[image: image28.png]



[image: image29.png]



[image: image30.png]




Table of contents:

Preface & Acknowledgement:
4
Introduction:
5
Part 1 - Job Analysis:
6
Job Analysis:
7
Steps of Job analysis:
7
Elements of job description:
8
Applicant selection:
10
Application letter:
12
Curriculum Vitae
13
Job description:
18
Job specification:
18
Part 2 - Recruitment Process:
22
Recruitment Process:
23
Types of recruitment:
23
Steps of recruiting and selection process:
24
Elements of the application interview:
26
Forecasting personnel needs:
28
Part 3 – Testing and Selection:
30
Testing applicants for the job:
31
Testing and selection:
31
Selection:
31
Testing Concepts:
32
Validity of testing:
32
How to validate a test:
32
Steps of the validation process:
32
Reliability of testing:
33
Part 4 - Measuring performance:
34
Measuring performance:
34
The categories of performance measurement:
35
Performance appraisal:
36
The aims of performance appraisal:
36
Elements of the performance interview:
36
Management by objectives (MBO):
37
Part 5 - Training possibilities for candidates:
38
Training:
39
Training analysis:
39
Types of training:
39
On the job management training:
39
Training process:
40
Steps in training and development process:
41
Orientation:
41
A comprehensive orientation program:
42
Orientation program:
43
Part 6 – Appraisal interview:
44
Appraisal:
45
Appraisal Methods:
45
Employee appraisal form:
47
Part 7 – Dismissal (exit interview):
51
Exit interview:
52
Exit Interview Form:
53
Conclusion:
56
Sources:
57
Appendix:
60


Preface & Acknowledgement:

When doing this assignment, we would like to thank Mr. Renju our module coordinator for giving information about human resources in an hr lecture. Also for explaining the assignment and each of its sections, guiding us and answering any questions that we had. We would also like to thank Mr. Masood about giving us information about interviewing in an interviewing workshop, needed for this assignment.
Introduction:

Human Resources management is important for an organization because it deals with time management and personal efficiency. HRM deals with employees in an organization that work individually and contribute to achieving the goals of the organization. 
This assignment will be about managing the HRM process. It will contain an analysis of the employee performance, the elements of job analysis, job descriptions, selection and testing techniques, performance appraisal and interview techniques. At the end there will be a conclusion, an appendix with extra information and a list of the sources used. 

This assignment will have seven parts which are:

1. Job analysis.

2. Recruitment process.

3. Testing and selection.

4. Measuring performance.

5. Training possibilities for candidates.

6. Appraisal interview.

7. Exit interview.

[image: image31.png]:l INTERNATIONAL 4X)




[image: image32.png]Q INTERNATIONAL 4X)






Job Analysis:

Job analysis is the procedure for determining the duties and skill requirements of a job and the kind of person who should be hired for it. 

The analysis produces information on job requirements, which is then used for developing job descriptions, what the job requires and job specifications, what kind of people to hire for the job. 

Freeman is a large company in kitchen supplies for hotels and restaurants, supplying anywhere in the world. 

This company employees more than 3,500 people in 26 countries. For their headquarters in Geneva, central Europe, the company is looking for a Human resource Manager who will have leadership over personnel business on the European Continent.  
Steps of Job analysis:

1. Identify how the information will be used.

· What data collection techniques that will be used such as employee interviews.

· What does the job require, responsibilities and description.

2. Review background information.

· Organization charts, showing how the job in relates to other jobs and where it fits in the overall organization. The chart should identify the title of each position and, by means of its interconnecting lines, show who reports to whom and with whom the job incumbent is expected to communicate.

3. Select representative positions to analyze.

· This is done when many similar jobs are to be analyzed and it is too time-consuming to analyze, say, the jobs of all assembly workers. 

4. Analyze the job.  

· Collecting data on job activities, required employee behaviors, working conditions, and human traits and abilities needed to perform the job.

· Job analysis techniques.

5. Review the information with incumbents.

· The job analysis information should be confirmed with the worker doing the job and with their supervisor.

6. Develop job description and job specification.

· The job description is a, written statement that describes the activities and responsibilities of the job, as well as important features of the job such as working conditions and safety hazards. 

· The job specification summarizes the personal qualities, skills, and background required for getting the job done; it may be either a separate document or on the same document as the job description. The minimum qualifications a person should have to perform particular job this should reflect minimum, not ideal qualifications for particular job. 

Elements of job description:

A checklist that helps establishes clear expectations and responsibilities. 

1. Job identification.  

· Freeman international is a large company that employee’s more than 3,500 people in 26 countries. For their headquarters in Geneva, central Europe, the company is looking for a Human resource Manager who will have leadership over personnel business on the European Continent. 
2. Job Summary.

· The division of a company that is focused on activities relating to employees. These activities normally including recruiting and hiring of new employees, orientation and training of current employees, employee benefits, and retention.

3. Responsibilities and duties.

· Recruiting – Selecting the best employees for the organizations needs. Crucial recruitment strategies in order to attract these people. 

· Hiring - Selecting and hiring the best employees for your open positions. Selection and evaluation techniques are used in order to pick qualified candidates.

· Training – Employee development and education, improving the employee’s job, learning new skills in order to make the job more effective and efficient.  

· Organization Development – How a change is managed, development activities intervene in the interactions of your people systems such as formal and informal groups, work culture. 

· Communication – Effective communication skills, face to face communication, communication by email, newsletters, phone messages, presentations and meetings.
· Performance Management - Performance appraisals, improvement, performance development, training, cross-training, challenging assignments and feedback.  

· Coaching – Training, orientation, consulting, knowledge management and how to build a learning organization resources.

· Policy Recommendation – The need for a policy, have the necessary policies and procedures to ensure a safe, organized, convivial, empowering, nondiscriminatory work place.

· Salary and Benefits - Will the salary and benefits help keep hold of excellent staff.

· Team Building - Employee involvement, working like a team, and employee empowerment enable people to make decisions about their work.

· Employee Relations – Employment laws, labour laws, rules and regulations, policies.

· Leadership – Employee management and supervision. 

4. Authority of incumbent.
· A summary of what the job would do and be expected to accomplish.  This should be tied to the mission of the organization and indicate how the job contributes to the mission of the organization.

· Daily duties, reimbursement responsibilities and supervisory responsibilities. 
Applicant selection:

· This process involves matching the applicants to the selection criteria. The person selecting the employee for the job produces a list of recommended applicants based on specific criteria and produces job applications for applicants that meet the job qualifications.

· When selecting applicants for the job position, an applicant tracking system is used. An applicant tracking system is a computer system that helps the employer in selecting an applicant. 
· The application letters and cvs that were collected for this job position which was advertised on monster.com have been collected from the link on the website, which was given on the job advertisement and then each of the applicants application letter and cvs were analyzed and put into a computer system the ones that met the requirements. 
· All the applicants meeting the requirements have been analyzed carefully again and out of the whole lot, three candidates were chosen, in which there cvs and application letters were analyzed in more detailed. All these applicants had a great deal of knowledge and experience and many other positive factors such as they had taught courses and produced publications and much more.
· Based on the applicant’s information presented, a score sheet was made. The scores of the three applicants were compared. For each criteria the maximum score was 10, after each applicant’s scores will be added and the applicant with the highest score will be chosen for the job.
	Applicant selection test scores:

	
	Applicants:

	Criteria:
	Howard Sayer
	Maarten Van Beek
	Houssam Yaacoub

	Education
	10
	9
	9

	Qualification
	10
	10
	10

	Experience
	9
	9
	7

	Personal Skills
	9
	8
	8

	Other activities
	8
	9
	7

	Total
	46
	45
	41


From the scores, Howard Sayer had the highest score compared to the other applicants.

Application letter:

HOWARD SAYER, PH.D.

University of Texas at Austin • School of Urban and Public Affairs

1 University Station • Austin, TX 78712

Home: 512-595-2867 • Cell: 512-812-5749

Email: utaustin@hotmail.com 

Dear Sir/Madam, 

I am writing to apply for the Human Resources job advertised on the website monster.com. As requested, I am enclosing a completed job application, my certification, my resume and three references. 

The opportunity presented in this listing is very interesting, and I believe that my strong experience and education will make me a very competitive candidate for this position. 

The key strengths that I possess for success in this position include:

· 17 years’ experience in operational leadership, human resources

· Management, resource utilization, and organizational development in highly decentralized organizations.

· Innovative training and development professional with extensive experience in the design, delivery, evaluation, and enhancement of effective instructional programs and management assessment models.

· Highly articulate and effective communicator with excellent team-building and interpersonal skills; work well with individuals at all levels. Recognized as resource person, problem solver and creative leader.

Please see my resume for additional information on my experience.

Sincerely,

HOWARD SAYER, PH.D.

[image: image33.png]'l INTERNATIONAL 4X)




Curriculum Vitae:
HOWARD SAYER, PH.D.

University of Texas at Austin • School of Urban and Public Affairs

1 University Station • Austin, TX 78712

Home: 512-595-2867 • Cell: 512-812-5749

Email: utaustin@hotmail.com 

PROFESSIONAL PROFILE

• Accomplished management career reflects 17 years’ experience in operational leadership, human resources management, resource utilization, and organizational development in highly decentralized organizations.

• Innovative training and development professional with extensive experience in the design, delivery, evaluation, and enhancement of effective instructional programs and management assessment models.

• Highly articulate and effective communicator with excellent team-building and interpersonal skills; work well with individuals at all levels. Recognized as resource person, problem solver and creative leader.

• Impressive record of streamlining operations, developing and implementing organizational solutions, and applying overall human resources expertise to impact accomplishment of strategic goals.

EDUCATION

• Ph.D. in Urban and Public Administration, University of Texas at Austin, School of Urban and Public Affairs,

Austin, TX, anticipated May 2008. DISSERTATION: Public Management Reform in Developing Countries: An Empirical

Investigation of the Operational and Financial Efficiency of Private Versus Public Airports in Latin America and the Caribbean

• Master of Business Administration, University of Texas at Austin, Austin, TX, 2001.

• Master of Science in Human Resources Management, University of Texas at Austin, Austin, TX, 1990.

SPECIALIZATION: Employee and Labor Relations

• Bachelor of Science in Aviation Management, Florida Aeronautical University, 1989. SPECIALIZATION: Airline and Airport Management

ACADEMIC HONORS AND AWARDS

• University Scholar, University of Texas at Austin, 2006 - 2007

• University Scholar, University of Texas at Austin, 2005 - 2006

ACADEMIC/TEACHING EXPERIENCE

Graduate Teaching Assistant, University of Texas at Austin, School of Urban and Public Affairs, Austin, TX, 2007 to Present

• Teach Introduction to Urban Life to classes of 15 to 25 undergraduate students.

Guest Lecturer, University of Texas at Austin, School of Urban and Public Affairs, Austin, TX, 2005 to Present

• Teach Public Personnel Management & Labor Relations, Introduction to Public Administration, Theories of Urban Society, Comparative Administration and Policy, and Public Administration Theory to classes of 10 to 15 graduate and doctoral students.

Graduate Research Assistant, University of Texas at Austin, School of Urban and Public Affairs, Austin, TX, 2005 to 2007

• Performed research and academic work advancing the understanding of public management reform in developing countries, human resources capacity building, aviation infrastructure development management, and economic development in Latin America and Caribbean countries.

• Participated in the instruction, advising and evaluation of graduate students.

COURSES TAUGHT

Graduate Doctoral

• Theories of Urban Society • Theory of Political Control of the Bureaucracy

• Development Administration in Developing Countries • Theories of Public Management

• Public Personnel Management & Labor Relations • Introduction to Public Administration

• Organizational Behavior: Understanding Human

Behavior in Organizations

• Public Administration Theory

TEACHING INTERESTS

• Human Resources Management and Labor Relations in the Public Sector

• Comparative Administration & Policy

• Introduction to Public Administration • Organizational Behavior

• Introduction to Public Management

RESEARCH INTERESTS

• Research interests are directed primarily toward pedagogical research in a variety of interrelated areas:

· Aviation infrastructure and human resources development management in developing small nations.

· Transition of airports and other agencies from government to private enterprises.

· other areas of interest include:

· Economic development in Latin American and Caribbean countries.

· Human resources capacity building in developing countries.

PROFESSIONAL SERVICE

• Interviewer, School of Urban and Public Affairs, evaluating prospective assistant professors, 2005 to 2007

• Discussant, International Symposium, “Issues in Transformational Governance: Legal & Public Service Reform.

Infrastructure and Development, Environment and Gender,” University of Texas at Arlington, December, 2005

PUBLICATIONS

Papers and Presentations

• Dr. Alejandro Rodriguez and Sayer, Howard “Cultural Differences: A Cross-Cultural Study of Urban Planners from Japan, Mexico, United States, Serbia-Montenegro, Russia, and South Korea,” under review by the Journal of American Planning Association.
• Dr. Alejandro Rodriguez and Sayer, Howard “Urban Governance Reform Index: An Alignment of Contemporary. Reform and Public Choice Propositions,” under review by the State and Local Government Review.
• Sayer, Howard “Blogger Nation: The New Civic Engagement,” manuscript in progress.

• Sayer, Howard “Economic Development Effects of Airports in Small Island Nations of Latin America and the Caribbean,” manuscript in progress.
• Sayer, Howard “Airport Privatization: The Road to Sustainability in a Tourism Economy,” manuscript in progress.

HIGHLIGHTS OF PROFESSIONAL EXPERIENCE

Global Flight Services, Inc., Austin, TX, 1997 to 2004

Director of Human Resources, Global Workforce Culture and Strategic Initiatives, Austin, TX, 2003 to 2004

• Oversaw the effective delivery of Global Workforce Culture and Strategic Initiatives for Global Flight Services producing annual revenue of $650 million. Controlled $1.7 million budget focused around organizational effectiveness, staff development and personnel administration of 7,000 employees in the US, Canada and Europe.

• Partnered with senior management to establish and communicate corporate mission statement and global philosophy. Created global diversity strategy that allocated talent based on national and cultural perspectives. Incorporated global thinking into HR policies and procedures to enhance employee effectiveness.

• Developed strategies and framework for organizational change in corporate culture to market HR programs in employee recruitment, development, and retention to internal employees of Worldwide Flight Services.

• Created and delivered “World of Opportunity at Worldwide” (WOW) leadership and management training program for 700 mid-level employees as well as senior management. Program increased retention of line management from 9% to 15%, and reduced voluntary turnover of ramp service clerks from 18% to 11.5%.

• Implemented management assessment tool that improved employee communications, and ensured that managers and employees worked together to achieve business goals across 62 national and international airports.

Regional Human Resources Manager, Austin, TX, 2001 to 2003

• Directed a staff of 15 HR professionals that provided the full spectrum of human resources services to 3,500 employees in 17 locations across Southeast region. Managed all legal and compliance issues (FLSA, EEO, ADA, and HIPPA); and performed executive-level consulting in HR strategy development, employee/labor relations, and P&L budgeting and planning management.

• Developed and instituted organizational succession-planning program that reduced employee turnover and saved company $500,000 in annual human capital costs.

• Counseled Regional Vice President, General Managers, and HR staff on the interpretation and application of union agreements for Transport Workers Union of America (TWU), Service Employers International Union (SEIU) and Canadian Auto Workers (CAW).

• Represented HR Services during an SAP HR 4.6c design and implementation project. As project manager, identified and advocated for the unique needs of HR Services function. During implementation, served as trainer to department’s staff.

Human Resources Manager, Special Projects, Austin, TX, 2000 to 2001

• Introduced HR due diligence protocol for mergers and acquisitions; trained senior executives on organizational culture of acquired companies, facilitating seamless integration within parent company of 10,000 employees.

• Conducted situational assessments of HR litigations and labor relations for newly acquired companies, saving Worldwide Flight Services $3 million in labor costs.

• Instrumental in guiding HR transition team charged with designing and restructuring staffing and airport operations for $3 million contract with Hong Kong International Airport Authority; reduced labor costs by 25%.

Human Resources Manager, Airport Field Services, Austin, TX, 1999 to 2000

• Managed a staff of 200 employees and controlled a $3.3 million annual Human Resources budget. Oversaw issues involving EEO, ADA, AAP, and FLSA to ensure compliance with regulations and minimize legal liability.

• Initiated profit and loss cost control procedures, saving company $226,000 in employee overtime and Worker’s Compensation claims.

Human Resources Manager, Airport Field Services, Orlando, FL, 1997 to 1999

• Directed the effective delivery of human resources management, including employee relations, recruitment, organizational development, benefits and compensation, labor law, and HR information systems for division with 1,500 employees and an annual operating budget in excess of $1.5 million.

• Instituted formal team building programs, improving workforce efficiency and effectiveness by 23%.

• Developed and implemented diversity training program ⎯ “Employee Civil Treatment,” reducing EEOC and harassment complaints from 35 to 0 per month.

Manager of Real Property, Asset Management, Brotherhood of Churches, Inc., Seattle, WS, 1996 to 1997

• Provided strategic direction, administration, and management support services involving portfolio management/analysis, asset business strategies, capital budget allocation, building maintenance, occupancy administration, and property disposal for non-profit organization with real property assets of $30+ million.

• Developed national capital investment strategies and promoted optimal investment decisions for real estate acquisition, construction, renovation, leasing, and disposition activities.

• Increased value of organization’s portfolio of owned and leased assets by 11%.

General Manager, Orlando International Airport, Airport Services, Inc., Orlando, FL, 1990 to 1995

• Directed aircraft ground handling and passenger service station operations for minority business enterprise provider of aviation services with 80 employees and $2.5 million in annual revenue.

• Supervised staff of three station managers and five assistant station managers responsible for the efficient and effective fulfillment of customers’ contract requirements. Successfully increased profitability, improved customer service levels and decreased operational costs by 12%.

• Demonstrated exceptional track record for prospecting new business, while maintaining strong customer relationships with existing clients. Led high-level presentations and strategic negotiations with senior executives, increasing new business by 27%.

HIGHLIGHTS OF CONSULTING EXPERIENCE

Human Resources Consultant, Safety-Kleen, Austin, TX, 2007

• Directed research team conducting a study on “Voluntary Employee Turnover of Route Sales and Service. Representatives” for this leading provider of cleaning, environmental and refining solutions employing 4,500 people throughout the US, Canada and Puerto Rico.

Director of Human Resources, Training and Development, Aviation Services, International Airport, Grand Cayman, 2004

• Established corporate training and development programs that aligned strategic leadership, staffing, training, and performance management processes to ensure highest competency levels and uniform performance standards.

• Led new hire orientations, assessments, curriculum design, lesson plan development, and training for 268 employees at Cayman International Airport.

Airport Operations Consultant, Pacific State Airline Services, San Diego International Airport, San Diego, CA, 1995 to 1996

• Established corporate training and development programs that aligned strategic leadership, staffing, training, and performance management processes to ensure highest competency levels and uniform performance standards.

Job description:

· The Human resources manager job varies from interviewing candidates to providing to providing the best environment possible for task efficiency. 

· The HR manager must have the skills of short listing candidates from different job positions and interview applicants in order to find out more about their suitability to perform the tasks in the company and much more. 

· The HR manager must work closely with the production team and get to know the requirements for staffing and other needs. Also the HR manager should manage and discuss with all departments in order to know the requirements in staffing and must start the necessary process accordingly.

· The HR department must develop strategies for skilled workers. The HR department must revise the promotion guidelines and reward all important employees involved in key areas of the company. Giving regular rewards and making sure the company meets its goals and expectations of the employees mainly results in employees continuing with the organization. The HR department must also promote senior experienced workers to fill vacancies. This will improve employee loyalty and productivity.

· The HR manager helps the employer to serve the employees and also the employees to serve the employer.  

Job specification:

· A Human Resources manager should be able to manage all human resources functions planning, organizing, leading, controlling, coordinating and supervising the activities of the areas within the Human Resources department.

· The HR manager gives meetings, guidance and leadership within the assigned functional areas of HR and also, recruitment/selection, classification/compensation, employee relations, training and organizational development, benefits, labor relations, and/or affirmative action/equal employment.

· A HR manager employs people, develops their resources, making use, developing, maintaining and compensating their services in relation with the job and organizational requirement.          

· The HR manager is responsible for managing the day-to-day operations such as recruitment/selection, benefits, labor relations of Human Resources department and also other functional areas.

Required and or preferred educational qualification.

· A university degree in such as:

· Business Administration

· Business Management

· Human Resource Management

· Personnel Management

Required and or experience and qualifications.

Experience and Training:

· Having experience in human resources would be an advantage.

· Training in psychological aspects, labor legislations and more specifically in personnel management and general management is an additional benefit.

· Experience in an enterprise in some other executive capacity can also help towards an appreciation of the general management problems and a practical approach in meeting personnel problems.

Personal Attributes:

· A Human Resources manager must have initiative, resourcefulness, depth of perception, maturity in judgment and critical ability.

· The manager should be through with the labour laws.

· The manager must be familiar with human needs, wants, hopes and desires, values, aspirations etc.

Skills:

· The Human Resource manager should have strong communication skills and be able to adapt to changes.

· The Human Resources manager should have organization skills, manage things required as an orderly approach, time management and personal efficiency. 

· The Human Resources manager should have judgment skills, the ability to tell between right and wrong and reward hard working employees.

· The Human Resources manager should get trust from employees, understanding with problems, foreseeing future needs of employees, organization, government, trade unions, society etc.  

· The Human Resources manager should be dedication to continuous improvement and orientation.

· The Human Resource manager should have learning and teaching skills in order to learn and teach employees about the organizational growth, need for, motivation methods and mode of development of individuals.
Minimum qualifications required:

Knowledge:

· Principles, policies, and practices of personnel and human resources administration.
· Training, motivation and organizational development.
· Leadership and teambuilding.
· Problem solving.
· Business report writing
· State and federal laws.
· Rules and regulations.
Ability:

· Manage and supervise the work of professional, technical, and clerical staff performing a variety of human resources functions. 

· Effectively train and evaluate staff.

· Prepare and manage budgets of functional areas.

· Make use of work strategies and gain cooperation of employees at all levels of the department and or throughout the entire organization.

·  Recognize, encourage, and motivate employees at an individual and or group level.

· Analyze issues and develop solutions.

·  Prepare written reports and make recommendations.

Education:

· A  Degree from university in Human Resource Management, Public Administration or directly related field. 
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Recruitment Process:

Recruitment is the process of screening, and choosing qualified people for the job at an organization or firm. 

Types of recruitment:

Internal sources of candidates:

· Recruiting might bring mind to employment agencies and classified ads, but current employees are often the best source of candidates.

· It’s often safer to promote employees from within; you’re more likely to have an accurate view of the person’s skills.

· Inside candidates may require less orientation and training than outsiders.

· Employees who applied for the job and did not get it may become dissatisfied, telling unsuccessful applicants why they were rejected and what actions they might take to be more successful in the future.

Finding internal candidates:

· Promotion within the business uses these techniques: job positioning, personnel records and skills banks.

Rehiring:

· On the plus side, former em0ployees are known quantities more or less and are already familiar with the company’s culture, style and ways of doing things.

· On the other hand, employees who were let go may return with less than positive attitudes.  

· Hiring former employees who left for greener pastures back into better positions may signal your current employees that the best way to get ahead is to leave the firm.

· There are several ways to reduce the chance of adverse reactions, such as rehiring employees back on the job for a certain period, credit them with years of service they had accumulated before they left. In addition enquire before hiring them about what they did during the layoff and how they feel about returning to the firm.

Succession planning:

· Forecasting the availability of inside candidates is important as it’s the ongoing process of identifying, assessing and developing organizational leadership to improve performance.

· The steps are: 

1. Identifying and analyzing key jobs, 

2. Creating and assessing candidates 

3. Selecting those who will fill the key positions.

Outside sources of candidates:

· It is not possible for firms to always get all the employees they need from their current staff, and they may not want to. 

Advertising:

· Web based recruiting is replacing help wanted ads to some extent, a quick look at almost any paper or business or professional magazine will confirm that printed adds are still popular.

· To use help wanted ads successfully, employers have to address two issues: the advertising medium and the ads construction.

The media:

· The selection of places to advertise, the local newspaper, magazines, TV or the internet.

Steps of recruiting and selection process:

1. Do employment planning and forecasting.

· Assess the need for the job.

· Application forms and CV’s which demonstrates how you meet the minimum requirements.
2. Recruit internal and external candidates.

External:

· The selection of the best medium depends on the positions for which you are recruiting. 

· If you are recruiting for workers with special skills, you would probably want to advertise in the heart of that specific industry.

Internal:

· This refers to the job position where it is publicizing the open job to employees often by literally posting it on bulletin boards or internet and listing the jobs attributes like qualifications, supervisor, work schedule and pay rate.

3. Perform screening interviews.

· Interview and test short-listed candidates 

· Validate references, qualifications and security clearances 

· Make appointment.
· Offer of the employer. 
4. Utilize various selection techniques.
· Asses the candidates ability to the job.

· Asses the job requirements.

5. Have selection interviews with serious candidates.  

· Test each of the applicants for by testing and selection.

Elements of the application interview:

	Application Interview:

	Name: Howard Sayer

	Tel: 908 -583- 432203

	Job Position: Human Resources Manager

	1. What do you know about this company?
Freeman is a large company in kitchen supplies for hotels and restaurants, supplying anywhere in the world. This company employees more than 3,500 people in 26 countries. The headquarters  are located in Geneva.

	2. Why do you want to work for this company?
It’s a well known company and I will be working in a much larger organization and have a more of a challenging work.

	3. Why are you applying for this job position?
I believe I have all the skills and requirements for this job.

	4. Describe your objectives of being an effective/successful manager.
1. To create and utilize an able and motivated workforce, to accomplish the basic organizational goals.
2. To establish and maintain sound organizational structure and desirable working relationships among all the members of the organization.
3. To secure the integration of individual or groups within the organization by co-ordination of the individual and group goals with those of the organization.
4. To create facilities and opportunities for individual or group development so as to match it with the growth of the organization.
5. To attain an effective utilization of human resources in the achievement of organizational goals.

	5. Describe what duties this job evolves.

Employing people, developing their resources, utilizing, maintaining and compensating their services in tune with the job and organizational requirement. Dealing with employee concerns and motivating them in order to retain them. Regularly interviewing them, and checking on them in order to know if they need training, or tell an employee that they need to improve their work, giving them a warning rather than just straight away firing them. Also asking the employees and the customer about their opinions in products and services in the form of surveys in order to improve the organization.  

	6. What do you consider to be the most challenging thing in being a manager?
Having to compete with other companies in the market and trying to attract new employees to work in this company rather going to work in another and retaining them.

	7. What do you like about this job?
HRM provides assistance in recruiting staff and in training employee. The human resource department is mostly responsible to develop the systematic plan according to which they hire the staff and help to build a professional work team.

	8. Explain a time that you had to communicate with an employee and tell them that they were performing poorly and not up to the required standards.
I did not directly fire the employee, but I explained to the employee about their performance at work, that it was not up to standards and I also suggested to them how they could improve and gave them a month, if there was no improvement them they would be fired. I explained to the employee in a friendly way that would not hurt them.

	9. Give an example of how you can effectively motivate staff.
By rewarding them, bonuses.
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Applicants Signature: 


Forecasting personnel needs:

Anticipating your needs of workers gives you more time to look for the right people. Using records of past sales, they might indicate past trends. Scheduling and downtime are key factors. Analyzing and forecasting the revenues.

When forecasting personnel needs, these factors need to be considered:

1. Project turnover

2. Quality and skills of the employee

3. Upgrade quality of products and services

4. Determine technological changes 

Employment needs can be predicted by using these methods:

Trend analysis:

· Studying variations in the firm’s employment levels.

· The purpose is to identify trends that might continue into the future.

· Can provide an initial estimate, but employment levels rarely depend just on the passage of time.

Ratio analysis:

· Making forecasts based on the ratio between for example sales volume and the number of employees required for instance, number of sales people.

The scatter plot:

· A graphical method that helps identify how two variables such as a measure of business activity and your firms staffing levels are related. If they are, then you can forecast the level of business activity, you should also be able to estimate your personnel requirements.

Using computers to forecast personnel requirements:

· Employers use computerized forecasts to estimate future personnel requirements. 

· Typical data needed include direct labour hours required to produce one unit of production a measure of productivity and three sales projections minimum, maximum and probable for the product line in question. Based on such data a typical program generates figures on average staff levels required to meet product demands as well as separate computerized forecasts for direct labour such as assembly workers, indirect staff such as secretaries and exempt staff such as executives.

· Managerial judgment will play a big role. You will therefore have to modify the forecast based on factors such as projected turnover or a desire to enter new markets you believe will be important.
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Testing applicants for the job:
Pre-employment tests will be used when selecting applicants in order remove the applicants who are not suitable for the job. These tests include skills tests, aptitude tests, psychological tests, personality tests, medical tests, and drug tests.

Testing and selection:

Testing and selection procedures will be used by the employer in order to screen the applicants for hire. The types of tests and selection procedures used are cognitive tests, personality tests, medical examinations, credit checks and background checks.

Cognitive tests measure an applicant’s reasoning, speed, accuracy, skills and also knowledge of a particular function or job.

Personality tests are tests that assess the applicant’s personality.

Medical examinations, There are many types of drugs tests that applicants may be asked to take. The types of drug tests which show the presence of drugs or alcohol include urine drug screen, hair drug or alcohol testing, saliva drug screen, and sweat drug screen.

Credit checks give information about credit and financial history.

Background checks give information about criminal history.

Selection:

Screening and testing of applicants that applied for the job. Selection plays key role in hiring applicants, which are: 

1. Many of those who applied for the job may not be suitable for the job in the business; 

2. Even though all the applicants for the job are qualified and experienced the business does not have a lot of vacancies to take them and must the applicant must be chosen by testing and selection. 

3. The Selection process is different from job to job, and from business to business. 

4. Before getting into interview of the applicants the applications should be analyzed thoroughly such as everyone who applies for the job, would not have the required experience or qualifications so they must be eliminated. But those applications that are selected should be informed about the reasons.

Testing Concepts:

Selection is important and depends on the testing concepts of validity and reliability. 
Validity of testing:

Validity is the extent to which a test measures what it claims to measure. It is vital for a test to be valid in order for the results to be accurately applied and interpreted. 
The extent to which a test's content is representative of the actual skills learned and whether the test can allow accurate conclusions concerning achievement.

Criterion validity is a test showing that the scores on the test are related to the job performance criteria.

Content validity is a test that contains a fair sample of the tests and skills actually needed for the job in question.

How to validate a test:

The validation process is usually done by an industrial psychologist and the Human Resources department coordinates the effort.

Steps of the validation process:

1. Analyze the job:

Analyze the job and write a job description and job specification. Specify the traits and skills that are required for adequate job performance.

2. Choose the tests:

Choose the test that measures the attributes important for job success.

3. Administer the test:

Administer the selected test(s) to employees. One option is to administer the tests to employees presently on the job.  Validation, compare their test scores with their current performance. Predictive validation is a more dependable way to validate a test. Carry out tests on the applicants before they are hired. Also after they have been on the job for some time.

4. Relate your test scores and criteria:

Determine if there is a significant relationship between scores, the predictor, and performance the criterion. The way to do this is by determining statistical relationship between scores on the test and job performance, showing the degree of statistical relationship.
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5. Cross validate and revalidate:

Before putting the test into use, check it by cross validation, by doing step 3 and 4 on a new sample of employees. The test is periodically reevaluated by an expert.

Reliability of testing:

A test is considered reliable if we get the same result repeatedly. Such as, if a test is designed to measure a trait (such as introversion), then each time the test is administered to a subject, the results should be approximately the same.



Measuring performance:
Performance measurement includes the assessment of performance and results achieved by individual employees, groups of employees or teams, and entire organizations. Measurement is a way to determine what has been accomplished and can serve as a basis for deciding when those accomplishments deserve special recognition.

The main purpose of performance management is to reduce or remove overall variation in the work product or processes. A performance measure gives us information to make intelligent decisions about what we do.

 Performance measures tell us:

· How well we are doing.
· If we are meeting our goals.
· If our customers are satisfied.
· If our processes are in statistical control.
· If and where improvements are necessary.
The categories of performance measurement: 

1. Effectiveness - To accomplish a purpose and produce the intended or expected result indicating the degree to which the process output conforms to requirements.

2. Efficiency - accomplishment of or ability to accomplish a job with a minimum expenditure of time and effort. Producing the required output at a minimum resource cost.
3. Quality - The degree to which a product or service meets customer requirements and expectations.

4. Timeliness – Managing time efficiently in order to avoid the overload of work and have tasks completed on time. 

5. Productivity - The value added by the process divided by the value of the labor and capital consumed. 

6. Safety –Preventing accidents in the work environment. This can take the form of being protected from the event or from exposure to something that causes health or economical losses. 

Performance appraisal:

This is a way of assessing the employee’s actual performance relative to the work standards. Appraisal performance is provides an opportunity for the manager and the subordinate to review the subordinates work related behaviour. It is part of the businesses career planning process and help a manger to improve their management.

The aims of performance appraisal:

· Give feedback on performance to employees.

· Identify employee training needs.

· Document criteria used to allocate organizational rewards.

· Form a basis for personnel decisions: salary increases, promotions, disciplinary actions, etc.

· Provide the opportunity for organizational diagnosis and development.

· Facilitate communication between employee and administrator.

· Validate selection techniques and human resource policies to meet federal Equal Employment Opportunity requirements.

Elements of the performance interview:

1. Listen – The effectiveness of the interview increases by understanding the employee. Give the employee a chance to speak and to not talk over them. Make the employee feel comfortable by smiling and use skillful and tactful questions or comments; the active listener can focus attention on key matters.

2. If the employee has appraised themselves more favorably than you appraise them and invite ask them politely to tell give their reasons.
3. When evaluating the employee’s success or failure, keep an appropriate perspective.

4. Do not discuss the performance of another employee.

5. Do not discuss anything about salary or promotion.

6. Do not try to do too much because, you cannot make a bad review a happy experience, you cannot make an aggressive employee cooperative, you cannot make a suspicious employee trustworthy and you cannot make a self protective employee self critical.

7. It is more important to develop strength, rather than to correct weakness.
Management by objectives (MBO):
MBO are goals to which an individual or group activity in an organization is directed. These objectives are influenced by organizational objectives, individual and social goals. MBO is agreeing upon objectives by management and employees and together understanding them and following them in order for improvement, individual effectiveness, better work performance, improvement of services etc. 
Objective 1: To develop and recruitment tools for applicant selection.
Objective 2: To attract, retain and reward employees.
Objective 3: To train supervisors in effective management of workplace equity and equality of opportunity issues and encourage senior managers to evaluate subordinate supervisors.

Objective 4: To improve effectiveness and individual performance through consulting, training and development services. 

Objective 5: To continuously assess customer’s needs; and in response, evaluate and improve services. 



Training: 

Training is an organized activity aimed at giving information and/or instructions to improve the persons performance or to help them reach a required level of knowledge or skill. Training refers to the learning of knowledge, skills, as a result of the teaching of skills and knowledge that relate to specific useful competencies.

Training analysis:

Determining what is training is required, each aspect of an operational area so that initial skills, concepts and attitudes of the human elements of a system can be effectively identified and appropriate training can be specified. 

Types of training: 
On the job management training:
Job rotation - A management training technique that involves moving a trainee from department to department top broaden their experience and identifies strong and weak points.

Coaching/understudy approach - Here the trainee works directly with a senior manager or with the person they are to replace. The understudy relieves the executive of certain responsibilities giving the trainee a chance to learn the job.

Action learning - Management trainees analyzing and solve problems in other departments.

Off the job management training:

The case study method - A development in which the manager is presented with a written description of an organizational problem to diagnose and solve.

Management games - A development technique in which teams of managers compete by making computerized decisions regarding realistic but simulated situations. Management games can be good development tools. Management trainees help trainees develop their problem solving skills and awareness on planning rather than just putting out fires. The groups also usually elect their own officers and organize themselves they can develop leadership skills and foster cooperation and teamwork.

University related programs - Many universities provide executive education and continuing education programs in leadership, supervision etc. these can range from one to four day programs to executive development programs lasting one to four months. An increasing number of these are offered online.

Role playing - Trainees act out parts in a realistic management situation.

Behaviour modeling - Trainees are shown good management techniques in a film and are asked to play roles in a simulated situation and are then given feedback and praised by their supervisor.

The basic modeling procedure is as follows:

1. Modeling – First trainees watch films or video that show models behaving effectively in a problem situation. The video might show a supervisor effectively disciplining a subordinate, if teaching how to discipline is the aim of the training program.

2. Role playing – The trainees are given roles to play in a simulated situation here they practice and rehearse the effective behaviors demonstrated by the models.

3. Social reinforcement – The trainer provides reinforcement in the form of praise and constructive feedback on how the trainee performs in the role playing situation.

4. Transfer of training – Finally, trainees are encouraged to apply their new skills when they are back on their jobs.

Corporate universities and in house developments - A company based method for exposing prospective managers to realistic exercises to develop improved management skills.

Executive coaches - An executive coach is an outside consultant who questions the executive boss, peers, subordinates and sometimes family in order to identify the executive’s strengths and weaknesses and to counsel the executive so that they can capitalize on those strengths and overcome the weaknesses.

Training process:

This process helps employees to improve and learn new skills and knowledge. Training can: 
· Increase people’s confidence.
· Confirm to people the value of what they are already doing.
· Enable people to pass on new skills to colleagues in the workplace.
· Raise general awareness.
· Change people’s attitudes.
· Improve morale.
Steps in training and development process:

1. Prepare a needs analysis.

2. Set up the instructional design.

3. Introduce and validate the training.

4. Implementation of the training.

5. Evaluation and follow up.
Orientation:

Once a new employee has been hired, orientation, the employee has to go through an orientation program in order to know the organisation better, in order to have a successful and satisfying work/life experience. Orientation is the stage of introducing a new situation or environment to a new employee.  A basic orientation program includes the three aspects below.

1. Information provided before the person goes to work.

· Be brief, but use at least once a day.

· What it covers are:

· Company history

· Company values

· Company organisation

· Company products and services

· Benefits ( compensation may need particular time and attention)

· Safety

· Security 

· Site and facilities

· Make sure that the producers reinforce the messages about value that are given and describe realistically experiences the employee will have.

· Have the employee participate by involving in some discussion of the subject.

· Observe the guidelines for facilitation described in the XYZ case.

· Arrange for everyone to receive the information listed above before starting work, even if in abbreviated form. Many companies conduct information briefings on a given day once a week, once a month or when they have enough new employees to justify one. Employees hired between briefings then wait three days, three weeks, sometimes many months to officially get basic information about their work and the organisation. Organisations should develop a short introductory message to give new employees who will not be scheduled for a regular briefing until later. 

2. Information provided at work. 

· Arrange for introductions, within the work unit and with others outside the work unit with whom the new person will have to interact.

· It explains the norms, rules and practices.

· What is shown is:

· Work place

· Critical work areas

· Facilities

· Start new employees with clearly assigned, meaningful tasks

· Assign responsibilities for introducing the new comer to the work place, to the supervisor or buddy or even to subordinates as a group.

· Use a checklist to be sure everything is done that is supposed to be done. Have it signed by the new employees and the supervisor.

· Forward the signed checklist to the personnel or human resources office for filling.

3. Training to do the job.

Provide job knowledge and developing skills can be accomplished by any combination of:

· On the job instruction by supervisor, buddy, peers, trainers

· Outside courses such as a university or college.

· Inside courses such as a training program created by the HR.

A comprehensive orientation program:

This is the process by which the employee gets to know all the areas of the organization, learning about its corporate culture, policies, procedures and specific information about what their job includes. A comprehensive orientation program does not consist of only one day but is planned and a schedule is given to the employee that includes the number of days and what is included in each day. To get new employees off to a good start, there must be a general orientation, a departmental orientation, and a specific job orientation. 

Orientation program: 

	Day:
	1
	2
	3

	Time:
	Place: Hall A
	Place: Hall B
	Place: Hall A

	12:00 - 13:00
	Introduction and delivery of employee handbook
	
	

	13:00 - 13:15
	Break
	Job materials and supplies
	Break

	13:15 - 14:00
	Orientation of the company
	Department and job orientation
	Department and job orientation

	14:00 – 14:15
	
	
	

	14:15 – 5:00
	
	
	Closure and party




Appraisal:

The appraisal takes place in the form of an interview and is an interaction between a supervisor and subordinate. At the interview the work performance of the subordinate is examined and discussed with a view to discuss strengths and weaknesses and also opportunities for job improvement and development of skills. 
	Appraisal Methods:

	Tool
	Advantages
	Disadvantages

	Graphic rating scale method
	· Simple to use.

· When the supervisor groups all the employees together, and picks the best employee, and goes back and forth until all the employees are ranked best to worst.

· Avoids central tendency and other problems of rating scales.


	· May be unfair if all employees are, in fact, excellent.
· Standards may not be clear because the rating scale may be too open to interruption.


	Alternation ranking method
	· Simple to use but not like graphic rating scales.

· Avoids central tendency and other problems of rating scales.
	· Can cause disagreements with employees and may be unfair if all employees are excellent.

	Paired comparison method
	· Compares each employee to all employees on how well they perform in an office.
	· Time consuming

	Forced distribution method
	· End up with a number or percentage of people in each group.
· All employees are grouped into categories, best, average and worst.

	· Appraisal results depend on your choice of cutoff points.

	Critical incident method
	· Helps identify the right and wrong of an employee’s performance.

· Forces a supervisor to evaluate subordinates on a regular basis.
· The supervisor has specific incidents to judge performance by.
	· Difficult to rate or rank employees relative to one another.
· There is no way to compare the employees to one another because the critical incidents are different for each person.

	Narrative forms
	· Managers may be allowed to write whatever they want, or they may be required to answer questions about employee’s performance.
	· Requires the manager to write a statement about the employee’s performance. 



	Behaviorally anchor rating scales (Bars)
	· Very accurate.
· The supervisor can usually tell what an employee would do in a certain situation, and has anchors to compare the employee to.
	· It is difficult to decide on an incident that would justify each ranking on the scale.  
· It is also difficult to develop for positions with varying responsibility.

	The management by objectives method (MBO)
	· Joined with agreed upon performance objectives.
	· Time consuming.


Employee appraisal form:

Date: 1/3/2007

Appraise: John M Lawson

Full Name of Employee: Howard Sayer
Job: Human Resources Manager 

Department: Human Resources

Carefully evaluate the employees work performance in relation to the current job requirements. Check the box to indicate the employee’s performance.
	 Q1:
	Excellent
	Efficient
	Satisfactory
	Unsatisfactory

	A. Quality of work (thoroughness, accuracy, effectiveness):
	 
	 
	 
	 

	B. Flexibility (performing under pressure, handling many task and assignments):
	 
	 
	 
	 

	C. Following instructions, carrying out task having them completed on time etc:
	 
	 
	 
	 

	D. Dealing with subordinates (boss, supervisors, peers, employees, communication):
	 
	 
	 
	 

	E. Effective planning and organisation:
	 
	 
	 
	 

	F. Communication:
	 
	 
	 
	 

	G. Promptness, Being on time, lateness etc:
	 
	 
	 
	 

	H. Attitude, Motivation:
	
	
	
	

	I. Initiative:
	
	
	
	

	J. Team work:
	
	
	
	

	K. Organization ability:
	
	
	
	

	L. Responsibility:
	
	
	
	


	Q2: Speed of Work - How fast or slow is work done

	A. Fails to meet requirements very slow 
	 

	B. Work is often below requirements, slow  
	 

	C. Usually meets requirements, average speed 
	 

	D. Requirements always exceeded quick  
	 



	Q3: Cooperation - How well does the employee work with others, group work

	A. uncooperative, difficult to work with, temperamental  
	 

	B. sometimes difficult to work with
	 

	C. Only has few problems co-operating with other 
	 

	D. Easy to work with co-operates well 
	 

	E. Co-operates with people at all levels very well 
	 



	Q4: Job Knowledge - Learning, improvement, skills, in order to work better

	A. Competent with basic job routine, not willing to learn more 
	 

	B. Competent with basic job routine and some aspects of other jobs 
	 

	C. Carries out most jobs in section but seeks help of others more 
	 

	D. Knows virtually all aspects of work 
	 

	E. Fully competent with all aspects of work 
	 



	 Q5: Initiative - Can make a marked improvement in performance and productivity, especially when knowledgeable employees demonstrate it in partnership with their supervisors.

	A. Needs supervision does not start any new work until told 
	 

	B. only frequent supervision required but asks for new work 
	 

	C. Expresses ideas occasional supervision  
	 

	D. Uses initiative but sometimes needs supervision 
	 


Employee signature: 

Appraise signature: 



Exit interview:

An exit interview is conducted by an employer with the employee that is leaving the organization and is generally conducted by a human resources staff member.  The purpose of an exit interview is collect data for improving working conditions, retaining employees. Also about their impression of the organization and strengths and areas for improvement and way that employee leaving that could be used to improve overall organizational effectiveness and retention.

Common questions asked in exit interviews are:

·  What are your main reasons for leaving?

· What did you find most satisfying about your job?

· What did you find most frustrating about your job?

· Were there any company policies or procedures that made your work more difficult?

Exit Interview Form:

Date: 29/3/2009
Full Name of Employee: Howard Sayer
Job: Human Resources Manager
Department: Human Resources
1. What did you like about your job?
It was interesting and I contributed many new ideas to the organization.

2. What did you dislike about your job?

The job could be stressful and there were many employees that needed training, and I had to organize and develop training programs. Also I work many extra hours training staff but the pay was still not good.

3. Do you have any suggestions for improvement and have you mentioned them before?
Have many more new workers in the organization that have better skills, so that a lot of time is not wasted on training.
4. How do you feel about your job regarding the work flow, load of work, health and safety?
Health and safety was alright every employee was given a health insurance. There needs to be more employees in the organization because there is too much workload on current employees.
5. How do you feel about training, did you lean some skills and was it beneficial?
I learned some new business communication skills which were negotiation skills, meeting skills.
6. Do you have any suggestions on how your job could be improved?
Have more employees so that the work could be divided equally and that not one person is doing a lot of the work and this can be stressful.
7. How do you feel about the job, the benefits and pay?

	
	Very good
	Good
	Fair
	Poor

	Job salary
	
	
	
	

	Vacations
	
	
	
	

	Health insurance
	
	
	
	

	Facilities such as housing, recreation
	
	
	
	

	Education assistance
	
	
	
	


Comments:
8. How do you feel about the facilities and services?

	
	Very good
	Good
	Fair
	Poor

	Office accommodation and equipment
	
	
	
	

	Parking facilities
	
	
	
	

	Meal and refreshment facilities
	
	
	
	

	First aid
	
	
	
	

	Security
	
	
	
	

	Sports and social facilities
	
	
	
	


Comments:

There needs to be a new copier and printer because there were always problems such as paper jamming. There should be a separate printer and copier for the Human resources manager.

There was not enough parking spaces for all the employee and I had to part opposite and walk across to the building.

There needs to be a parking area for the employees.
9. What is the new job you will take and what are its benefits or why is it better?
The new job I will take is being a manager of marketing and sales department in a hotel. This job will be more challenging to be and the salary is much hire and also they are giving a fully furnished accommodation which is close to the hotel so I don’t need to waste my time in traffic any more and I could just easily walk to the hotel and be there quickly.  
Conclusion:
This assignment was about managing the HRM process and describes the workflow from job analysis, recruiting and selecting an employee to employee dismissal. 

The HR manager is recognized as a holder of organization by his knowledge and art. HR can improve the level of management, help to increase the efficiency, and let the manager to be effective. 
Human resource is a strategic asset of an organization. Without co-operation of HR there are no: 
1. Plans for the company.
2. Training programs
3. Feedback from employees and customers, in order for improvement.
4. Guides the employees in following the company’s vision.
Recommendations for the Human Resources Management: 
1. They must plan an effective strategy in order for improvement, development, employee recruitment and selection, policy and procedures, training, pay, bonuses, performance and management issues.

2. Manage and organizes multiple functional areas.
3. Motivate staff in a way to retain them.

4. Employee for staff in order to reduce the amount of work load on the current employees.

5. Create activities for the employees in order to let all employees be familiar with each other and work effectively as a team.

6. Have an effective training program in which the employee will benefit from.

7. Establish and maintain an appropriate ways for measuring necessary aspects of HR development.
8. Establish and maintain an appropriate ways for measuring the aspects of the employee working conditions, environment, satisfaction, motivation etc. also establish and maintain appropriate ways for measuring customer satisfaction.

By fulfilling all of this aspects mentioned above, this will lead to improvement in satisfaction of employees which satisfies the customer and improvement and development of the organization.
Sources:
Part 1:

Books:

· Gary Dessler, Human Resource Management, 10th edition

· Graham, Human Resources Management 9th edition

Internet:

· www.google.com 

· www.Wikpedia.com 

· http://humanresources.about.com/od/jobdescriptions/f/hr_job_mgr.htm 

· http://ezinearticles.com/?Human-Resources-Job-Description&id=139056 

· http://en.wikipedia.org/wiki/Human_resources 
Part 2:

Books:

· Gary Dessler, Human Resource Management, 10th edition

· Graham, Human Resources Management 9th edition

Internet:

· www.google.com
· www.Wikpedia.com
· http://recruitment.naukrihub.com/recruitment-process.html
· http://en.wikipedia.org/wiki/Recruitment_process 

Part 3:

Books:

· Gary Dessler, Human Resource Management, 10th edition

· Graham, Human Resources Management 9th edition

Internet:

· www.google.com
· www.wikpedia.com 

· http://psychology.about.com/od/researchmethods/f/validity.htm
· http://psychology.about.com/od/researchmethods/f/reliabilitydef.htm 

Part 4:

Books:

· Gary Dessler, Human Resource Management, 10th edition

Internet:

· http://www.businessballs.com/dtiresources/performance_measurement_management.pdf
· http://www.orau.gov/pbm/documents/handbook1a.html 

· http://www.lcms.org/graphics/assets/media/LCMS/_H10ST~1.DOC 
· http://en.wikipedia.org/wiki/Management_by_objectives 

Part 5:

Books:

· Gary Dessler, Human Resource Management, 10th edition

Internet:

· http://en.wikipedia.org/wiki/Training
· http://en.wikipedia.org/wiki/Training_analysis
Part 6:

Books:

· Gary Dessler, Human Resource Management, 10th edition

Internet:

· http://academic.emporia.edu/smithwil/001smmg444/eja/knight.html#Alternation
Part 7:

Books:

· Gary Dessler, Human Resource Management, 10th edition

Internet:

· http://www.busreslab.com/tips/tip32.htm
Appendix:

Maarten van Beek, MA, MSc

Leerwarden, Netherlands

Maarten-van.Beek@unilever.com
31-011- 552-5410

To whom it may concern:

I am looking for a new opportunity where I may continue to provide innovative direction as a member of your team.  With a high degree of esteem, I wish to render my formal intent and application for this position.  I will welcome a personal interview at your convenience to discuss this opportunity with you.  I can be reached in confidence at the contacts above and will look forward to hearing from you soon.

Thank you for your time.

Sincerely,

Maarten van Beek
Curriculum Vitae

Maarten van Beek, MA, MSc


Name

: Maarten van Beek

Date of Birth
: 8 September 1973 (Geleen)

Nationality          : Dutch

Work Experience

Unilever N.V.








HR Management Trainee, Rotterdam, Unilever Corporate Center, Sept 2000 – October 2001


HR management Trainee Unilever, Corporate Human Resource Group. Focus on cultural change 

projects and leadership development for Unilever’s top leadership team.

· Project leader: roll out  and communication of new Variable Pay systems in Europe

· Project leader Global HR conference in Florence

· Project leader Leadership Forum 2002

· Member of global HR Transformation team

While working at CHRG I worked 1-2 days a week at the Margarine Factory in Rotterdam and was operational responsible for recruiting factory workers and several departments.


Sourcing Unit HR Manager Baarn-Loosdrecht Unilever Nederland, October 2001 – February 2003

HR manager at Unilever Bestfoods the Netherlands: SU Loosdrecht/Baarn. Responsible for HR strategy, policies and practices for two factories covering 350 people; Head of the HR team and training department (7 people); Management Team responsibilities. Introducing Personal Development Plans for factory workers based on competencies and development skill matrix.

· Reducing sick leave from 13.5 to 6.5 %

· Change Arbo-company and hire psychologist on site, organise  'healthevents' and develop new sick leave policies

· Introduce Variable Pay and MATCH for factory workers

· Organising a series of teambuilding events for the factories and factory units

· Run HR administration and integrated it within UBF (pay-roll, pensions, etc).

· Introduce Unilever systems (payroll, pensions, heath-insurance) within old Bestfoods factories (integration Bestfoods).

· Coaching middle management and management team

Global HR manager Talent Management, Rotterdam/London, February 2003 – May 2003 

HR project manager, Global HR Centre of Exertise on Talent Management. Focus on competencies, personal skills and intercultural issues. A wide range of projects around PDP/LGP simplification,  Flexibility, working with Hay and aligned projects for the Global HR CoEs. Building management development, recruitment and talent management expertise.

Head of Recruitment Unilever Nederland, Vlaardingen, May 2003 – October 2005
Recruitment manager at Unilever Peoplelink. Leader of the Dutch recruitment team for Unilever. Responsible for a team of 14 professional recruiters and attraction and selection of all managers, non-managers and temporary workers for all Dutch Unilever Businesses, Unilever Foods Research Centre and Corporate Centre.  European responsibility for PhD/Science and MBA recruitment for Unilever. 

Education

Ph.D. Candidate Rotterdam School of Management (2004-onwards).  Promotor professor Dr. Deanne den Hartog. Dissertation on leadership development and cultural differences of organizational leaders.

Master of Science in Human Resource Development (MSc, 2004),  Twente University Sponsored by Unilever. Thesis on Intercultural Leadership.

Master of Arts in Labor- and Organization Psychology (MA, 2000) at Leiden University; Graduated in Leadership development. Internships at AKZO Nobel (9 months), Twynstra Gudde Management Consultants (5 months) and the International Labor Organization of the United Nations (ILO, Geneva, 4 months)

Graduate School of Industrial and Labor Relations at Cornell University, Ithaca, New York (August – December 1999)


Albert Schweitzer College (VWO, 1987-1994), Geleen. Courses: English, Dutch, History, Arts, Science, Mathematics, Geology, Biology.

Publications

Beek, Van M., Grachev, M. V. (2005). Dare to embrace Differences, Leadership Development at Unilever. 

Beek, Van M.. (2004). Dare to embrace Differences, a vision of Management Development, presented at ILA conference 2004, Mexico 

Beek, Van M., Beelen, R. (2005). Talent Pool Management. De Gids voor Personeelsmanagement, November 2005,  (Elsevier)

Beek, Van M., Tabak, J. (2006). Future Careers in HR. De Gids voor Personeelsmanagement, May 2006,  (Elsevier)
Beek, Van M.. (2007).Organisational Design – the Human Impact. De Gids voor Personeelsmanagement, March  2007,  (Elsevier)
Other activities / Memberships

· Member of the Dutch Institute of Psychology (NIP), The Netherlands


· Member of  Society of Organisational Learning (SoL), The Netherlands/USA

· Member of the Board of the Alumni Organisation of the LVVS Augustinus, Leiden, The Netherlands 

· Guest lecturer at Erasmus University Rotterdam, the Netherlands and the University of Amsterdam, the Netherlands in the field of leadership development and human resources.
· Presenter at several conferences as the International Leadership Association (Mexico, Washington, the Netherlands) or the Society of Labour and Government in the field if intercultural leadership.

· Member of the board of Annette Speelt. A Dutch theater group. (http://www.annettespeelt.nl)

· Director of the Board of the the International Leadership Association (ILA), USA (http://www.academy.umd.edu/ila/)

· Member of the Board of Leiden University Funds, Leiden, The Netherlands
(http://www.luf.nl)

Interests

Hobbies / Sports

· Arts, painting
· Theater, Music,
· Outdoor activities
· Travelling
· Good food and great wines
Languages

Dutch
 : Native

English
 : Good

German : Average

French   : Good

Houssam Yaacoub                                     
Siema Bldg.                                                                         
Champville, Lebanon                                                       
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E-mail: houssamyaacoub@consultant.com
Dear Mr. Employer,

I am replying to your job advertisement, which I found at Monster.com.

I have noted that your position strongly appeals both to my experience and personal goals.  My levels of enthusiasm, experience and interpersonal skills provide an excellent match for the requirements of this position. 

Sincerely,

Houssam Yaacoub                                     
Curriculum Vitae


Houssam Yaacoub                                                          Human Resource Manager  
Siema Bldg.                                                                      Marketing Manager
Champville, Lebanon                                                     E-Commerce Professor
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                                 Senior Accountant
E-mail: houssamyaacoub@consultant.com
EDUCATION
 

· University of the Holy Spirit: MBA Management Human Resources (emphasis in Time of Crisis)

· Lebanese University: “Maitrise” in Marketing (Bachelor of Arts + one additional year)

PROFESSIONAL CERTIFICATIONS AND AFFILIATIONS
· “LE MOT D’OR 1997”, Award offered by “La Coupe Francophone des Affaires”

· Member of the “CLERH” – the Lebanese Council of Human Resources Experts (www.clerh.org) 

· The Entrepreneurship Center of Lebanon, Founding Member

· Dr. Naji’s Incubator, Founding Member

· Ex-Member of Toastmaster International, Communication and Leadership program

YEARS OF PROFESSIONAL EXPERIENCE 
 

June 06 – Present:   Premier Leisure Holding, Human Resources Manager

Jan 04 – June 06:    Roadster Diner Group, Human Resources Manager

July 01 – Jan 04:     GS Grand Stores, Human Resources Manager

June 00 – Jan 01:    Consortia Group, Marketing Manager 

July 99 – Present:   C & E University, E-commerce Professor

     Hawaii University, Management Professor

                             ArcaTech University, Management and Marketing Professor

Oct 98 – June 99:   The National Institute of Akkar, Senior Accountant, Accounting and Economics Professor

 

SUMMARY OF QUALIFICATIONS
I have more than 7 years of experience in creating and managing human resources departments. My areas of expertise include implementing all the functions of the Human Resources Department on a scientific basis, recruiting methodology, performance appraisal system, staffing system and working procedures. I have created training department, designed and developed training programs in the following subjects: customer service, management, communication skills, performance appraisals, emotional intelligence, balanced scorecard, decision-making and problem solving techniques. My years of experience was highly occupied by planning and organizing the opening of additional stores, through conducting interviews for 450 employees, implementing new training system for the new recruits and conducting special designed performance appraisals for the opening and post opening stages.

i am also part of a team in a consultancy & training company that performs full in-house consultancy & training for major companies in Lebanon and responsible for seminars covering most of the Business topics in most of the Universities in Lebanon. 

My expertise includes:

         Marketing 

         Management

         Human Resources

         Sales

         Creative Thinking

         Emotional Intelligence

         Performance Appraisal

         Decision Making

         Balanced Scorecard 

         E-commerce topic

RELEVANT EXPERIENCE:
Premier Leisure Holding, Beirut, Human Resources Manager: As the Human Resources Manager for 550 employees in a leading restaurants and hospitality chain in Lebanon, I was responsible for creating and starting the Human Resources Department on scientific basis. Premier Leisure is the owner of:

       11 restaurants in Lebanon and Dubai  (mixture of Italian, Japanese, American, French and international cuisines).

· A Major Health Club and SPA in Beirut, Lebanon

· Le Meridien Commodore Hotel (5*) in Beirut Lebanon.

Roadster Diner Group, Dbayeh, Beirut, Human Resources Manager: As the Human Resources  Manager for 400 employees in a leading Diners’s chain in Lebanon, I was responsible for creating a Human Resources Department on scientific basis. Implemented all the functions of the Human Resources Department as recruiting methodology, performance appraisal system, staffing system and working procedures. Created training department, designed and developed training programs in the following subjects: customer service, management, communication skills, performance appraisals, emotional intelligence, balanced scorecard, decision-making and problem solving techniques. While opening four new stores, I conducted interviews for 450 employees, implemented new training system for the new recruits and conducted special designed performance appraisals for the opening and post opening stages.

NBTS, Ashrafieh, Beirut, Instructor: In a major consulting and training group for major companies in Lebanon, I am one of the few main leading members in performing full in-house training, consultancy and workshops related to management, human resources, performance appraisal, decision making, balanced scorecard, marketing, sales, creative thinking, emotional intelligence and e-commerce topic. In addition to that, I was also responsible for giving seminars covering most of the business topics in most of the Universities in Lebanon. 

C & E University, E-commerce Professor. Lecturing and performing exams for classes of 40 students in all E-commerce related subjects.

Hawaii University , Sin El Fil, Metn, Management Professor: Lecturing and performing exams for  classes of 40 students in the following subjects: Essentials of Management, Basic Marketing, and E-commerce.

Hamra Shopping & Trading S.A.L. (GS Grand Stores). Beirut , Human Resources Manager: As a Leader in the fashion and clothes field in Lebanon, I was the  Human Resources Manager for 285 employees, responsible for creating the Human Resources Department on a scientific basis, and implementing all the functions of the department such as recruiting methodology, performance appraisal system, staffing system, working procedures, training methodology  and system. My duties also included designing, implementing and conducting training in the following areas: sales skills, customer service, management skills, communications skills, performance appraisals, decision making and problem solving techniques. Opening 5 stores: conducting interviews for 100 employees, preparing training and performance appraisal systems designed especially for the opening.

ArcaTech University, Dekwaneh-Beirut, Management and Marketing Professor: Responsible for the  management and marketing courses for the first and second year of the business school in classes of a minimum of 40 students.

Consortia Group, Zalka-Beirut, Marketing Manager: Consisting of different companies in hospitality, consultancy, training and investment. Implemented Marketing Plans for 4 products of the Group, I was the person in charge of the marketing department responsible for leading and managing 7 sales representatives. Implementing training course for new recruits and speeding profitability.

The National Institute of Akkar, Akkar, North of Lebanon, Senior Accountant: Complies and analyzes financial information to prepare entries to accounts, especially the accounts related to the daily operations of the institute as well as the daily operations of the company. Prepares summaries of payments transactions and send them to their proper companies for reconciliation. Managing checks received and sending them to the bank for reconciliation. Reviewing bank statements and interests to make sure that the balance is correct. Handling audits vouchers, and preparing reports to confirm transactions prior to settlement. Preparing the budget of the institute at the end of the month and controlling their expenditures according to the budget. Generating payroll and preparing the amounts according to the working schedules as well as calculating the amounts of employees’ advances, insurance and then transferring to the bank.

The National Institute of Akkar, Akkar, North of Lebanon Accounting and Economics Professor: Instructing different classes in two courses of Accounting and Macro-Economics.

THESIS AND MARKET STUDIES
· The Management of an E-business in Lebanon, MBA Thesis, Sep 2000

· The Marketing Situation of “Siemens Telecom in Lebanon”, a full marketing study with a proposed marketing plan, End of degree thesis, 1997 – 1998

· “The Marketing of Specialized Supermarkets in North Lebanon” – marketing and merchandising study. Special Project for the Lebanese University, 1996 – 1997

VOLUNTARY EXPERIENCE
· Lebanese Red Cross, 7 years in the First Aid Emergency Team, including two years in the Central Operational Room.

· Greenpeace, active member.
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