relations
· Four trends/issues affecting human resource and labor relations.
· What is competitive advantage?
· How does employee diversity increase an organization's competitive advantage?
· What needs to be done by top management for this to happen?
· How has the use of technology changed HR?
· Why do organizations outsource? 
· What is corporate culture? 
· How do organizations hire for fit with their corporate culture?
· Besides hire for fit in corporate culture, what else must be taken into consideration?
· Why are organizations looking for the best and brightest in technical knowledge and skills?
· Why are more service workers joining labor unions
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The Pitch (Question
to Applicant)

The Swing (Applicant’s Response)

The Miss (Interviewer’s Reaction to

Response)

“Give me an
example of a time
when you had a
conflict with a
team member.”

“Tell me how you
solved a problem
that was impeding
your project.”

“What's the one
thing that you
‘would change
‘about your current

position?”

“Our leader asked me to handle
all of the FedExing for our team. I
did it, but I thought that FedExing
was a waste of my time.”

“One of the engineers on my
team wasn’t pulling his weight,
‘and we were closing inon a
deadline. So I took on some of his
work.”

“My job as a salesman has
become boring. Now I want the

“At Gore, we work from a team
‘concept. Her answer shows that she
‘won't exactly jump when one of her
teammates needs help.”

“The candidate may have resolved
the issue for this particular deadline,
but he did nothing to prevent the
problem from happening again.”

“He's probably not maximizing his
current territory, and he is
‘complaining. Will he find his next role
‘boring’ and complain about that
role, too?”
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Example of Behavior-Based Rating Scale for Performance Appraisal

Position: College Recruiter

Job Description: Visits campuses and conducts interviews of graduating seniors

Explanation of Rating

Performance

Rating

Explanation of Rating

This recruiter plans and organizes spring-
semester college-recruiting schedule to
minimize travel expenses and maximize the
number of colleges visited and students
interviewed.

Even with tight travel schedules
between campuses, this
recruiter completes each
campus report before arrival at
next campus.

In making plans to visit a new
campus, this recruiter might not
have identified two or three
faculty
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Job Description: Visits campu 5 of graduating
Explanation of Rating Performance Explanation
Rating
6 members for obtaining pre-visit
information about degree
programs.

This recruiter occasionally does not check with ~ §
college placement office to request student
résumés two days before arrival.

4 Sometimes this recruiter’s notes
are incomplete concerning a
student’s response to interview

Qquestions.
3 This recruiter is often several
minutes late in starting
interviews.
This recruiter is frequently late in sending 2
thank-you letters to students interviewed.
1 This recruiter is always late

completing campus-recruiting
reports.
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Almost Always Stressed Often Stressed Seldom Stressed

Grievance procedures More influence in decision-making Higher-quality products
Job security Better working conditions Technical training
Improved benefits Lobbying opportunities More job satisfaction
Higher pay Increased production

Employer Arguments Against Unionization:

- An employee can always come directly to management with a problem; a third party (the
union) isn’t necessary.

- As aunion member, you will pay monthly union dues of $15 to $40.

« Merit-based decisions (promotions) are better than seniority-based decisions.

- Payand benefits are very similar to the leading firms in the industry.

- We meet all health and safety standards of the Federal Occupational Safety and Health
Administration.

- Performance and productivity are more important than union representation in determining
pay raises.
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Corporate
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Employees refuse to work.

Employees try to keep
customers and others from
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Employees march near
entrance of firm to publicize
their view of dispute and
discourage customers.

Union disrupts stockholder

meetings or buys company
stock to have more influence

over management.
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Lockout:

Strike
replacements:

Mutual-aid
pact:

Shift
production:

Employer refuses to let
employees enter plant to work.

Employer uses nonunion
employees to do jobs of
striking union employees.
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other companies in industry to
cover some of income lost
because of strikes.

Employer moves production to
nonunion plant or out of
country.
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Agency of Enforcement

‘Social Security Act (1935)

‘Wagner Act (1935)

Fair Labor Standards Act
(1938)

Taft-Hartley Act (1947)

Equal Pay Act (1963)

Civil Rights Act (1964),Tive
vt

‘Age Discrimination Act
(1967)

Occupationsl Safety and
Health Act (1970)

Vietnam Veterans’
Readjustment Act (1974)

Provides for retirement income.
and old-age health care

Gives workers the right to
‘unionize and prohibits
employer unfair labor practices.

Sets minimum wage, restricts
child 1abor, sets overtime pay

Obligates the union to bargain
in good faith and prohibits
‘union unfair labor practices.

Eiiminates pay differentials
based on gender

Pronibits employment
discrimination based on race,
color, religion, gender, or
national origin

Pronibits age diserimination
against those over 40 years of
age

Protects worker health and
safety, provides for hazard-free

Requires affirmative
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veterans
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Agency of Enforcement

Employee Retirement
Income Security Act
(1974)—also called Pension
Reform Act

Pregnancy Discrimination
Act (1978)

Immigration Reform and
Control Act (1986)

Americans with Disabilities
Act (1990)

Family and Medical Leave
Act (1993)

Establishes minimum
requirements for private
pension plans

Treats pregnancy as a disability,
prevents employment
discrimination based on
pregnancy

Verifies employment eligibility,

prevents employment of illegal
aliens

Prohibits employment
discrimination based on mental
or physical disabilities
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Position: College Location: Corporate Offices R fication: Salaried/

Reports to: Vice Preside Exempt
of Human

Job summary:

Member of HR corporate team. Interacts with managers and department heads to determine

ing needs for college graduates. Viits 20 to 30 college and university campuses each year to
conduct preliminary interviews of graduating students in all academic disciplines. Following initial
interviews, works with corporate staffing specialists to determine persons who will be interviewed
a second time. Makes recommendations to hiring managers concerning best-qualified applicants.

Job Duties and Responsibilities:

Estimated time spent and importance:

15% ‘Working with managers and department heads, determines college
recruiting needs.

10% Determines colleges and universities with degree programs.
‘appropriate to hiring needs to be visited.

15% Performs college relations activities with numerous colleges and
universities.

25% Visits campuses to conduct interviews of graduating seniors.

15% Develops applicant files and performs initial applicant evaluations.
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10%

Assists staffing specialists and line managers in determining who to
schedule for second interviews.

Prepares annual college recruiting report containing information
and data about campuses, number interviewed, number hired, and
related information.

Participates in tracking college graduates who are hired to ai
determining campuses that provide the most outstanding
‘employees.

Job specification (Qualifications):

Bachelor’s degree in human resource management or a related field. Minimum of two years of
work experience in HR or department that annually hires college graduates. Ability to perform in a
team environment, especially with line managers and department heads. Very effective oral and
written communication skills. Reasonably proficient in Excel, Word, and Windows computer
‘environment and familiar with PeopleSoft software.
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