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Task 1

Study Task

1. What is human resource management?

Human resource management (Dessler) – 

· The policies and practices involved in carrying out the people or human resources aspects of a management position, including recruiting, screening, training, rewarding and appraising. 

· Human resource management is the process of acquiring, training, appraising and compensating employees and attending to their labour relations, health and safety and fairness concerns.

Human resource management (Graham) -

· Human resources management concerns the human side of the management of enterprises and employees relations with their firms. 

2. What are line functions?

Line functions – 

· The authority exerted by an HR manager by directing the activities of the people in his or her own department and in service areas. (Dessler)

3. What are staff functions?

Staff functions – 

· Assisting and advising line managers. They are responsible for assisting and advising line managers in areas like recruiting, hiring and compensation. (Dessler)

4. Why is human resource management so important?

The HR manager is recognized as a holder of organization by his knowledge and art.  The running of these arts and knowledge needs supporter which called staffs and are human resource of the organization.  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.
5. What is the evolution of human resource management?


1900 – 1925: The emergence of the rational goal model.

Rational goal Model:

· The symbol that best represents this model is the dollar sign because the ultimate criteria of organization effectiveness and productivity and profit.

· The basic means ends assumption in this approach, the belief that clear direction leads to productive outcomes.

· There is a continuing emphasis on process such as goal clarification, rational analysis and action taking. If an employee of 20 years is only producing at 80% efficiency the appropriate decision is clear, replace the employee with a person who will contribute at 100% efficiency. In the rational model the ultimate value is achievement and profit maximization. The manager’s job is to be a decisive director and a task oriented producer.

1926 – 1950: The emergence of the human relations model.

Human relations model:

· The key emphasis is on commitment, cohesion and morale.

· The means ends assumption is that involvement results in commitment and the key values are participating, conflict resolution and consensus building. Because of emphasis on quality and openness, the appropriate symbol for this model is a circle.

· The organization takes on a clan like, team oriented climate in which decision making is characterized by deep involvement. Here if an employee’s efficiency declines, managers take a developmental perspective and look at a complex set of motivational factors. They may choose to alter the persons degree of participation or opt for a host of other social psychological variables.

1960 – 1980: The emergence of the internal process model.

Internal process model:

· This model is highly complementary to the rational goal model.

· Here the symbol is a pyramid and the criteria for effectiveness are stability and continuity.

· The emphasis is on process such as definition of responsibilities, measurement, documentation and record keeping.

· The organizational climate is hierarchical and all decisions are coloured by the existing rules, structures and traditions.

· If an employee’s efficiency falls, control is increased through the application of various policies and procedures.

· In this model the ultimate value is efficient workflow.

1951 – 1975: The emerge of the open systems model.

Open systems model:

· The organization is faced with a need to compete in an ambiguous as well as competitive environment.

· The key criteria of organization effectiveness are adaptability and external support. Because of the emphasis on organizational flexibility and responsiveness, the symbol here is amoeba.

· Amoeba is a very responsive, fast changing organism that is able to respond to its environment.

· The means end assumption is that continual adaptation and innovation lead to the acquisition and maintenance of external resources.

· Key processes are political adaptation, creative problem solution, innovation and the management of change.
1976 – Today: The emerge of both and assumptions.

· In 1980s it became apparent that American organisations were in deep trouble. Innovation, quality and productivity all slumped badly.

· The issue of job security became increasingly prominent in labour negotiations. Organizations faced new issues, such as takeovers and downsizing. One middle manager struggled to do the job done by two or three. Burnout and stress became hot topics.

· In the U.S. some of the most powerful and admired corporations seemed strong one day and in deep difficulty the next.

· In the new global economy nothing seemed predictable. This was exacerbated by the mergence of the Internet and ecommerce. (Quinn)

6. What are the (future) trends in human resource management?

Trends in human resource management (Graham) –

· Greater involvement of managers in personnel management and a general decentralization and devolution of the function. Increasingly line managers are required to undertake duties previously completed by personnel specialists. This results in part from firms seeking to cut costs through reducing the sizes of their personnel departments and partially in consequence of the view that line managers must complete this work.

· Economic recession in the early 1990s, the downsizing of organizations and a shift in the nature of the relationship between management and labour.

· New working methods based on flexible labour practices.

· Recognition of the importance of the development of a firms human resources as a means for securing competitive advantage, spurred on by the successes achieved by Japanese companies which pay great attention to the personnel role. 

The future of human resources management (Graham) – 

· EU interventions in matters affecting employee protection and employee relations and the need for personnel and other managers to adopt international orientations towards their work.

· Growing concern for the application of ethical approaches to personnel management.

· Implementation of equal opportunities policies.

· The human resources management implications of flexible workforces.

· Heightened awareness of the need for effective employee participation in company production systems.

· The consequences for personnel management of the demographic time bomb.

· Changing attitudes among trade union leaders and members (partly due to the higher levels of unemployment experienced over the last 15 years) which give managers a wider range of policy options in industrial relations matters.

· Greater involvement of the law in personnel issues, including laws on hiring, firing, equal opportunities and the conduct of industrial relations. 
Basic strategic trends (Dessler) –

1. Globalization:

· The tendency of firms to extend their sales, ownership and or manufacturing to new markets abroad.

2. Technology Advances:

· Similarly, the Internet and information technology have been forcing and enabling firms to become more competitive.

3. The nature of work:

· Technology is doing more than reducing costs and opening up new ways to compete.

· It is also changing the nature of work.

· This is not applied just to new jobs at dot com firms such as Amazon, even factory jobs are becoming more technologically demanding.

4. Workforce:

· Workforce demographics are changing as well.

· The increasing diversity of the U.S. workforce brings employees many benefits, such as the opportunity to draw on different points of view, a wide range of skills and talents, and various kinds of work and life experience.

· One of the many challenges that accompanies increasing diversity is the widening range of employee needs, which employers are meeting such as benefits as flexible timings, job sharing, telecommunication and child and elder care programs.

Task 2

Problem Task

1. Explain the need for external and internally integrated personal planning.

Personal planning:

· A process of deciding what positions the firm will have to fill and how to fill them. It covers all the firms future positions from maintenance clerk to CEO.

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.

· Describe the various factors in forecasting personal requirements.

Forecasting personal needs:

The most common personal planning approaches involve the use of simple techniques like ratio analysis or trend analysis to estimate staffing needs based on sales projections and historical sales to personnel relationships. The usual process is to first forecast revenues first, then estimate the size of the staff required to achieve this sales volume. Here HR managers use several techniques.

Succession planning:

· Forecasting the availability of inside candidates is particularly important in succession planning, the ongoing process of systematically identifying, assessing and developing organizational leadership to enhance performance.

· Entails three steps: Identifying and analyzing key jobs, creating and assessing candidates and selecting those who will fill the key positions.

· Based on the firms strategic goals, top management and HR identify what the company’s future key position needs will be and formulate job descriptions and specifications for them.

· Thus plans to expand abroad or to diversify the company’s product line may suggest bulking up the management talent in the firm’s international division, or hiring a key executive to run a new product division.

· A strategic business plan can only be realized when the right people are at the right place and at the right times to do the right things.

3. Describe the methods to determine H.R. recruitment.

Trend analysis:

· Studying variations in your firm’s employment levels over the last few years. 

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

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

· Other factors such as changes in sales volume and productivity also affect staffing needs.

Ratio analysis:

· Making forecasts based on the ratio between 1. Some casual factor like sales volume and 2. The number of employees required for instance, number of sales people.

· Assumes that productivity remains about the same for instance, that each salesperson can’t be motivated to produce much more than $500,000 in sales. If sales productivity were to increase or decrease, the ratio of sales to sales people would change. A forecast based on historical ratios would then no longer be accurate.

The scatter plot:

· Shows graphically 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 also 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.

· Many firms use automated employee forecasting systems. In retailing, for instance, automated labour scheduling systems help retailers estimate required staffing needs based on sales forecasts and estimated store traffic.

· Whichever method used, managerial judgment will play a big role. Is rare that any historical trends, ratio or relationship will simply continue unchanged into the future. 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.

4. Compare the different ways of forecasting the supply of inside candidates.

1. Public and nonprofit agencies:

· These agencies are an important source of workers, but some employees have had mixed experiences with them. This is because employers can end up with applicants who have little or no desire for immediate employment.

2. Private agencies:

· These are an important source of clerical and managerial personnel. They charge fees, paid jobs in which the employer pays the fee.

3. Executive recruiters:

· Also known as headhunters because they are special employment agencies retained by employers to seek out top management talent for their clients.

· There are two types of executive recruiters contingent and retained.

4. College recruiters:

· They are employers representatives sent to college campuses to prescreen applicants and create an applicant pool from graduating class. This is an important source of management trainees.

· It’s expensive and time consuming.

· There are usually two primary goals: 1. To determine whether they are worthy of further consideration. 2. To attract good candidates. Usually on site visitors take place where employers generally invite good candidates to the employer’s office. 

5. Referrals and walk ins:

· When firms post announcements of openings and requests for referrals in its intranet website.

· Employee referral programs have their own pros and cons.

· Current employees can and usually will provide accurate information about the job applicants they are referring.

· Walk ins are a major source of applicants particularly for hourly working. Employees encourage this by posting hiring signs on the property.

6. Recruiting on the internet:

· A large and fast growing proportion of employers use the internet as a recruiting tool.

5. Describe/explain the advantages/disadvantages of internal recruiting.

Internal recruiting: 

· Internal recruiting is the search for in-house employees who have the abilities and the attitudes to fulfill the requirements needed and to help the organization achieve its objectives.

· Internal recruiting is often neglected, and the Internet hardly offers any useful discussions for this recruiting strategy, it is crucial not to overlook this strategy. The discussion of internal recruiting provides the advantages and disadvantages of this recruiting technique in comparison to the external method.
Advantages of internal recruiting:

· Recruiting costs: Since the recruiting machinery is focused on an already existing pool of employees to fill a vacant position, and therefore selection and socializing processes are less time and dollar consuming, internal recruiting tends to be less expensive than external recruiting.

· Motivation: The prospect of potential promotion or transfers provides a clear sign to the current work force that the organization offers room for advancement. This addresses the employee's need for self-achievement.

· Familiarity: The familiarity of the employee has a two-side effect: On the one hand the employee is familiar with the organization's policies, procedures, and customs. At the same time, the organization has established an employment history showing the workers formal and informal skills and abilities.
Disadvantages of internal recruiting
· Inbreeding: One drawback of extensive internal recruiting is the reduced likelihood of innovation and new perspectives. A lack of new employees from the outsides leads to a lack of new ideas and approaches.

· EEO Criteria: A use of the internal pool for the consideration of vacant positions can lead to conflicts with the Equal Employment Opportunity Commission. The organization has to ensure and continuously check its balance of a diverse workforce. This has to relate to the organization’s legal, political and geographical environment.

· More training: Internal recruiting demands a higher degree of employee training. In order to develop the skills needed to train the current workforce in new processes and technologies, the organization has to provide a more expensive training program.
6. Explain how to forecast the supply of external candidates.

Forecasting the supply of outside candidates:

· If there won’t be enough inside candidates to fill the anticipated openings or you want to go outside for another reason, you need to forecast the availability of outside candidates. For example, you may want to consider general economic conditions and the expected unemployment rate. Usually the lower the rate of unemployment, the more difficult it will be to recruit personnel.

7. Compare advertising in different types of media.

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 the best medium be it the local newspaper, the wall street journal, TV or the internet depends on the positions for which you’re recruiting. 

· If you’re recruiting for workers with special skills such as furniture finishes, you’d probably want to advertise in the Carolinas or Georgia, even if your plant is in Tennessee. The point is to target your ads where they’ll reach your prospective employees.

· Technology is enabling companies to be more creative about how they advertise for job applicants. For example Electronic Arts, the worlds largest video game publisher, knows that our best job candidates hang out online and read gaming magazines. The company therefore uses its marketing programs to help solicit job applicants. For example, Electronic Arts includes information about its internship program on the back of its video game manuals. Using techniques like these, the firm now has a database of over 200,000 potential job candidates. It also use special tracking software to identify potential applicants with specific skills and to facilitate ongoing communications via e mail with everyone in its database.   

8. Explain the AIDA model.

AIDIA – Attention, Interesting, Desire and Action:

· A four point guide to construct ads.

· You must attract attention to the ad or readers may just miss or ignore it.

· Employers usually advertise key positions in separate display ads.

· Develop interest in the job. You can create interest by the nature of the job itself, with lines such as outstanding opportunities for advancement. You can also use other aspects of the job, such as its location, to create interest.

· Create desire by spotlighting the jobs interest factors with words such as travel or travel. Keep you target audience in mind such as having a graduate school nearby may appeal to engineers and professional people. Finally make sure the ad prompts action with a statement like call today, or please forward your resume. 

9. Compare the different recruitment sources. (Recruitment agencies, internet agencies, college recruiters, walk ins, reference).

Public and nonprofit agencies:

· These agencies are an important source of workers, but some employees have had mixed experiences with them. This is because employers can end up with applicants who have little or no desire for immediate employment.

Private agencies:

· These are an important source of clerical and managerial personnel. They charge fees, paid jobs in which the employer pays the fee.

Executive recruiters:

· Also known as headhunters because they are special employment agencies retained by employers to seek out top management talent for their clients.

· There are two types of executive recruiters contingent and retained.

College recruiters:

· They are employers representatives sent to college campuses to prescreen applicants and create an applicant pool from graduating class. This is an important source of management trainees.

· It’s expensive and time consuming.

· There are usually two primary goals: 
1. To determine whether they are worthy of further consideration. 
2. To attract good candidates. Usually on site visitors take place where employers generally invite good candidates to the employer’s office. 

Referrals and walk ins:

· When firms post announcements of openings and requests for referrals in its intranet website.

· Employee referral programs have their own pros and cons.

· Current employees can and usually will provide accurate information about the job applicants they are referring.

· Walk ins are a major source of applicants particularly for hourly working. Employees encourage this by posting hiring signs on the property.

Recruiting on the internet:

· A large and fast growing proportion of employers use the internet as a recruiting tool.

10. Explain the difference between the application forms and discrimination.

Application form:

· The form that provides information on education, prior work record and skills.

Purpose of application forms:

· You can make judgments on substantive matter, such as whether the applicant has the education and experience to do the job.

· You can draw conclusions about the applicant’s previous progress and growth, a trait that is especially important for management candidates.

· You can draw tentative conclusions regarding the applicants stability based on previous work record.

· You may be able to use the data in the application to predict which candidates will succeed on the job and which will not.

· For technical and managerial personnel the form may require detailed answers to questions concerning education and training.

· The form for hourly factory workers might focus on the tools and equipment the applicant has used.

11. How can the application forms be used to predict job performance?

By using application forms to predict job performance, employers will know which candidates are applicable for the job or not and remove applicant not meeting the requirements or who are not qualified enough compared to the majority. 
Task 3

Problem Task

1. Describe the nature of training.

Training:

· Refers to the acquisition of knowledge, skills, and competencies as a result of the teaching of vocational or practical skills and knowledge that relate to specific useful competencies. 
· It forms the core of apprenticeships and provides the backbone of content at technical colleges and polytechnics. 
· In addition to the basic training required for a trade, occupation or profession, observers of the labor-market recognize today[update] the need to continue training beyond initial qualifications: to maintain, upgrade and update skills throughout working life. People within many professions and occupations may refer to this sort of training as professional development.
· Some commentators use a similar term for workplace learning to improve performance: training and development. One can generally categorize such training as on-the-job or off-the-job:
· On-the-job training takes place in a normal working situation, using the actual tools, equipment, documents or materials that trainees will use when fully trained. On-the-job training has a general reputation as most effective for vocational work.
· Off-the-job training takes place away from normal work situations, implying that the employee does not count as a directly productive worker while such training takes place. Off-the-job training has the advantage that it allows people to get away from work and concentrate more thoroughly on the training itself. This type of training has proven more effective in inculcating concepts and ideas.

2. Explain the training process.

The training process (Dessler):

· Training refers to the methods used to give new or present employees the skills they need to perform their jobs. Training might mean showing a new web designer the intricacies of your site, a new salesperson how to sell your firms product or a new supervisor how to fill out the firms weekly payroll timesheets.

· Training is a hallmark of good management, and a task managers ignore at their peril.

· Employees must know what you want them to do and how you want them to do it. If they don’t they’ll do the jobs their way, not yours. Or they will improvise or worse, do nothing productive at all. 

· Good training is vital.

Training and development process (Dessler):

1. Identify the specific job performance skills needed, assess the prospective trainee skills and develop specific, measurable knowledge and performance objectives based on any deficiencies.

2. Instructional design, you decide on compile and produce the training program content, including workbooks, exercises and activities, here you’ll probably use techniques such as on the job training and computer assisted learning.

3. Validation step, in which bugs are worked out of the training program by presenting it to a small representative audience.

4. Implement the program, by actually training the targeted employee group.

5.  Evaluation step, which management assesses the programs success or failures.

3. Describe and explain the orientation program.

Orienting employees (Dessler):

· Provides new employees with the basic background information required to perform their jobs satisfactorily, such as information about company rules.

· Programs may range from brief, informal introductions to lengthy formal courses.

· The HR specialist or in smaller firms, the office manager usually performs the first part of the orientation by explaining the organization of the department and by introducing the person to their new colleagues, familiarizing the new employee with the workplace and helping to reduce fist day jitters.

· Orientation typically includes information on employee benefits, personnel policies, the daily routine, company organization and operations, safety measures and regulations as well as a facilities tour.

· At minimum new employees usually receive either printed or Internet based employee handbooks covering matters like these.

· Under certain conditions the courts may find that employee handbooks contents represent legally binding employment commitments. Therefore companies often include disclaimers to make it clear that statements of company policies, benefits and regulations do not constitute the terms and conditions of an employment contract either expressed or implied. Also companies generally do not insert statements such as no employee will be fired without just cause or statements that imply or state that employees have tenure. Indeed its best to emphasize that the employment relationship is strictly at will.

· Without basic information on things like rules and policies, new employees may make time consuming or even dangerous errors.

· Orientation is not just about rules. It’s about making the new person feel welcome and at home and part of the team, all potentially important if you want the employee to be productive.

· Orientation programs today are moving away from routine discussions of company rules to emphasize the company’s mission and the employee’s role in that mission and to make the new recruit feel a productive part of a team as soon as possible.

· A successful orientation program should accomplish four things:

· The new employee should feel welcome and at ease.

· The employee should understand the organization in a broad sense its past, present, culture and vision of the future.

· Key facts such as policies and procedures.

· The employee should be clear about what is expected in terms of work and behaviour.

· The person should have begun the process of becoming socialized into the firms ways of acting and doing things.

· Not all new hires react to orientation in the same way.

· Supervision should therefore be vigilant and follow up and encourage new employees to engage in those activities that will enable each to learn the ropes and quickly become productive.

4. Describe the purpose of training.

The purpose of training (Graham):

· Improving employee’s ability to perform the tasks required by the company.

· Allows better use to be made of human resources, giving employees a feeling of mastery over their work and recognition by management their job satisfaction is increased.

· The results of training may not be obtained, when the trainee for example sees no purpose in the training, when is regarded as a punishment or a sign of displeasure or when the training seems irrelevant to the trainees needs. 

· The gains which is hoped training will bring are:

· Greater productivity and quality.

· Less scrap or spoiled work.

· Greater versatility and adaptability to new methods.

· Fewer accidents.

· Greater job satisfaction showing itself in lower labour turnover and less absence.

Task 4

Problem Task

1. How can you design an orientation program?

A basic orientation program:

· Has tree aspects, 

1. Information provided before the person goes to work.

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

· Cover:

· 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.

· With others outside the work unit with whom the new person will have to interact.

· Explain:

· Norms

· Rules

· Practices

· Show:

· 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

· Inside courses

2. Describe the value of a comprehensive orientation program.

A comprehensive orientation program:

· A process through which a new employee is integrated into an organization, learning about its corporate culture, policies and procedures, and the specific practicalities of his or her job. 

· An orientation program should not consist of a one-day introduction, but should be planned and paced over a few days or weeks. There is a growing use of boot camps, which work to assimilate a new employee rapidly into the culture of the employing organization.
· There must be a general orientation, a departmental orientation, and the specific job orientation, conducted by different parties. It cuts down on turnover drastically, engenders trust, cooperation and motivation. The article lists certain guidelines that are intended for people conducting the General Orientation. 
· To get new employees off to a good start, a formal orientation program is a must. Orientation is the process of familiarizing new employees with the organization, their jobs, and their work units. Formal orientation programs are effective in retaining and motivating employees, reducing turnover, and increasing productivity. The companies with effective orientation programs know what a little creativity and common sense can mean to a new employee, as well as the company’s morale, retention rate, and its bottom line.

3. Explain the difference between harassment and hazing.

Harassment:

· Behaviour intended to disturb or upset, and, when the term is used in a legal sense, it refers to behaviors which are found threatening or disturbing.

· Hazing behaviors are often labelled as "harassing" by recipients who are unable to stop them or cope with them.  Those who can cope with them, however, frequently find themselves attracting followers.  The interpretation put on hazing behaviour differs depending on the recipient's understanding of its meaning. Hazing behaviours serve two purposes: firstly, to see whether a person will accept the behavioural norms and authority relations within the group; secondly, to screen for people who will stand up for themselves

Hazing:

· Hazing is a ritualistic test and a task involving harassment, abuse or humiliation used as a way of initiating a person into a gang, club, military organization or other group. The definition can refer to either physical (sometimes violent) or mental (possibly degrading) practices. It may also include nudity or sexually oriented activities. 

4. Identify the three main stages (exclusion, undesirable assignments, hazing) in the process of fitting in.

Exclusion:

· It is the non acceptance of the newcomer into the group, usually out of unintentional neglect.

· People are busy and forget to pay attention to the new person in their midst.

· Many organisations are understaffed and the employees overworked. When a new comer arrives, people are relieved and a heavy amount of work is dumped on the unsuspecting new worker, risking overload. If the initial integration is poorly managed or totally neglected the price is high in workers dissatisfaction and low morale.

· The appropriate response by the new employee to this exclusion phase is understanding that what is going on has nothing to do with anything the newcomer is doing. At this stage, newcomers have a tendency to feel hurt or angered and to behave in a manner that only reduces their chances of inclusion: they sulk, withdraw or become disagreeable, responding in kind and not offering to help others in their tasks. Nor do they are for help. This neglect is generally a mistake, because asking for help makes the person who gives it feel valued.

· On the other hand, people are verbally welcoming; on the other hand their actions belie their words.

Leading the ropes:

· The outsider is the person who does not yet know how things are done. The new employee must learn whether to address superiors by their first or last name, to each lunch with other people from other departments, to stay late and show commitment or to keep a messy desk, demonstrating great activity.

· The newcomers are not given this necessary information and are not allowed to participate so that they can observe and learn for themselves.

· The new employees coming from outside are kept at arm’s length and made to feel like outsiders. They are assigned basic tasks such as staying to answer the phone during lunch hour or asked to research something, spending long hours buried in papers. They are not asked to participate in group activities, and remain isolated from the others.

· Most companies have stated policies intended to integrate a new employee quickly and easily into the permanent work group. Much that happens in the first days and weeks on the job, however, makes that integration difficult, if not impossible.

· The following practices are tasks and experiences common to newcomers, according to hundreds of people that have been interviewed:

· Having to come earlier and stay later than others.

· Not getting lunch break.

· Being asked to answer phones while the rest go out to eat.

· Being excluded from the organizations social activities.

· Finding that other talk in a code so that the newcomer is unable to participate in the conversation that old timers tell in jokes, referring to unknown people and events or use unfamiliar acronyms.

· For most people the exclusion phase takes anywhere from one day or one week up to a month or even to six months.

· Employees who are frequently away have to reconcile themselves to a special kind of membership. They may not always be aware of or understand what is really going on. Even events that may seem insignificant can affect the climate of the organisation. The returning employees therefore need to be cautious about making remarks that may be interpreted as insensitive.

Dependence: what to do:

· Newcomers at this stage depend upon others to teach them. This dependency can take varied forms such as a specific skill or knowledge of the organisational culture. We cannot acquire understanding about how things are done by reading or listening alone, we can also learn by observing others, watching for clues and being attentive to subtle cues. Being a good observer is critical during this period.

· The two important factors during the stage of dependence are the attitude of the newcomer and the old timer’s behaviour toward the newcomer. Some new people take on the role of bewildered learner and behave as if they know nothing (please show me how, please teach me), playing on their newness to make them appear as the young, helpless things. One reason some people fall into that role is that as learners they are not held responsible for their mistakes.

· A mature and professional attitude would be to acknowledge the dependency and ask for help directly by saying: This is something I don’t know. I need to learn about it. What are the best ways for me to do so? Can you either help me or show me where I can get the information I need?

· First impressions do last, and the newcomer may be perceived as a dependent learner way beyond the learning stage. Confronting the issue by saying I feel excluded, tell me what to do to be accepted as a competent worker, may be a strategy to be used after enough time has elapsed. It takes a lot of self confidence to do this. Accepting this period of trial with the knowledge that it will end should help to keep ones spirits up.

· The dependence stage is an appropriate one for all newcomers to pass through. It’s also a valuable time because during this period you can ask questions that you really can’t ask as well later on when people won’t understand why you haven’t learned the task or the procedure.

Handling exclusion:

· The newcomer will have to learn to listen to how others communicate during meetings which may be different from the way they talk to one another informally.

· It is easier to correct ones behaviour when negative feedback is available then when there is none. Sometime the new comer is given little or no help, feels isolated and has no way of knowing what they are doing wrong. The issue may be the newcomer’s personality, but it may also be a way of keeping out the new person, whoever it is. Either way the newcomer must conceive of ways to be acceptable and become accepted. In time you become an insider and can risk being different yet still be part of the group.

Undesirable assignments:

· A major problem for new employees is the likelihood that they will be assigned the jobs no one else wants to do. Newcomers are often stuck with the least interesting or rewarding jobs, the worst shift, the most unpleasant clients or customers, the oldest cash registers, the poorly maintained trucks.

· The new person goes from outsider to lowest person, sometimes concurrently with exclusion stage, sometime right after it.

Paying your dues:

· As a newcomer is hired the former low member moves up one level and can now pass the work to a more recent arrival.

· The best way to handle being assigned undesirable duties is to understand how common the practice is and that no one means it to be punishment for the individual. In other words accept the task as part of the price of being a new employee and do them gracefully. When a task become burdensome and no new employee is coming along who can take it over, you might try the confrontation technique and explain to your co workers, I’ve being doing the work long enough. Let’s take turns now. For most people, passage of time alone solves the problem. 

Exclusion, undesirable assignments or menial work can cause new people to leave a job.

Learning the ropes and paying your duties may take a long time. Some ways people gained membership were: 

1. Finding something in common with a member of the senior group, such as sharing interests or having an acquaintance in common.

2. Doing favours and accepting a probation period.

3. Not moving in too quickly, assuming membership not as a right but as a privilege. If probation continues beyond a reasonable time or beyond what you can tolerate, then you should address the issue head on.

Hazing:

· Hazing is a norm, we treat it as a special case because more often than not it is misunderstood.

· Hazing evidently is here to stay. As long as we have human groups, we will have membership issues and rites of passage from being an outsider to becoming a member. 

· If hazing is mild and does not slow integration of new employees, they will leave well enough alone.

· When it creates stress in individuals, cause delays in learning the new job by hindering training or creates exclusion from the work groups than the organisation pays a price.

· The high turnover rate, absenteeism, tardiness and low job commitment caused by hazing are beyond estimating.

· An unhappy worker is an ineffective worker. Few employees can be high producers in an atmosphere that leaves them feeling alienated.

· When individuals and the organisation are victimized by hazing when its consequence is negative, then supervisors must work to stop it. And because the new employee may be afraid to report the practice, it is the manager’s job to be aware of it.

· When the hazing is severe enough to cause dysfunction in the work place, the manager must intervene and help the hazer’s other means of testing the newcomer, if that is what is going on or reduce the testing by pointing out the price being paid in slowing integration.

5. Describe the ways to cope with hazing.

Coping with hazing

· Responses to hazing range from feeling hurt, embarrassed, frustrated and outraged to hiding distress, pretending not to notice and thinking the whole thing funny.

· The best ways of coping are patience and going along with the hazing.

· To ignore the hazing or feelings it provokes or to pretend total indifference does not work because the hazer’s expect a reaction. Robbing them of that pleasure will drive them to invent something else even possibly even worse until they get an acceptable response. One response that is definitely unacceptable to hazer’s is the reporting of the incident to a supervisor. The new comer who does so will flunk the test for loyalty to the group.

· The most successful resolution to hazing seems to be going along with it good humouredly or to confront the hazer’s.

· Hazing is evidently here to stay. As long as we have human groups, we will have membership issues and rites of passage.

· If hazing is mild and neither slows integration of new employees nor causes undue pain, then the manager should leave well enough alone.

· When hazing creates unreasonable stress, causes delays in learning the new job by hiring training and leads to unnecessary turnover, absenteeism, tardiness or even depression, it should be tolerated.

6. Describe the ways in which a manager can influence the hazing process. 

By being formal and how the new employees will fit into their new work environment, but the manager must keep an eye of the hazing process in order to reduce it and prevent previous issue regarding hazing occur.
Task 5

Problem task

1. Describe management development.

Management development:

· Any attempt to improve current or future management performance by imparting knowledge, changing attitude or increasing skills.

· The process of creating and enhancing the competences of managers and potential managers. 
· Management development is usually thought of as a planned process, focusing on a long-term development program to increase managerial effectiveness, but it also incorporates informal and unplanned elements such as learning from day-to-day experience. 
· Management development programs within an organization work to identify and recruit potential managers, and develop their knowledge and skills to meet organizational needs. They also equip managers for more senior posts. 
· Management development activities include short courses, management education programs, management training, coaching, and mentoring.

2. Describe succession planning.

Succession planning:

· A process through which senior level operatings are planned for and eventually filled.

· The typical succession planning process involves several types: first, anticipate management needs based on strategic factors like planned expansion. Next, review your firms management skills inventory (data on things like education and work experience, career preferences and performance appraisals) to assess current talent.

3. Describe the managerial on the job and off the job management and training techniques.

Managerial on the job training:

· Methods include job rotation, the coaching/understudy approach and action learning.

Job rotation:

· A management training technique that involves moving a trainee from department to department top broaden their experience and identify 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 latter is responsible for the trainees coaching.

· Normally the understudy relieves the executive of certain responsibilities giving the trainee a chance to learn the job.

Action learning:

· A training technique by which management trainees are allows to work full time analyzing and solving problems in other departments.

Off the job management training and development:

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. People learn best by being involved and the games can be used for gaining such involvement. They help trainees develop their problem solving skills, as well as to focus attention 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:

· A training technique in which trainees act out parts in a realistic management situation.

Behaviour modeling:

· A training technique in which trainees are first 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 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.

· About two thirds of executive female coaches are reportedly female, and coaches come from a variety of backgrounds including teaching, counseling and the mental health professions.

5. Describe the step by step job instruction technique.

Job instruction training:

· Listing each jobs basic tasks, along with key factors in order to provide step by step training for employees.

· Step by step (structured) on the job training method in which a trainer:
1. Prepares the learner.

· Prepares a trainee with an overview of the job its purpose, and the results desired.

2. Present the operations.

· Demonstrates the task or the skill to the trainee,

3. Performance of try out.

· Allows the trainee to mimic the demonstration on his or her own.

4. Follow up.

· Follows up to provide feedback and help.
Task 6

Problem Task

1. Explain employee compensation.

Employee compensation:

· Refers to all forms of pay or rewards going to employees and arising from their employment.

· It has two main components, direct financial payments (wages, salaries, incentives, commissions and bonuses) and indirect payments (financial benefits like employer paid insurance and vacations).
· A wage is compensation, usually financial, received by a worker in exchange for their labor.

· Compensation in terms of wages is given to worker and compensation in terms of salary is given to employees. 

· Compensation is a benefit given to employees in returns of the services provided by them.

· Compensation is payment to an employee in return for their contribution to the organization, that is, for doing their job. The most common forms of compensation are wages, salaries and tips.
· Compensation is usually provided as base pay and/or variable pay. Base pay is based on the role in the organization and the market for the expertise required to conduct that role. Variable pay is based on the performance of the person in that role, for example, for how well that person achieved his or her goals for the year. Incentive plans, for example, bonus plans, are a form of variable pay. (Some people might consider bonuses as a benefit, rather than a form of compensation.) Some programs include a base pay and a variable pay.
2. Explain the basic facts to determine pay plans.

Pay Plan:

· A schedule of pay rates or ranges for each job in the classification plan.  May include rules of administration and the benefit package. 

· A pay plan provides plenty of benefits for employers and employees and takes advantage of financial opportunities. Pay-Plan's Salary Packaging Consultants personally tailor a package to meet the disposable income and financial needs of each employee.

· Legality, company policies, laws, labour standards, cost of living, portfolios, trade unions, salary competition.

· Equity – Internal and external.

· Attraction and retaining employees.

· Individual equity.

3. Describe the five steps of establishing pay plans.

Establishing pay rates:

Step 1 – The salary Survey

Salary survey:

· A survey aimed at determining prevailed wage rates.

· A good salary survey provides specific wage rates for specific jobs.

· Formal written questionnaire surveys are the most comprehensive, but telephone surveys and newspaper ads are also sources of information.

Benchmark job:

· A job that is used to anchor the employer’s pay scale and around which other jobs are arranged in order of relative worth.

Step 2 – Job evaluation

Job evaluation:

· A systematic comparison done in order to determine the worth of one job relative to another.

Compensable factor:

· An important compensable element of a job, such as skills, effort, responsibility and working conditions.

Job evaluation methods

Ranking methods:

· The simplest method of job evaluation that involves ranking each job relative to all other jobs, usually based on overall difficulty.

· The steps in job ranking method:

1. Obtain job information – job descriptions for each job are prepared and the information they contain about the jobs duties is usually the basis for ranking jobs. However the ranking job usually ranks jobs according to the whole job rather than a number of compensable factors. 

2. Select and group jobs – It is often not practical to make a single ranking for all jobs in an organisation. The usual procedure is to rank jobs by department or in clusters such as factory workers or clerical workers. This eliminates the need for direct comparison of say, factory jobs and clerical jobs.

3. Select compensable factors – in the ranking method, it is common to use one factor such as job difficulty and to rank jobs based on the whole job. Regardless of the number of factors you choose, it’s advisable to explain the definition of the factor(s) to the evaluators carefully so that they evaluate the jobs consistency.

4. Rank jobs – For example give rater a set of index cards, each of which contains a brief description of a job. These cards are then ranked from the lowest to the highest. After ranking it is possible to slot additional jobs between those already ranked and to assign an appropriate wage rate.

5. Combine ratings – Usually, several raters rank the jobs independently. Then the rating committee or the employer can simple average the rankings.

Job evaluation methods

1. Job classification:

· A method for categorizing jobs into groups.

· Classes – Grouping jobs based on a set of rules for each group or class, such as the amount of independent judgment, skill, physical effort etc required.

· Grades – A job classification system like the class system although grades often contain dissimilar jobs, such as secretaries, mechanics and firefighters. Grade descriptions are written based on compensable factors listed in classification systems.

· Grade definition – Written descriptions on the level of say, responsibility and knowledge required by jobs in each grade. Similar jobs can then be combined into grades or classes.

2. Point method:

· The job evaluation method in which a number of compensable factors are identified and then the degree to which each of these factors is presented on the job is determined.

3. Factor comparison:

· A widely used method of ranking jobs according to a variety of skill and difficulty factors, then adding up these rankings to arrive at an overall numerical rating for each given job.

4. Computerized job evaluations:

·    Using quantitive job evaluation methods such as the point or factor comparison plans can be time consuming.

· Accumulating the information about how much of each compensable factor the job contains traditionally involves a tedious process in which evaluation committees debate the level of each compensable factor in a job. Then they write down their consensus judgments and manually compute each jobs point of view.

Step 3 - Group similar jobs into pay grades

Pay grades:

· A pay grade is comprised of jobs approximately equal difficulty.

Step 4 – Price each pay grade, wage curves

Wage curve:

· Shows the relationship between the value of the job and the average wage paid for the job.

Step 5 – Fine tune pay rates

Pay ranges:

· A series of steps or levels within a pay grade, usually based upon years of service.

4. Explain current trends in compensation.

Current trends in compensation:

· Organizations need to develop a compensation philosophy and direction in writing that is reviewed by the board of directors and agreed to by your managers.

· Particularly in an entrepreneurial, market driven company, the compensation philosophy needs to include a method for grouping similar jobs for purposes of broad banding, since promotional opportunities are limited.

· It should include a responsible, measurement system for awarding variable pay. I recommend less emphasis on increasing base pay, and more emphasis on distributing gains via bonuses that reward actual goal attainment.

· Goal attainment should be rewarded for both individual and organizational goal achievement to foster teamwork and eliminate the lone ranger mentality.

· Real goal achievement is attached to outcomes or deliverables that are measurable or offer a shared picture of what success looks like. They should not reward checking items off a to-do list.

· As the cost of benefits has increased, their place in a total compensation package has increased in importance. Shifting the costs of some benefits to employees is a last-option.

Task 7

1. What is the basis for pay performance?

Pay for performance:

· There are three sets of psychological insights that the manager will find useful in devising their incentive plan. These are the concepts of individual differences and the twin motivation theories to psychological needs and employee expectations.

· Have been used widely and have worked to varying degrees, but they are not with drawbacks.

· Merit pay may depend more on whether a supervisor gets along well with an employee than on the employees productivity. The value of stock options may be affected more by market conditions than by an executive’s performance.

· Piecework is at odds with today’s focus on quality and is considered to be dehumanizing by some employees and unions.

· The more recent trend of profit sharing bonuses grew out of a desire to increase employee’s involvement.

· Profit sharing is part of the same mindset that popularized quality circles, work, teams, matrix organizational charts and employee empowerment. The idea behind each of these ideas is that employees will work harder if they feel they have a personal stake in the company.

· Recent changes to the internal revenue code have made variable pay and profit sharing arrangements more relevant for key executives of publicity held companies. The code was amended in 1993 to disallow the deduction for compensation in excess of $1 million each for top managers of publicly held companies, unless the compensation is tied to some objective, performance related criteria. This had led companies to consider variable pay arrangements that tie executive pay to performance. In the process companies have come to recognize the potential benefit of extending pay for performance programs to all managers and in some cases all employees.

Compensation options:

· Before determining whether a pay performance program is appropriate for a company and what kind of program is appropriate, it is worth reviewing the total compensation package employees receive.

· The compensation universe is divided into current compensation and deferred compensation.

· Current compensation includes salary, bonuses and fringe benefits such as health insurance and vacation time and any commissions or bonuses such as variable pay and profit sharing incentives.

· Deferred compensation plans typically delay the recipe of compensation either for a number of year or until retirement such as profit sharing and other tax qualified retirement plans as well as non qualified deferred compensation plans and supplemental retirement plans which are designed to reward executives.

· Profit sharing plans should not be confused with the annual profit sharing bonuses, a profit sharing plan is deferred compensation plan.

· Profit sharing plans offer tax advantages like other tax qualified retirement plans; ironically, they can now be supported with employer contributions even when the employer has no profits.

· Employee stock ownership plans or ESOPs, which provide employees with ownership shares in the company that are redeemable at retirement are another form of deferred compensation that can provide performance incentives for employees, but ESOPs are complicated to administer and are appropriate only for a limited number of companies under certain circumstances.

Incentives that pay:

· Paying employees more to improve profitability is a lot like cutting taxes to increase tax revenues & endash, the concept calls for giving money away in the hope of getting even more money back in return.

· It can work, but only if it causes those who are affected to change their behaviour.

· Not everyone has to participate fully, of course, but not enough people have to become involved to create a net gain after incentives are awarded.

· The premise of pay for performance is that everyone will be motivated by the opportunity for financial gain. Unfortunately, though, if everyone responded to financial incentives, no one would ever receive poor service from a waiter or waitress.

If a pay for performance program seems appropriate for your workforce, the following will help you ensure the success:

1. Establish goals:

· The first step toward designing an effective variable pay plan is to establish goals that connect each employee’s performance to the company’s overall productivity needs. 

· The goals should be tangible, measurable and as focused as possible, it is better to identify critical numbers that effect profitability and to focus on those numbers. 

· Ideally separate goals should be established for different types of employees. Rank and file employees are more likely to be inspired by specific goals involving the production process than they are by debt to equity ratios.

2. Be realistic:

· Whatever goals are established should be just out of reach, but not out of sight.

· If established goals are too difficult to reach, no one will try; if they are easy to reach employees will try, but not hard enough. The reward should, of course be commensurate with the effort.

3. Promote the program:

· Communication of 401 (k) programs is so vital to their success, it’s required by law.

· Promotion of pay for performance incentives is equally vital, even if failure to do so is perfectly legal.

· Remind your employees regularly of their bonus program & endash and of what they need to achieve to earn their bonuses.

· Announce incentives in newsletters, by email, during greeting messages and in other corporate communications.

· It’s not enough for communication to be one way, either. Seek and expect frequent feedback from employees at all levels.

4. Understand drawbacks:

· A major reason for developing pay for performance programs is to draw employees out of an entitlement mindset. But once employees begin to receive profit sharing pay on a regular basis, they eventually perceive their bonus compensation as entitlement.

· When the company performs poorly and no bonuses are forthcoming, employees may learn an important lesson about business cycles, but hard feelings will be inevitable.

· Even worse if a pay for performance plan fails and the employer decides to eliminate it, the bad feelings that result are likely to outweigh any goodwill the plan created.

· A pay for performance incentive plan can have an enormously positive impact on a company if it is designed in the right way in the right place and presented to the right people.

2. How to establish effective financial incentives?

Types of incentive plans:

Short term incentives:
· Include annual incentives, bonuses, commissions, gainsharing, and the like—reward the individual employee for achieving certain goals over a short period. 
· The measurement period for short-term incentives is most often quarterly, semi-annually, or annually. Can be measured based on the individual’s own performance, a group’s performance, or the company’s overall performance. This depends on the organization, the incentive plan, and the level of the individual within the organization’s hierarchy.

Annual bonus:

· Plans that are designed to motivate short term performance and are tied to company profitability.

Long term incentives:
· Include restricted stock, stock options, phantom stock, stock appreciation rights, performance units, and the like—measure organization-wide performance, typically over several years. 
· The intent of such plans is to provide incentives for employees to improve the overall performance of the organization by linking the employees’ long-term rewards to the organization’s long term

· results.
Stock options:

· The right to purchase a stated number of shares of a company stock at today’s price at some time in the future. 

Incentives and recognition programs:

Piecework plans:

· A system of pay based on the number of items processed by each individual worker in a unit of time, such as items per hour or items per day.

Straight piecework –

· An incentive plan in which a person is paid a sum for each item an employee makes or sells, with a strict proportionality between results and rewards.

Standard hour plan –

· A plan by which a worker is paid a basic hourly rate but is paid an extra percentage of their rate for production exceeding the standard per hour or per day.

· Similar to piecework payment but based on a percent premium.

Merit pay as an incentive:

Merit pay or merit raise –

· Any salary increase awarded to an employee based on their individual performance.

· Tying lump sum merit pay to both individual and organizational performance in another option.

· Employees with marginal or unacceptable performance would get no lump sum awards even in years in which the firm’s performance was outstanding.

Incentives for professional employees:

· Professional employees are those whose work involves the application of learned knowledge to the solution of the employer’s problems. They include lawyers, doctor, economists and engineers.

· Many incentive pay decisions for professional employees can be challenging.

Recognition based awards:

· Studies show that recognition has a positive impact on performance, either alone or in conjunction with financial rewards.

· Employers are increasingly using performance based recognition programs today.

Online award programs:

· A downside to recognition programs, it’s that they are expensive to administer. For example, many firms run anniversary award programs to recognize employees on significant dates like their fifth year with the company.

· The HR department usually has to choose the merchandise, create the reward catalog, print and email the catalog and monitor everyone’s anniversary dates and make sure the employee actually gets their award. This can be very time consuming.

Information technology and incentives:

· Incentives are becoming increasingly complicated.

· More and more employees now receive incentives.

Incentives for salespeople:

· Some salespeople get straight salaries and most receive a combination of salary and commissions.

Salary plan:

· Some firms pay salespeople fixed salaries in the form of bonuses, sales contest prizes etc.

· Straight salaries make particular sense when the main job involves prospecting, finding new clients or when it mostly involves account the servicing, such as developing and executing product training programs for a customer sales force or participating in national and local trade shows.

· Straight salary approach has pros and cons. Straight salary makes it simple to switch territories or to reassign people salespeople and it can foster loyalty among the sales staff. Commissions tend to shift the salespersons emphasis to making the sale rather than to prospecting and cultivating long term customers. The main disadvantage of course is that pay isn’t proportionate to results. This can constrict sales and demotivated potentially high performing salespeople.

Commission plan:

· Commission plans pay salespeople for results.

· Sales costs are proportionate to sales rather than fixed, and the company’s fixed sales costs are low.

· Salespeople tend to focus on making the sale and on high volume items, and may neglect nonselling duties like serving small accounts, cultivating dedicated customers and pushing hard to sell items. 

· Pay is often excessive in boom times and low in recessions.

Combination plan:

· Most companies pay salespeople a combination of salary and commissions, usually with a sizeable salary component.

· Combination plans have pros and cons. They give salespeople a floor to their earnings, let the company specify what services the salary component is for such as servicing current accounts and still provide an incentive for superior performance.

· Combination plans also tend to become complicated and misunderstandings can result.

Setting sales quotas:

· There are several things to consider when choosing sales quotas. One is whether to lock them in for a period of time.

· Fixed costs include the person’s salary and benefits, as well as their share of office space, utilities and salaries for support staff and management. 

· Variable costs includes telephone charges and travel expenses.

· In computing the sales commission rates ensure that whites left over from the sale, after commissions contributes to profits too. 

Strategic sales incentives:

· Employers increasingly link sales commissions to strategic non volume based measures.

· Procter & Gamble measures and rewards its salespeople, which it calls customer consultants, commissions based on their success in helping customers lower their inventories.

Team/group variable pay incentive plans:

How to design team incentives:

· Firms use teams to manage much of their work. In such cases, they need incentive plans that both encourage and focus team member’s attention on performance.

Team or group incentive plan:

· A plan in which production standard is set for a specific work group, and its members are paid incentives, if the group exceeds the production standard.

Pros and cons of team incentives:

· Team based plans reinforce team planning and problem solving and help ensure collaboration.

· Team incentives also facilitate training since each member has an interest in getting new members trained as fast as possible.

· The main disadvantage is that a worker’s pay may not be proportionate to their own efforts which may demotivate hard workers.

· Workers who share in the teams pay but don’t put their hearts into the effort can be a problem. Solutions include having team members commit in writing to putting the goals of the team before their own and basing part of each worker’s pay on individual, not just team performance.

Organization wide variable pay plans:

Profit sharing plans:

· A plan whereby employee share in the company’s profits.

Employee stock ownership plan (ESOP):

· A corporation contributes shares of its own stock to a trust in which additional contributions is made annually. The trust distributes the stock to employees on retirement or separation from service.

Scanlon and other gainsharing plans:

Scanlon plan:

· An incentive plan developed in 1937 by Joseph Scanlon and designed to encourage cooperation, involvement and sharing of benefits.

Gainsharing plans:

· An incentive plan that engages employees in a common effort to achieve productivity objectives and share the gains.

At risk variable pay plans:

· Plans that put some portion of the employees weekly pay at risk, subject to the firms meeting its financial goals.

Task 8

Problem Task

Describe the physical and physiological influence on work.

Physical and psychological influences on work:

1. Fatigue:

· Physical changes occurring in the body as a result of effort, subjective feeling of tiredness and the cause of an otherwise unexplained reduction of output during a working spell.

2. Stress:

· Has both positive and negative aspects.

· Some employees thrive on pressure, it helps them draw on physical and emotional resources and they actually enjoy these tense and challenging situations.

· Stress triggers the adrenalin needed to sustain intense effort and to be able to cope with several different problems all at the same time.

· Continued exposure to stress, however can cause extreme tiredness, irritability, physical upsets such as headaches and rashes, insomnia and possibly, aggression towards fellow employees.

· Individuals react to stress physiologically. On encountering a threatening situation, a person experiences a release of hormones which drain blood from the skin and the digestive system, glucose and fat are released into the bloodstream and breathing become more rapid.

· Causes of stress at work include:

a. Not knowing which tasks should assume priority and thus trying unsuccessfully to complete all of them simultaneously.

b. Unclear job descriptions and organisation charts/manuals leading ambiguity about who should do what.

c. Feelings of personal inadequacy and insecurity.

d. Frustrations at not being able to get things done.

e. Lack of communication with superiors and conflicting demands placed on individual by superiors who impose incompatible goals.

f. Bad personal relationships with other workers.

g. Overwork, which may be quantitative (having too much work to do) or qualitative (finding work too difficult). Long working hours are frequently connected with a poor diet, lack of exercise and inadequate relaxation.
3. Coping with stress:

· Recognize its inevitability in certain types of work: repression of anxiety only makes the situation worse.

· The following techniques and strategies for accommodating with stress:

a. Delegation of duties to subordinates to avoid work overload.

b. Deciding in advance when to withdraw from particularly stressful activities.

c. Keeping a stress diary to record all stressful occurrences and hence identify common causes.

d. Conscious relaxation.

e. Training in personal assertion and or psychological self awareness methods such as transactional analysis.

f. Restructuring jobs in order to remove exceptionally stressful elements (which should then be redistributed equally among staff).

4. Bullying at work:

· It can result from personality characteristics within the bully or from external factors which encourage managers to behave in bullying ways.

· Examples of factors include:

· Macho management cultures within an organization.

· Pressures to meet efficiency targets reduce costs etc.

· Perceptions that departmental objectives can be achieved more quickly through using threats and intimidation.

· Implementation of downsizing exercises, restructuring, delayering, reengineering etc.

· Manifestations of bullying at work are shouting and swearing, physical intimidation, the use of threatening body language, sexual, racial or age related harassment and persistent public and or private criticism or ridicule.

· Workplace bullying could also involve:

· Seeking complaints about the bullied individual from other members of staff.

· Deriding the value of the victim’s contributions to the organizations work.

· Giving a person jobs that they cannot reasonably be expected to complete satisfactorily and then claiming the individual is incompetent.

· Removing responsibilities from the bullied worker while simultaneously allocating menial tasks.

· Withholding information or deliberately supplying false information.

· Sabotaging or impeding the victims work performance.

· Applying excessively tight supervision.

· Increasing the victim’s workload and or setting impossible deadlines.

5. Violence at work:

· Miserable, dangerous and stressful experience that must not be considered an acceptable part of any job (except in special occupations such as police officers) no matter what form the violence takes or reasons behind an incident.

· Employees should not be expected to put up with violence or aggressive behaviour.

· Certain factors are likely to increase the likelihood of an employee encountering workplace violence notably:

· Involvement with money.

· Contact with the general public.

· Working with unpredictable people such as in healthcare or social welfare situations.

· Guarding valuable property.

· Working outside or in a mobile workplace such as a taxi or lorry.

· Transporting or delivering goods or services.

· Working alone or with a small number of colleagues.

· Working late at night or out of normal working hours.

6. Sexual harassment:

· Sexual harassment in the workplace can involve unwelcome sexual advances, requests for sexual favours, improper physical contact or other contact of a sexual nature (sexist comments, jokes etc) where such conduct unreasonably interferes with an individual’s performance at work and or creates an intimidating, hostile or offensive working environment.

· It is especially serious when someone’s conditions of employment or benefits (a promotion, pay rises etc.) depend on submission to this form of behaviour.

· Physiological distress within the victim and their eventual resignation form a job is likely to result from the practice. Sexual harassment is an infringement of personal freedom because it restricts an individual’s ability to act as their wishes. It represents a loss of control over ones personal affairs.

· Responses to sexual harassment can be confrontational or acquiescent. The latter involves feelings of helplessness about the situation and or nervousness at the prospect of having to complain. Confrontational reactions (shouting, assertive complaints to supervisors etc.) carry the risk of long term embarrassment if management simply ignores the victim’s plight.

· Problems with sexual harassment policies are that:

a. Sexual harassment in practice is extremely difficult to prove.

b. Targets of sexual harassment are frequently reluctant to report the problem, fearing adverse consequences if a complaint is not upheld.

c. Most accusations of harassment are made against men.

d. Policies are useless if the people guilty of harassment are themselves top managers within the firm.

e. It can be difficult to distinguish between sexual harassment and normal male/female flirting behaviour.

Accidents at work:

7. Accidents proneness:

· An accident at work is an unplanned event which occurs within a planned program and is actually or potentially harmful to the worker.

· Research has showed that a large portion of the accidents suffered by a group of workers happened in fact to a very small minority, the members of this small minority were then called accident prone.

· It is often been found that workers who appear to be accident prone during one period are safe workers during another period, their places being taken up workers who previously had low accident records.

· On the other hand accident statistics have sometimes shown that even in different periods the same workers have an above average proneness to accidents, but only when their jobs have not changed.

· Accident proneness is the sense of a disadvantage that certain workers always take with them wherever they go is very rare.

· Accident proneness exists, it is due to:

· Unsuitability for the job or lack of training in it.

· Temporary factors such as frustration, worry or ill health.

· A very small number of inherently unsafe workers.

· Other theoretical approaches to the explanation of differences in accident rates between organizations and workers are:

A. The domino theory of accidents which asserts that accidents typically occur following a predictable series of independent stages involving (i) an unsafe environment, (ii) individual fault and (iii) a dangerous act.

B. The situational theory of accidents, the hypothesis that accidents typically result from failures in working systems rather than individual behavior or accident proneness.

8. Ergonomics:

· The study of mutual adjustment between people and their work.

· It draws contributions from both psychology and physiology in order to design equipment, the environment and working procedures which will promote both the well being of employees and the effectiveness of work processes. It regards the worker not as an adjunct to the machine but as part of a human/machine production unit, behaving according to the following sequence:

A. Stimulus, e.g. instruments, warning lights and buzzers, appearance, sound or smell of work in progress.

B. Perception and decision making.

C. Response, e.g. operating controls, using tools or hands, communicating with others.

D. Result, i.e. a change in the work, which produces new stimuli, thus repeating the sequence.

· The ergonomist tries to fit the process to the person, rather than expect the individual to do the best with equipment which has been designed with engineering, rather than human, considerations in mind. The following approaches are adopted:

A. Displays – Are the things the operator looks at and listens to providing information quickly, easily and unambiguously? Should dials, gauges, warming lights etc. be redesigned? Is perception difficult?

B. Controls – can the operator change the state of the machine and materials quickly, easily and naturally? Are levers, wheels, switches etc, in the most convenient position?

C. Working environment – Is the operators place of work well lit, heated to an appropriate temperature and free from excessive noise or humidity?

The work environment: 

9. Illumination:

· Expert advise is available from illumination engineers, but some of the most important rules are:

A. Task lighting should be focused on the task itself, focusing on an area adjacent to the task will cause fatigue and loss of attention.

B. Two much contrast between the lighting of the task and the lighting of the environment causes eye fatigue and may lead to accidents because the worker may find difficulty in adjusting their vision when moving from a bright to a relatively dark area.

C. Glare can produce discomfort or poor vision. It can be minimized by ensuring that lights do not shine in workers eyes and that working surfaces do not reflect light.

D. Some variety in the visual environment should be provided by walls of different colours or the sight of some distant object, e.g. a view through a window.

E. Even when workshops and offices appear to be well lit by daylight from windows and glass roofs, the illumination may have to be supplemented by artificial light because some areas may be in shadow. The colour of the supplementary lighting should then be a good match to daylight.

F. Dirty windows, walls or lights sources reduce the illumination available. They should be cleaned and maintained regularly.

10. Noise:

A. Deafness – Exposure to loud and prolonged noise will in most people produce deafness, beginning with inability to hear high notes. Deafness may occur slowly that the worker may not notice it, an enlightened employer will test the hearing of the firms employees to see if their hearing is deteriorating in noisy conditions.

B. Efficiency – Research shows that repetitive work which is not mentally demanding does not suffer when carried out in noisy conditions. On the other hand, work which requires accuracy, concentration and alertness will deteriorate. For example, inspection and calculation become less efficient under noise and scrap or spoiled work becomes more frequent. It is also probable, though not definitely proved, that noise increases the number of accidents.

C. Annoyance – Employees seem able to become accustomed to practically any level of noise in time, but they will complain about it when the noise is:

i. Occasional (particularly when high pitched).

ii. Apparently unnecessary.

iii. Unexpected.

iv. Unexplained.

· The annoyance caused by noise can often be reduced by explanations or warnings.

D. Interference with communication, oral messages may be unheard or misunderstood in noisy conditions.

11. Heating and ventilation:

· Temperature, humidity and air movement, all these three can affect performance and comfort at work.

A. Temperature – In factories the optimum air temperature for light work is 10°C (65°F) and the range in which most people feel comfortable is 15° to 20°C (60° to 70°F). Heavy work in factories is best carried out within a range of 12°C to 15°C (55° to 60°F). In offices the comfort zone is 19°C to 23°C (67° to 73°F).

B. Humidity – This is only important when conditions are extremely damp or extremely dry. In the first case employees complain of stiffness and in the second they feel uncomfortable because of dryness of the nose and throat.

C. Air movement – it is generally agreed that an air movement of about ten meters per minuet should be aimed at; this level of movement is just perceptible. If temperatures are above or below the ideal, then air movement should be greater or less, respectively, than ten meters per minuet. Air movement may be improved by the use of fans or by an air conditioning system.

12. Safety at work:

The following are often included in a safety program:

A. Through investigation of all accidents, to try to prevent the same accident occurring again.

B. Continuous review of accident prevention measures, bringing them up to date, mainly when there is a change in process or materials and ensuring that machines are guarded, gangways kept clear, electrical equipment insulated.

C. Careful selection of new employees to eliminate those who are physically or mentally unsuitable.

D. Training which includes safety as an integral part rather than as an after thought.

E. safety devices and clothing which are acceptable to employees, if they hinder the performance of the job or make the wearer feel clumsy and conspicuous, they will not be worn.

F. Consideration of the possible effect of PBR schemes on safety. If workers frequently remove safety guards or adopt dangerous practices in order to earn high bonuses it may be necessary to abandon PBR and pay time rates only if the company can find no way of making the process completely safe.

G. Propaganda campaigns such as posters, safety suggestions weeks etc, are sometimes used, but there is general agreement that their effects are short-lived.

H. Provision of adequate first aid and medical services to mitigate the effects of any accidents which occur.

Management of health and safety:

13. Management of any firm should do the following:

· Devise and implement specific procedures for dealing with emergencies.

· Train employees in safety matters and ensure that workers are capable for avoiding risks.

· Take into account working conditions and local workplace hazards when selecting equipment.

· Identify unavoidable risks in relation to handling operations.

14. Accident reports:

There are government regulations which compel employees to report all serious accidents and other accidents involving more than three days of absence of work.

15. The health and safety commission:

This was set up under the act to develop health and safety policies. It consists of representatives of employers, employees, local government and appropriate professional bodies.

16. Enforcement:

If an inspector discovers a contravention of the act, they may do one of the following:

· Issue a prohibition notice.

· Issue an improvement notice.

· Seize.

· Prosecute.

17. Compensation for accidents at work:

An injured employee who considers their injury to due to the negligence of the employer may bring an action for damages against that person under common law.

Working conditions:

18. Hours of work:

Manual workers in most companies work longer hours than non manual workers, partly because they are expected by custom to start earlier in the morning and partly because they do overtime.

19. Flexible working hours:

Schemes differ in detail, but they frequently contain the following features:

· Employers must all be present during a certain part of the day, usually called core time.

· They may choose when they arrive or leave within lim8its set by the company.

· They may vary the length of the lunch break.

20. The working time directive 1994:

This entitles employees to daily rest of eleven consecutive hours in any 24 hour period, to rest breaks during any working day longer than six consecutive hours and a weekly rest period of 24 consecutive hours.

21. The directive on the protection of young people 1996:

This enables a minimum working age of 15 years and requires that working conditions for employees aged between 15 and 18 be adapted to protest their physical, moral and social development.

Persons under 18 are prohibited from undertaking certain types of work and risks assessments must be completed before young people commence employment. 

22. Employee welfare:

Workers moral and feelings of attachment to an employing organization may be greatly enhanced through the provision of welfare services. 

Examples of such services are:

· Social and recreational screening.

· Occupational health screening.

· Rehabilitation schemes for injured workers.

Single status:

23. Equalizing status:

An increasing number of firms apply single status to all grades of employee, who share the same canteen, use the same car park, have equal assess to company superannuation schemes etc.

Suggestions:

24. Procedure:

Many companies have formal arrangements to encourage their employees to submit suggestions regarding efficiency, safety or welfare.

The benefits of suggestion schemes are:

· The company may be able to use more efficient methods.

· Two way communications is encouraged.

· Use is made of the employee’s ingenuity and creativity.

Justice:

25. The importance of justice:

Justice will provide the following:

· Similar treatment to employees in similar circumstances.

· Greater rewards to those who merit them or particularly deserve.

· The opportunities to express an opinion which management will consider and possibly act on.
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HRM:

· HRM is an incremental part of managing. 

· Staffing function concerns itself with human resources or personnel management.
Management functions of HRM:

· Planning – Establishing goals and standards developing rules and procedures, developing plans and forecasting.
· Leading – Getting others to get the job done, maintaining morale, motivating subordinates.
· Organising – Giving each subordinate a specific task, establishing departments, delegating authority to subordinates, establishing channels of authority and communication, coordinating the work of subordinates.
· Controlling – Setting standards such as sales quotas, quality standards or production levels, checking to see how actual performance compares with these standards, taking corrective action as needed.
· Staffing – Determining what type of people should be hired, recruiting prospective employees, selecting employees, setting performance standards, compensating employees, evaluating performance, counseling employees, training and developing employees.
People are human resources:

· Managing human resource is no different than the management of any other human resource

· Human resources are human, but not material.

· Living beings are ultimately more valuable than inorganic things.

HRM in theory:

· A loose philosophy of people management.

· It continues to attract debate & disagreement.

· HRM has close fit to business strategy.
· An Advantage of appearing to be contemporary and Innovative.

· It’s a comparison with personnel management.

HRM theory (personal management):

· Enhance the status of personnel Managers.
· It has respect as finance Professionals.
· Based on integrated & coherent recruitment, assessment & development.
· Sophisticated, requires rigorous training under the professional body or university.

HRM theory (strategic model):

· It employs techniques of strategic Management

· Focuses on senior managers' concern with achieving objectives & containing costs. 
· It aims for a seamless link between 
    A) Business policy & recruitment.
    B) Performance assessment.
    C) Reward management.
    D) Development & dismissal. 
· Encourages employee attitudes and behaviour. 
HRM is people management:

· HRM covers all aspects of managing employees 
· A new generic label for all the techniques & tactics available to manage people. 

· Winning employee commitment & gaining high-quality performance. 
· Its purpose is to transform, to inspire, to motivate &, above all, to create a new reality
Staffing Functions:

· conducting job analysis;
· planning;
· selecting;
· orienting & training;
· managing wages & salaries;
· providing incentives & benefits;
· appraising;
· communicating;
· training & developing;
· building commitment.
Staffing functions (issues):
· Employee health & safety;
· Grievances & labour relations
· Equal opportunity & affirmative action.
HRM (origin):

· Scientific management;
· Human factors.
· Human relations.
· Behavioural science.
· Management by objectives.
· Contingency.
· Organisational development.
· Strategic management.
· Leadership.
· Corporate culture.
Scientific management (F.W. Taylor):

· Authoritarian approach to management developed at the beginning of the 20th century. 
· Believed in task specifications & selection of the 'best man' for the job. 

· Advocated premium payments as a means of rewarding the most effective (compliant) workers. 

· Ideas led on to Fordism.

Scientific management (Henry Ford):

· Time and motion – (stopwatch methods of measuring work, used to increase efficiency and minimise wasted time and effort.)
· Continuous improvement - fundamental to Japanese production methods: (using employee knowledge and ingenuity to continually refine product manufacture and development.)
· Linked to the use of performance-related pay and other ways of rewarding appropriate behaviour. 
Human factors:

· Countries like -Australia, New Zealand and - particularly - the UK, research by work psychologists during and after the First World War 
· Researched the relationship between boredom, fatigue and working conditions. 
· Fatigue arose from psychological as well as physical causes. 
· Working longer hours did not necessarily increase productivity. 

· Psychologists established a tradition of performance measurement, job analysis and clarification of skill requirements. 
Human relations:

· Researchers in USA demonstrated that work performance and motivation did not depend simply on pay & discipline. 

· Involved in determining their own work conditions 

· Workers established their own norms of behaviour, including acceptable levels of performance. 
· Working groups exercised social pressure on their members 
Behavioral science:

· Human factors approaches were absorbed into a broad behavioural science movement in the 1950's & 1960's. 
· Produced some influential theories on the motivation of human performance. 

· For example, Maslow's hierarchy of needs gave an individual focus to the reasons why people work, satisfying an ascending series of needs from survival, through security to eventual 'self-actualisation'. 

· Concepts of job design such as job enrichment and job enlargement were investigated. 

· Jobs must be designed to be interesting & challenging to gain the commitment of workers. 
Management by objectives:

· (MBO) linked achievement to competence and job performance. 
· Focused on tying rewards & promotion opportunities to specific agreed objectives, measured by feedback from performance assessment. 

· Managers were given the opportunity to clarify the purposes of their jobs and set their own targets. 
· Developed into modern performance management schemes and performance-related pay. 
Contingency (uncertainty, a Chance, an accident):

· Many researchers found difficulty in applying academic theories to real organisations. 
· The socio-technical school developed models of behaviour and performance which took into account the contingent variables, or 'it depends' circumstances, attached to particular work situations (Burns and Stalker, 1961; Woodward, 1980). 
· They argued that employees were part of a system. 
Organisational development:

· Took a pragmatic approach to change. 
· Theory & practice were mixed in a tentative process called action research.
· It familiarised idea that changes in processes, attitudes & behaviour were possible & that organisations should be thought of as whole entities. 
Strategic management:

· Directing people to achieve strategic objectives 

· Individual goals are tied to the business needs of the whole organisation. 

· Frequently, it employs project and team-based methods for planning and implementation. 

· Key competencies have been identified as crucial elements of long-term competitive success. 
Leadership (theory X & theory Y):

Theory X: 

The average person dislikes work and will avoid it where they can. Therefore most people must be forced with the treat of punishment to work towards organizational objectives. The average person refers to be directed to avoid responsibility and wants security above all else. 

· Authoritarian 

· Repressive Style

· Tight Control

· No Development 

· Produces limited

· Depressed Culture
Theory Y:

Effort in work is as natural as work and people. People will apply self control and self direction in the pursuit of organizational objectives, without external control or threat of punishment. Commitment to objectives is a function of rewards associated with their achievement. People usually accept and often seek responsibility. The capacity to use a high degree of imagination, ingenuity and creativity in solving organizational problems is widely, not narrowly distributed in the population. 

· Liberating & Developmental

· Control, Achievement & Continuous

· Improvement Achieved by enabling

· Empowering and giving Responsibility
Corporate culture:

· Deal and Kennedy (1982) popularised the belief of effectiveness depends on a strong, positive corporate culture. 

· Organisational climates critically and work to change them into dynamic and creative cultures. 
HR Lecture 2

Trends in the changing environment of HRM:

1. Globalization:

· Tendency of firms to extend their sales or manufacturing to new markets abroad. 
· Major companies are merging to gain more market power in different markets. 
2. Technological advances:

· Technological advances make the business world move faster. 
· Robots replace the old-fashioned manufacturing working 

· Advances of the communication technology created a global marketplace. 
· Eg: Email, cellular phones, Fax ,WWW


3. Deregulation:

· Governments try to decrease their protection for certain businesses. 

· Markets are nationally protected with putting high taxes on the same product, which come from outside the market. 

· Import restrictions are fading away when a country opens the national markets. 

4. Changing nature of work:

· Manufacturing jobs are decreasing with the use of robots in manufacturing firms. 
· Technology is doing more than reducing costs & opening up new ways to compete
· Continuing shift from manufacturing jobs to service jobs. 

5. Workforce diversity:

· Specifically, the workforce is becoming more diverse as women, minority group members, and older workers flood the workforce. 
· Defined as any attribute that humans are likely to use to tell themselves, that person is different from me and thus includes such factors as race, sex, age, values, and cultural norms. 
· Women increasingly are in labour force today.
· Changes in racial composition will be even more dramatic.
·  The labour force is getting older, too. 
· Employers will have to grapple with higher health care costs and pension contributions. 

Trends in the changing environment of the HRM process:
1. Globalisation:

· It is a process that is drawing people together from all nations of the world into a single community linked by the vast network of communication technologies. 

2. Extensive training:
· Training for employees & managers that are international need to come into effect. 
· Training & development is essential for reaching not only globalisation, but also global competitiveness.

3. Communication traits:

· Include eye contact, face saving, truth, presentations (meetings), status (leadership), teamwork, relationships, and planning (organisational structure), and pace (negotiating). 
Guidelines to managers engaged in international business:

· One must be patient and adjust their planning timetable 

· Be flexible. 
· Prepare thoroughly 

· Stay alert. 

 HRM Lecture 3, Development of labour movement

History of unions:

· 1790: skilled craftsmen organised into trade unions
· 1869: a group of tailors formed the Knights of labour
· 1886: Samual Gompers formed the AFL, (American Federation of Labour) ,5.5 Million membership
· 1933: union membership declined. 3.5Million Membership 
· By 1929 millions of workers had lost their jobs, and by 1933 union membership was down to fewer than 3 million workers. 
· Membership began to increase in the mid 1930s. 
· The National Industrial Recovery Act, passed by President Roosevelt and other federal laws as well as prosperity, contributed to the rapid increase in membership. 
· At the present time, organised labor’s share of the workforce in the United States is about 14.1% and dropping.
· The union membership proportion is dropping rapidly because the number of union members is falling while total employment is rising. 

Trade unions:

· A trade union or labor union is an organization run by and for workers who have banded together to achieve common goals in key areas such as wages, hours, and working conditions. 
· The trade union, through its leadership, bargains with the employer on behalf of union members (rank and file members) and negotiates labor contracts (Collective bargaining) with employers. This may include the negotiation of wages, work rules, complaint procedures, rules governing hiring, firing and promotion of workers, benefits, workplace safety and policies. 
· The agreements negotiated by the union leaders are binding on the rank and file members and the employer and in some cases on other non-member workers.

Reasons for joining a trade union:

· Job security;
· Improved working conditions;
· The belief on the part of workers that through unity they can get their fair share of the ‘pie’;
· Protect themselves from the arbitrary whims of management.
Unions have two set of aims:

· Union security;
There are 5 types of union security possible:
1. Closed shop: the company can hire only union members. 
2. Union shop: the company can hire non-union people but they must join the union after a prescribed period of time and pay dues.
3. Agency shop: employees who do not belong to the union still must pay union dues on the assumption that the union’s efforts benefit all the workers.
4. Open shop: it is up to the workers whether or not they join the union, those who do not, do not pay dues.
5. Maintenance of membership arrangement: employees do not have to belong to the union. However, union members employed by the company must maintain membership in the union for the contract period. 
· Improved wages, hours, working conditions, and benefits for their members. 
Employers and staff associations:

· Employers within a certain industry usually form an association, for trade and information purposes and to negotiate on industrial relations matters for the industry.
· Management that do not wish to deal with trade unions set up company staff associations.
There are five basic areas in which the unions impacty will be felt:

1. Unionisation will restrict management’s freedom of action.
2. It will result in union pressure for uniformity of treatment of all employees.
3. It will require improved human resources policies and practices.
4. It will require one spokesperson to be used for the employees.
5. It will lead to centralisation of labour relations decision making. 
Collective bargaining:

· Collective bargaining means that both management and labour are required by law to negotiate wages, hours, and working conditions in good faith.
· Bargaining in good faith means that both parties communicate and negotiate and that they make every reasonable effort to arrive at an agreement.
When is bargaining not in good faith:

· Surface bargaining;            = No real Intentions
· Inadequate concessions;    = willingness to compromise 
· Inadequate proposals;        = Positive  factor 
· Dilatory tactics;                  =  parties meet & confer         
· Imposing conditions;         =  Uunreasonable as to indicate bath faith  
· Unilateral changes;            = Not intent of reaching an agreement 

· Bypassing of representative;= Violates its duty & refuses to negotiate 
· Unfair labour practices;     =reflect poorly the good faith of the guilty party; 
· Witholding information;    = intelligently discuss the issues raised in bargaining 

· Ignoring bargaining items.= refusal to bargain on a mandatory item
Negotiation team:

· Both union and management send a negotiation team to the bargaining table, and both teams usually go into the bargaining sessions having done their homework.
Bargaining items:

· Voluntary bargaining items - Through the joint agreement of both management and union.
· Illegal bargaining items - agreeing to hire union members exclusively.
· Mandatory bargaining items. - Must bargain over if they are introduced by the other party, for example pay, hours of employment, holidays and job performance.
Hints on bargaining:

· Set clear objectives;
· Do not hurry;
· Caucus with your associates, in case of doubt;
· Be well prepared;
· Keep flexibility in position;
· Face saving of other party;
· Be alert and a good listener;
· Build a reputation;
· Control your emotions;
· Understand people;
· Consider the impact of present negotiations;
HRM Lecture 4, International labour law

The period of strong encouragement:

1. Norris-LaGuardia Act:
· Marked at the beginning of the era of strong encouragement of unions.
· Right to bargain collectively “free from interference, restraint, or coercion.  

· Limited the courts’ abilities to issue injunctions for activities such as peaceful picketing. 
· Restrained employers from fighting labour organisations by whatever means they could muster. 
2. Wagner Act:
· Banned certain types of unfair labour practices and provided for secret-ballot elections and majority rule for determine whether or not a firm’s employees want to unionise. 
· Creates the National Labour Relations Board for enforcing these two provisions. 
3. National labour relation board:

· Created by the Wagner Act to investigate unfair labour practice charges.
The Wagner Act deemed “statutory wrongs” five unfair labour practices used by employers: 

1. Unfair for employers to “interfere with, restrain, or coerce employees” in exercising their legally sanctioned right of self-organisation 

2. Unfair practice by representatives to dominate or interfere with either the formation or the administration of labour unions;
3. Companies are prohibited from discriminating in any way against employees for their legal union activities;
4. Employers are forbidden to discharge or discriminate against employees simply;
5. Unfair labour practice for employers to refuse to bargain collectively with their employees’ chosen representatives. 
Period of Modified Encouragement

The Taft-Hartley Act enumerated several labour practices for unions:
· Unions were banned from restraining or coercing employees from exercising their bargaining rights;
· A union may not encourage or discourage an employee’s membership in a union;
· Unions may not refuse to bargain in good faith;
· Unions may not engage in featherbedding (The practice of requiring an employer to hire unnecessary employees).

Period of Detailed Regulation:

· The Landrum-Griffin Act aimed at protecting union members from possible wrongdoing on the part of their unions. The Act was an ammendment to the Wagner Act.
· Member’s have right to sue his or her union and ensures that no member can be fined or suspended without due process.
Disclosure of information

Union representatives are not entitled to information which:
· Would be against the interest of national security.
· Would be illegal to disclose.
· Was obtained in confidence.
· Relates to an individual.
· Had been obtained for the purpose of legal proceedings.
· Causes injury to the employer’s undertaking.
Legal rights of employees:
· The Employment Protection Act 1975 gives an employee the right not to have any action of dismissal taken against him:
· To prevent or deter the worker from joining an independent trade union;
· To compel the worker to join a trade union.
The Employment Act 1988:

Established the following rights for trade union members:

· A member may apply for a court order to withdraw the union’s strike action.
· Members are given several legal right.
· All members can inspect the union’s accounting records.
· Employees can stop the deducting of union subscriptions from their wage packets. 
The Employment Acts of 1989 and 1990:

· The Employment Act 1989 removed a variety of restrictions.
· The Employment Act 1990 outlawed the pre-entry closed shop by making it unlawful to refuse employment to an individual because he or she is not a member of a trade union.
· Restrictions on the employment of women in certain industries, for example coal mining, & on the hours of work of young people between 16 and 18 years of age. 
Labour law today:

The National Labour Relations Board (NLRB) decisions are important for unions:

· On one hand, some decisions favor unions;
· On the other hand, many important decisions have gone against unions, and this could have the effect of weakening workers’ union rights. 
· Eg: Less tolerant in dealing misconduct by striking workers
· Eg: NLRB misleading employer campaign statements on worker free choice in union representation election.
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Interviewing Techniques
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An interview is a conversation between two or more people, the interviewer and the interviewee where questions are asked by the interviewer to obtain information from the interviewee.
An interview is when you are being asked various questions on one thing or the other e.g. one's preference i.e. likes and dislikes. Moreover, this can be done face to face or through the phone.

Interview is an action which helps interviewer who as an Employer, Candidate, Journalist, or an Ordinary person to make hypothesis about a person’s personality or a company’s organizational structure. 

A manager spends an average of 60% of their time on talking.

Structured or directive interviews versus instructive or nondirective interviews:

· Structured or directive interviews – An interview following a set sequence of questions.

· Instructive or nondirective interviews - Interview without any set format but in which the interviewer may have some key questions formulated in advance.
Types on interviews:

· Managers use several types of interviews in the work place such as selection appraisal and exist interviews.

Different types of interviews:

1. Information gathering

2. Selection of employees/employees interview

3. Helping/advisory interviews – advice counseling.

4. Performance & appraisal interviews – Another interview such as after a few years.

5. Bad news interviews – Sorry employee, you have not be selected.

6. Exit interviews – Reason why the employee is leaving.

Interview structure:

· Prepare

· Opening

· Questioning & discussion

· Conclusion

Open questions → more information.

Closed questions → determine specific information.

Interviewing tips:

· Be prepared.

· Establish a structure for the interview.

· Be direct & specific.

· Do not get personal.

· Encourage person to talk.

Interventions in interviews:

· Listen actively

· Summarizing

· Reflection of emotions

· Ordering

· Inquiring

· Supporting

· Questioning addition

· Interpretation

· Informing

· Judging

· Don’t get personal

Interviewing Techniques
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Job Application

The application interview:

· Interviewing is a skill developed through experience and evaluation.

The four P’s of interviewing:

1. Prepare:

· Know yourself – skills, values, goals and interests.

· Know the organization and field – information and company, annual reports.

· Be able to match yourself to the organization and field – focus on goals and objectives and match that with the company’s goals.

2. Personality:

· Be yourself – let your personality shine through, relax, turn nervous energy into positive energy.

· Both you and the interviewer – deserve an honest representation of who you are and what you have to offer.

3. Presentation:

· Display confidence and enthusiasm in both your actions and answers.

· Conduct yourself with professionalism in both appearance and attitude.

· Use helping non verbals – pasture, eye conduct etc.

4. Practice:

· Develop – a mental or written outline of your qualifications.

· Review – your resume, every little detail counts.

· Practice – with a friend.

· Evaluate – performance after each interview.

The STAR Technique:

1. Describe the situation.
2. Discuss the task needed to be accomplished.

3. What action did you take to perform your task?

4. What were the results of your actions?

Behavioral interviewing:

· Ask for past behaviour in order to predict future behaviour.

How to handle these questions:

· Use the STAR technique.

· Be prepared for follow up questions.

Problem areas to avoid:

· Lack of focus – not knowing how you fit into the position you are applying.

· Lack of preparation – not researching the company profile.

· Attire – not dressed properly.

· Vague response to questions.

· Skills do not seem transferable.

· Insufficient marketing – don’t be too modest.
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Application Interview

Guidelines for conducting an application interview:

1. Structure the interview.

· Base interview questions on a job analysis.

· Use objective, specific and behaviorally oriented questions and criteria.

· Train interviewers.

· Use the same questions with all candidates.

· Use multiple interviews or panel interviews.

2. Plan the interview.

· Review information of the candidates.

· Structure interview or at least write down questions.

· Search a quiet location.

· Plan to delay the decision.

· Plan on keeping a record of the interview.

3. Establish rapport.

· Relax the situation.

· Treat the candidates friendly and gently.

· Be aware of the applicant’s status.

4. Ask questions.

· Try to emphasize structured job oriented questions.

· Avoid questions that can be answered yes or no.

· Don’t put words in the applicant’s mouth.

· Limit non verbal gestures when the candidate is on the right track. 

· Don’t ask your questions in a cross examination style.

· Don’t be patronizing, sarcastic by rambling.

· Don’t monopolize the interviewer by rambling.

· Ask open ended questions.

· Listen actively.

· Ask questions about candidate opinions.

5. Close the interview.

· Answer the questions of the candidates.

· Inform the applicant about further steps.

· End interviews on a positive note.

6. Review the interview.

· Fill in the structured interview form (if used).

· Review the interview immediately.
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Appraising Performance

The appraisal process:

The appraisal process is the process of collecting, analyzing and reconciling data that relates to the property being appraised.  
Defining the job 
· Set work standards.

Appraising performance

· Assessing the employee’s actual performance relative to the standards set in step 1.
Feedback session

· Providing feedback to the employee with the purpose of motivating that person to eliminate performance deficiencies or to continue to perform above par.
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.

Why appraise performance?

· Provide information
· Provide an opportunity for the manager and the subordinate to review the subordinate’s work-related behaviour.

· Part of the firm’s career-planning process.
· Help the manager to improve his or her management.

Aims of performance appraisal:

1. Motivation

2. Improve performance

3. Eliminate deficiencies
Different roles in appraising procedures:

1. The supervisor(s)

· Carries out the appraisal alone or during the appraisal interview together with one or more supervisors.
2. The Human Resource Department

· Provides training for the supervisor.

· Gives advice concerning the use of a certain appraisal technique.

3. The employee

· Prepares his or herself for the appraisal interview.
Step 1 in appraising performance:

· Defining the job.

· Make expectations measurable.

Appraisal methods:

1. Graphic Rating scale Method

2. Alternation Ranking Method

3. Paired Comparison Method

4. Forced Distribution Method

5. Critical Incident Method

6. Narrative Forms

7. Behaviorally Anchored Rating Scales

8. The Management by Objectives Method

9. Mixing the methods above

Problem occurring during appraisals:

• Unclear performance standards

• Halo Effect

• Central Tendency

• Strictness/Leniency

• Bias
Types of appraisal interviews:

· Performance is satisfactory, employee is promotable.
· Make development plans.

· Satisfactory, not promotable. 
· Maintain performance.
· Unsatisfactory.
· Correctable. 

Preparation of an appraisal interview:

· Organize and analyze the available data.
· Prepare the employee.
· Choose time and place.

How to conduct the appraisal interview:

· Be direct and specific

· Do not get personal

· Encourage the person to talk

· Do not tiptoe around
The phrases of an appraisal interview:

1. Introduction of the appraisal interview.
· Introductory consultation with the team and perhaps.

· Explain the interview procedure with the team and perhaps introduction of the appraisal interview.

· Explain the interview procedure and the forms which will be used.

· Make an appointment.

· Preparation / possibly job description / what problems may be expected.

· Fill in interview form in pencil first, allows changes, after fill in blue or black ink.
2. Forming an opinion of the functioning of the employee as he / she sees it.

· Characteristic interventions:

· Listen actively.

· Summarizing.

· Ordering.

· Inquiring, especially with respect to things that are unclear.

· Reflection of emotions may lead to a deeper level of conversation.
3. Forming an opinion of the functioning of the employee as the manager sees it.

· The way in which the points are presented is important. When criticizing, soften the tone of your voice, but not the message.

· Avoid:

· Aggressive presentation, often leads to offensive behaviour.

· Criticism, undermine peoples sense of personal value.

· Judging and condemning.

· Interpretation of behaviour, find a balance positive and negative behaviour.
4. Discussion of problems from his / her point of view contributed by the employee.

· The solution oriented or diagnosis model approach – Geared towards a quick solution by the manager. Ask questions to interviewee & hands out perception.

· Problem oriented or participation approach – More equal discussion partners, Allow the other to help himself, Structures thoughts about the problem.
5. Discussion of problems from his / her point of view contributed by the manager

6. Conclusion and evaluation
· Discuss the value or usefulness of the interview/feedback.

· Agreements/actions which will be taken/training needs.

· What happens to the form or report.
	Leadership:
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Basics of leadership & styles

Leadership:

· The ability of a person to influence the thoughts and behaviors of others.

· Involves influencing others to act toward the attainment of a goal. 

· Power is the ability to influence the behaviour of others. 

Types of power:

1. Legimate power 

· Fair or just power derived from a job, position, or status.
2. Reward power

· Extent to which an entity can control the dispensing of rewards or benefits.

3. Coercion power

· The practice of compelling a person or manipulating them to behave in an involuntary way (whether through action or inaction) by use of threats, intimidation, trickery, or some other form of pressure or force. These are used as leverage, to force the victim to act in the desired way. 
· Coercion may involve the actual infliction of physical pain/injury or psychological harm in order to enhance the credibility of a threat. The threat of further harm may then lead to the cooperation or obedience of the person being coerced. Torture is one of the most extreme examples of coercion i.e. severe pain is inflicted on victims until they give interrogators the desired information.
4. Expert power

· Ability to influence someone regarding a course of action because of specific knowledge, experience, or expertise. A person may be given the power to make decisions for others because he is an expert on the particular subject.

5. Referent power 

· Influence over others, acquired from being well liked or respected by them. 

· Referent power is individual power based on a high level of identification with, admiration of, or respect for the power holder.
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Perceptions on leadership styles:

Traits Models

Behavioral Models
Time

Contingency Models

Traits models:

· Physical: Young to middle aged energetic sticking appearance, tall, slender.

· Social background: Educated at right schools, socially prominent or upward mobile.

· Personality: Adaptable, aggressive, emotionally stable, dominant, self confident and sociable.

Behaviour models:

· Theory X  & Theory Y

Theory X:

· The typical employee dislikes work and will avoid it if possible.

· Employees want direction whenever possible.

· Managers must coerce employees to get them to work.

Theory Y:

· People like to work.

· Employees who are committed to the company’s objectives will exercise self direction and self control.

· Employees learn to accept and even seek responsibility at work.
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Quinn’s Competing Values Model

Competing values framework:

A theory that was developed initially from research conducted on the  major indicators of effective organizations. Based on statistical analyses of a comprehensive list of effectiveness indicators, Quinn and Rohrbaugh (1983) discovered two major dimensions underlying conceptions of effectiveness. 

 

The first dimension is related to organizational focus, from an internal emphasis on the well-being and development of people in the organization to an external focus on the well-being and development of the organization itself. 

The second dimension differentiates organizational preference for structure and represents the contrast between stability and control and flexibility and change. Together the two dimensions form four quadrants. 
 

The Competing Values Framework got its name because the criteria within the four models at first seem to carry conflicting messages. Organizations must be adaptable and flexible, but we also want them to be stable and controlled at the same time. 

Each quadrant of the framework represents one of four major models of organization and management theory (Quinn 1988):
 

1. Human Relations Model: Places a great deal on emphasis on flexibility and internal focus, and stresses cohesion, morale, and human resources development as criteria for effectiveness. 
 

2. Open Systems Model: Emphasizes flexibility and external focus, and stresses readiness, growth, resource acquisition and external support. 
 

3. Rational Goal Model: Emphasizes control and an external focus, and views planning, goal setting, productivity and efficiency as effective. 
 

4. Internal Process Model: Emphasizes control and an internal focus, and stresses the role of information management, communication, stability and control. 


Another variant of the Competing Values Framework deals with leadership. 
Quinn uses his competing values framework of organizational effectiveness to organize the literature on leadership. Eight categories of leader behavior, or roles, emerge from his review of the literature. The figure on the left plots these eight roles onto the existing framework. 
The resulting model of leadership was derived theoretically and represents  a hypothetical rather than an empirical statement about the perceptual understructure of leadership. 
Quinn argues that more effective managers have the ability to play multiple, even competing leadership roles. Managers are expected to play all of these roles and to simultaneously consider and balance the competing demands that are represented by each set of expectations.
The competing value framework can be used in organizational context. It can be used as a strategic tool to develop supervision and management programs. It can also be used to help organizations diagnose their existing and desired cultures. Furthermore, it can be seen a tool to examine organizational gaps. Another function might be to use it as a teaching tool for practicing managers or to help interpret and understand various organizational functions and processes. Another application is to help organizational members better understand the similarities and differences of managerial leadership roles.

The eight roles of framework:

1. Mentor role:

1. Understanding self and others.

2. Communicating effectively.


    

3. Developing employees.

2. Facilitator role:

1. Building teams.





2. Using participative decision making.

3. Managing conflict.

3.  Coordinator role:

1. Managing projects.

2. Designing work.

3. Managing across functions.

4.  Director role:

1. Developing and communicating a vision.

2. Setting goals and objectives.

3. Designing and organizing.

5. Director role:

1. Developing and communicating a vision.

2. Setting goals and objectives.

3. Designing and organizing.

6. Producer role:

1. Working productively.

2. Fostering a productive work environment.

3. Managing time and stress.

7. Broker role:

1. Building and maintaining a power base.

2. Negotiating agreement and commitment.

3. Presenting ideas.

8. Innovator role:

1. Living with change.

2. Thinking creatively.

3. Creating change.
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The Mentor Role

The mentor role:

· The human relations model recognizes that commitment, cohesion and moral are important indicators of effectiveness.

· The climate emphasized is characterized by teamwork, openness and strong communication and key managerial leadership roles are mentor and facilitator.

· The task is to establish and maintain effective relationships.

· The mentor role might also be called the concerned human role.

· This role reflects a caring, empathetic orientation. In this role a manager is expected to be helpful, considerate, sensitive, approachable, open and fair.

The derided executives:

· Starting early 1980s, researchers began to study detail executives, who had experienced great success in their managerial career but failed to reach their potential.

· Devalue the mentor role is a mistake. Great power can be derived from attending the soft issues.

People who play the mentor role poorly do not fare well. Three competencies in this role are:

1. Competency – Understanding self and others.

· To be a successful mentor, managers must have some understanding of themselves and others.

· One area where people differ is in their task related abilities.

· Another area where people differ is in their feelings, needs and concerns.

· By being aware you can better understand your own reaction to people and their reactions to each other.

Understanding yourself:

· Self motivation referred to as self awareness.

· Peter Drucker (1999), given the many choices that people have regarding their work lives, people must manage themselves and in order to do so, people must be aware of their strengths and weaknesses.

· Goldman’s (2000), three dimensions of self awareness: Self awareness, emotional awareness and self assessment.

· A major influence on your behaviour is your personality.

Approaches to personality:

1. Neuroticism - A mental or personality disturbance not attributable to any known neurological or organic dysfunction.

2.  Extraversion - An extroverted disposition; concern with what is outside the self.

3. Intellectance – The degree to which an individual is proactive in seeking out new experiences.

4. Conscientiousness – associated with individual’s degree of organisation and persistence. Those who score high on this tend to be more organized, responsible and self disciplined. Those who score low tend to be more impulsive, careless and perceived by others as undependable.

Increasing yourself awareness:


1. The open area - Represents the aspects of who you are that are known both to yourself and to others with whom you interact.

2. The blind area – The aspects of you that others see but you do not recognize.

3. The hidden quadrant – These are the things that you know but do not reveal to others.

4. The unknown quadrant – The aspects neither you nor others are aware of, they exist but have not been directly observed and neither you nor those whom you interact are aware of the impact on the relationship. When they are discovered, it becomes obvious that they existed previously and did have an impact.

Empathy:

· The intellectual identification with or vicarious experiencing of the feelings, thoughts, or attitudes of another.

· The imaginative ascribing to an object, as a natural object or work of art, feelings or attitudes present in oneself.

Barriers to effective interpersonal communication:

1. Inarticulateness – Communication problems may arise because the sender of the message has difficulty expressing the concept. If the receiver is not aware of the problem, completely inaccurate images may arise and result in subsequent misunderstandings.

2. Hidden agendas – Sometimes people have motives that they prefer not to reveal. Because the sender believes that the receiver would not react in the desired way, the sender becomes deceptive. The sender seeks to maintain a competitive advantage by keeping the true purpose hidden.

3. Status – Communication is often distorted by perceptions of position. When communicating with a person in a position of authority, individuals often craft messages as to impress and not offend. Conversely, when communicating with a person in a lower hierarchical position, individuals may be dismissive or insensitive to that persons needs. Similarly a person may not be open to listening to the ideas and opinions of persons who are in a lower hierarchical position.

4. Hostility – When the receiver is already angry with the person sending the message, the communication will tend to be perceived in a negative way, whether or not it was intended that way. Hostility makes it very difficult to send and receive accurate information. When trust is low people are angry, no matter what the sender actually expresses, it is likely to be distorted.

5. Differences in communication styles – People communicate in different ways such as some people speak loudly, other speak softly. Some people give a great deal of context, other get right to the point and are only interested in the bottom line. Some of the many differences in communication style are attributed to personal characteristics such as gender or cultural background. Misunderstandings can develop if people listen less carefully because they are distracted by or uncomfortable with another person’s style of communication.

Effective communication:

1. Be clear on who the receiver is.

2. Know what your objective is.

3. Analyze the climate.

4. Review the message in your head before you say it.

5. Communicate using words and terms that are familiar to the other person.

6. If the receiver seems not to understand, clarify the message.

7. If the response is seemingly critical, do not react defensively. Try to understand what the receiver is thinking.  

Giving feedback:

1. Before giving feedback, examine your motivation and make sure the receiver is ready and open to hear you.

2. Make sure to give feedback in a private place that allows for further discussion.

3. While giving feedback, use I statements rather than you statements to indicate that these are your perceptions, thoughts and feelings.

4. Provide feedback on both positive and negative behaviors. No one is either all bad or all good.

5. Describe the other person’s behaviour and your perceptions of it. Give examples of behaviour that you have observed, rather than generalized statements that describe a behavior or an attitude.

6. Make sure your examples are timely. Giving feedback on a behaviour that has long passed is both annoying and difficult to discuss.

7. ask the other person to clarify, explain, change or correct.

8. After giving feedback, give the receiver time to respond.

Leadership

WS 4

The Facilitator Role

The facilitator role:

1. A facilitator is someone who helps a group of people understand their common objectives and assists them to plan to achieve them without taking a particular position in the discussion. 
2. The facilitator will try to assist the group in achieving a consensus on any disagreements that preexist or emerge in the meeting so that it has a strong basis for future action. 
Working groups and working teams:

1. The group must be committed to a common goal or purpose. Teams must have specific performance goals that are centered on the team work product, the results.

2. Members of the group must have clear roles and responsibilities that are interdependent. The main reasons for having people working in a team is to be able to draw on the different knowledge, skills and abilities that people bring to the workplace. Members must understand how they can draw on each other experience, ability and commitment in order to arrive at mutual goals. Everyone does not have to know how to do all the jobs, but everyone should be clear about who is being asked to do what.

3. There is a communication structure that fosters the sharing of information. One advantage of bringing people together to work as a team is that they can share the different and sometimes unique, knowledge, skills and abilities that they bring to the team.

4. The group must have a sense of mutual accountability. If the team has common goals and members have clear roles and responsibilities, team members will have a sense of commitment to one another. Moreover, when one member of the team needs help, others are ready to provide that help so that the team can accomplish the goal.

Team development and team building:

When a new group forms or an established work group undertakes a new task or problem, the group needs to be designed, staffed, structured and trained before it can transform into a high performance team.

The leader of the team in order to know how the team is evolving needs to evolve and should know these different stages below:

1. Testing - The goals of the group are established and the task is defined.

2. Organizing – The group leader must emphasize the common purpose (task role) and establish norms and standards. Also the group must clarify issues regarding the sharing of information and how members will communicate and what types of information need to be shared. If the group has no leader, one of the group members will often emerge as an informal leader in this stage. Sometimes several people are identified as leaders, some focusing more on tasks and others on group maintenance.

3. Establishing interdependence – The group leader should focus on member interdependence, discourage competition and encourage individuals to take on informal leadership roles. At this stage focusing on the task, the team needs members to raise and or clarify important points and differences in perspective and then to pull together and summarize or synthesize the range of ideas that have been expressed (task roles).

4. producing and evaluating – if the group has successfully managed the first three stages, team members should be commuted to a common goal or purpose, have clear understandings of the different roles and responsibilities of individual team members, have a communication structure that allows for an open sharing of different perspectives and have a sense of mutual accountability. At this stage team members begin to evaluate the product of the team effort and also how well individuals are working together as a team.

Barriers to team building:

1. Individual agendas, focusing yourself on your agenda rather than the team agenda.

2. Lack of knowledge of how to build a team.

3. Organizational culture. Effective team building requires an environment that values different opinions and open resolution of conflicts. 

Prepare for the meeting:

1. Set objectives for the meeting – If your are not clear about the meeting purpose, it’s unlikely that you will feel you accomplished something at the end of the meeting.

2. Select appropriate participants for the meeting – Individuals who are effected by or have an important stake in the outcome of the decision. Choose participants with the intent of maximizing knowledge and perspective diversity.

3. Select an appropriate time and place to meet – Choosing the appropriate time depends on individuals work schedules, time required for the meeting and appropriate time of day. Choosing an appropriate location and equipment and how much privacy or formality is necessary.

4. prepare and distribute an agenda in advance – Setting objectives for the meeting, preparing and distributing an agenda in advance increase the advantages of accomplishing the objectives of the meeting. Include the time and place and an estimated time for dealing with each major item on the agenda.

Running the meeting:

1. Start on time.

2. Make sure that somebody is taking minuets where necessary.

3. Review the agenda and check whether there are any necessary adjustments.

4. Make sure that participants know each other.

5. Follow the agenda.

6. Minimize or eliminate the number of interruptions.

7. Be aware of everyone’s contributions.

8. Conclude the meeting by reviewing or restating any decisions reached assignments made.

Conflict management (p91 – 93):

Conflict management refers to the long-term management of intractable conflicts. It is the label for the variety of ways by which people handle grievances — standing up for what they consider to be right and against what they consider to be wrong. Those ways include such diverse phenomena as gossip, ridicule, lynching, terrorism, warfare, feuding, genocide, law, mediation, and avoidance. Which forms of conflict management will be used in any given situation can be somewhat predicted and explained by the social structure or social geometry of the case.

Conflict management is often considered to be distinct from conflict resolution. In order for actual conflict to occur, there should be an expression of exclusive patterns, and tell why the conflict was expressed the way it was. Conflict is not just about simple inaptness, but is often connected to a previous issue. The latter refers to resolving the dispute to the approval of one or both parties, whereas the former concerns an ongoing process that may never have a resolution. Neither is it considered the same as conflict transformation, which seeks to reframe the positions of the conflict parties.
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