


© 2008 Thomson/South-
Western. All rights 

reserved. 1–2

Assets

Physical Financial Intangible Human



© 2008 

Thomson/South-

1–3

1. Strategic HR Management

2. Equal Employment Opportunity

3. Staffing

4. HR Development

5. Compensation and Benefits

6. Health, Safety, and Security

7. Employee and Labor Relations
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� Human Resource (HR) Management

◦ Designing management systems to ensure that 
human talent is used effectively and efficiently to 
accomplish organizational goals.

� Who Is an HR Manager?

◦ In the course carrying out their duties, every 
operating manager is, in essence, an HR manager.

◦ HR specialists design processes and systems that 
operating managers help implement.



� Syllabus

� Introductions 

� Review papers

� HR Strategic Business Partner or Personnel?
◦ Review HR Basics

� Case studies 

� Group selection 
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…is

◦ Organization’s methods and procedures for 
managing people to enhance skills and 
motivation

◦ Activities to enhance the organization’s ability to 
attract, select, retain and motivate people
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Reward

Systems

Legal
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Planning
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� Managing the HR Function

� Company culture – a place to start

� Before you hire your first employee

� Employee life cycle

� Legal pitfalls

� Some thoughts on 
◦ Staffing

◦ Compensation

◦ Managing Performance

� Q&A

Pro Way Development, LLC
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1) Office manager/owner/CFO

2) PEO (Professional Employer Organization)

3) Outsource

4) Not at all

Pro Way Development, LLC
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“The talented employee may join a company 
because of its charismatic leaders, its 
generous benefits, and its world-class training 
programs, but how long that employee stays 
and how productive he is while he is there is 
determined by his relationship with his 
immediate supervisor.”

Pro Way Development, LLC
Marcus Buckingham, First Break All the Rules

- What the World’s Greatest Managers Do Differently  p 11-12
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1) Do I know what is expected of me at work?

2) Do have I the materials and equipment I need to do 
my job?

3) At work, do I have the opportunity to do what I do 
best every day?

4) In the last seven days, have I received recognition or 
praise for doing good work?

5) Does my supervisor, or someone at work, seem to 
care about me as a person?

6) Is there someone at work who encourages my 
development?

Marcus Buckingham, First Break All the Rules

- What the World’s Greatest Managers Do Differently  p 28

Pro Way Development, LLC
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7) At work, do my opinions seem to count?

8) Does the mission / purpose of my company make me 
feel important?

9) Are my co-workers committed to doing quality work?

10) Do I have a best friend at work?

11) In the last six months, has someone at work talked 
to me about my progress?

12) This last year have I had the opportunity to learn 
and grow?

Marcus Buckingham, First Break All the Rules

- What the World’s Greatest Managers Do Differently  p 28

Pro Way Development, LLC
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� Nice Nice Nice Nice ---- How you treat one another is the basis for how you 
will treat your customers. 

� Trust Trust Trust Trust ---- Having faith in your employees is the most important 
component of building relationships. 

� Pride Pride Pride Pride ---- Make your people an implicit part of your company 
mission statement and be sure to give them the 
environment, the tools, and the education they need to do 
their jobs well.

� Include Include Include Include - Reach out to your employees for input on business 
decisions or changes in areas where they are particularly 
gifted or well-versed. Then take their suggestions into 
account when making changes or starting new initiatives.

� Recognize Recognize Recognize Recognize ---- Take the time to celebrate victories, big and 
small, by your staff and know enough about them to know 
how they’d best like to be recognized Personalizing rewards 

makes them really matter.

Hug Your Customers: The Proven Way To Personalize Sales and Achieve Astounding Results. Jack Mitchell

Pro Way Development , LLC



� HR Unit

◦ Develops legal, effective 
interviewing techniques

◦ Trains managers in 
conducting selection 
interviews

◦ Conducts interviews and 
testing

◦ Sends top three applicants 
to managers for final 
review

◦ Checks references

◦ Does final interviewing 
and hiring for certain job 
classifications

� Managers

◦ Advise HR of job openings

◦ Decide whether to do own 
final interviewing

◦ Receive interview training 
from HR unit

◦ Do final interviewing and 
hiring where appropriate

◦ Review reference 
information 

◦ Provide feedback to HR 
unit on hiring/rejection 
decisions



1–16

FIGURE 1–8 Typical Division of HR Responsibilities: Recruiting
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HR Management Roles

Administrative

Operational and 
Employee 
Advocate

Strategic
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FIGURE 1–9 Roles of HR Management



� Determine the firm’s strategy

� Determine the competencies needed to 
carry out the strategy

� Examine current management practices

� Determine congruence

◦ Do the current practices work to enhance 
needed competencies?

◦ Are the current practices internally 
consistent?

Pa
ge 
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Source: Pfeffer (1998)
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HR
Competencies

Strategic Contribution

Business Knowledge

HR Delivery

HR Technology

Personal Credibility
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HR Generalist HR Specialist

A person who has 
responsibility for 
performing a variety 
of HR activities.

A person who has in-
depth knowledge and 
expertise in a limited 
area of HR.
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FIGURE 1–10

HR Certifications 
at a Glance

* In addition to 
meeting the 
exam eligibility 
requirements, 
successful exam 
candidates 
usually have the 
above work 
experience.



� 1) Office manager

� 2) PEO (Professional Employer Organization)

� 3) HR Department

� 4) Outsource

� 5) Not at all

◦ What does your company do?

© Pro Way Development, LLC 23
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FIGURE 1FIGURE 1FIGURE 1FIGURE 1––––2222

HR Management 
Functions
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Note: Example percentages are based on various surveys.
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Resource

Management

Globalization of 
Business

Economic and 
Technological 

Changes

Organizational Cost 
Pressures and 
Restructuring

Workforce 
Demographics and 

Diversity

Others?



� Organizational Culture
◦ The shared values and beliefs in an organization

� Fostering Ethical Behavior (Sarbanes-Oxley)
◦ Have a written code of ethics and conduct 
standards

◦ Provide ethical behavior training and advice

◦ Establish confidential reporting systems for ethical 
misconduct

◦ Provide whistle-blower protection

◦ Support HR’s role as “keeper and voice” of 
organizational ethics

© 2008 
Thomson/South-
Western. All 

rights reserved.
1–27
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Source: HR Department Benchmarks and Analysis 
2007 (Washington, DC: Bureau of National Affairs, 
2007), 131. To purchase this publication and find out 
more about BNA HR solutions, visit 
http://hrcenter.bna.com or call 800-372-1033. Used 
with permission.
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HR Issues

Shortage of 
Qualified 
Workers

Increasing  
Costs of 
Benefits

Rising Taxes
Government 
Regulation
Compliance
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FIGURE 1FIGURE 1FIGURE 1FIGURE 1––––8888 Typical Division of HR Responsibilities: Recruiting
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FIGURE 1FIGURE 1FIGURE 1FIGURE 1––––9999 Roles of HR Management



© 2011 Cengage Learning. 
All rights reserved. May not 
be scanned, copied or 

duplicated, or posted to a 
publicly accessible Web  
site, in whole or in part.1–32

HR
Competencies

Strategic 
Contribution

Business Knowledge

HR Delivery

HR Technology

Personal Credibility



© 2011 Cengage Learning. 
All rights reserved. May not 
be scanned, copied or 

duplicated, or posted to a 
publicly accessible Web  
site, in whole or in part.1–33

HR Generalist HR Specialist

A person who has 
responsibility for 
performing a variety 
of HR activities.

A person who has in-
depth knowledge and 
expertise in a limited 
area of HR.



1–34

FIGURE 1FIGURE 1FIGURE 1FIGURE 1––––10101010

HR Certifications 
at a Glance

* In addition to 
meeting the 
exam eligibility 
requirements, 
successful exam 
candidates 
usually have the 
above work 
experience.
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Strategy

The proposition an 

organization follows for how 

to compete successfully and 

thereby survive and grow.

Strategic Planning

The process of defining 

organizational strategy and 

allocating resources toward 

its achievement.
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––1111

Strategic Planning 
Process
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Organizational Mission

The guiding force and core 

reason for the existence of 

the organization and what 

makes it unique.

Strategic HR Management

The use of employees to gain 

or keep a competitive 

advantage, resulting in 

greater organizational 

effectiveness.
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––2222

Traditional HR 
versus 
Strategic HR
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Credible Activist

Talent Manager/Org Designer

Operational Executor

Culture and Change Steward

Strategy Architect

Business Ally

Challenges assumptions and 
offers a point of view

Shapes the organizational 
culture, makes changes 

happen

Acquires and deploys talent, 
embeds capabilities into the 
organizational structure

Recognizes trends, forecasts 
obstacles to business success, 
and builds overall strategy

Efficiently and effectively 
carries out tactical HR 

activities

Understands the business 
value chain, and establishes 
internal partnerships with line 

managers
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Thinking
Strategically

Understand
the business

Focus on key 
business goals

Know what 
to measure

Prepare for 
the future
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––3333

Strategic Human 
Resource Management
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HR Contributions to 
Organization Effectiveness

Organization 
productivity

Customer service 
and quality

Financial 
contributions
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Incentive Compensation

Training and Development

Employee participation

Selectivity in Hiring

Flexible Work Arrangements

High 
Performance 
Organization
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� Effectiveness
◦ The extent to which goals have been met.

� Efficiency
◦ The degree to which operations are done 
in an economical manner.
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� Environmental Scanning
◦ The assessment of internal and external 
environmental conditions that affect the 
organization

HR 
Planning

Legislative/Political 
Influences

Economic 
Conditions

Geographic and 
Competitive Concerns

Demographic 
Changes
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––4444 HR Factors in the SWOT Analysis
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� Succession Planning
◦ The process of identifying a plan for the orderly 
replacement of key employees.
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––5555 Areas of External Environmental Scan
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Global Framework

Global Legal 
and Regulatory 

Factors

Offshoring 
Operations

Global 
Staffing
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––6666 Strategic Approaches to International Staffing



© 2011 Cengage Learning. 
All rights reserved. May not 
be scanned, copied or 

duplicated, or posted to a 
publicly accessible Web  
site, in whole or in part.2–51

Culture

Define the desired 
behaviors

Deploy role 
models

Provide clear and 
consistent messages

Provide meaningful 
incentives
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Reduction in Work Hours 
or Compensation

Attrition and Hiring 
Freezes

Voluntary Separation 
Programs

Workforce Downsizing

Workforce 
Reductions
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Workforce 
Adjustments

Severance 
benefits

COBRA 
coverage

OWBPA
Warn 
Act
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Use 
overtime

Implement 
alternative work 
arrangements

Outsource 
work

Bring back 
recent retirees

Use contingent 
workers

Reduce 
turnover

Tactics to 
Reduce 
a Talent 
Shortage
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––8888 Managing Talent Supply Imbalances
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Effects on Work and 
Organizations

Effects on 
Communication

Effects on Work 
Processes

Effects on 
HR Activities

Technology
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� Human Resource Management System (HRMS)

◦ An integrated system providing information used by 
HR management in decision making.

◦ Purposes and Benefits of HRMS

� Administrative and operational efficiency

� Availability of data for HR strategic planning

� Automation of payroll and benefit activities

� EEO/affirmative action tracking

� Cost reductions for HR workflows
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––9999 Factors Involved in Proper Monitoring of Employee E-Mail
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� HR Metrics
◦ Specific measures tied to HR performance 
indicators.

� Development and use of metrics that can better 
demonstrate HR’s value and track its performance.

◦ Characteristics of good HR metrics:

� Are accurate.

� Are linked to strategic and operational objectives.

� Have clearly understood calculations.

� Meet information needs.

� Can be compared internally and internally.

� Can be used to drive HR management efforts.
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FIGURE 2FIGURE 2FIGURE 2FIGURE 2––––10101010 Key HR Metrics
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� Benchmarking
◦ Comparing specific measures of performance to an 
industry standard or best practices in other “best-
in-class” organizations.

� Common Benchmarks
◦ Total compensation as a percentage of net income 
before taxes

◦ Percent of management positions filled internally

◦ Dollar sales per employee

◦ Benefits as a percentage of payroll cost
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� Return on Investment (ROI)
◦ Shows the value of investments in HR activities.

A = Operating costs for a new or enhance system for the time 
period

B = One-time cost of acquisition and implementation

C = Value of gains from productivity improvements for the time 
period

B  A

C
 

++++

==== ROI
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Human capital value 
added (HCVA)

Human capital return on 
investment (HCROI)

Human economic value 
added (HEVA)
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� HR Audit
◦ A formal research effort that evaluates the current 
state of HR management in an organization

◦ Audit areas:

� Staffing

� Compensation

� Health and safety

� Legal compliance 

� Administrative processes and recordkeeping

� Employee retention

� Benefits



� “The talented employee may join a company 
because of its charismatic leaders, its 
generous benefits, and its world-class 
training programs, but how long that 
employee stays and how productive he is 
while he is there is determined by his 
relationship with his immediate supervisor.”

65© Pro Way Development, LLC

Marcus Buckingham, First Break All the Rules

- What the World’s Greatest Managers Do Differently
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� 1) Do I know what is expected of me at work?
� 2) Do have I the materials and equipment I 
need to do my job?

� 3) At work, do I have the opportunity to do 
what I do best every day?

� 4) In the last seven days, have I received 
recognition or praise for doing good work?

� 5) Does my supervisor, or someone at work, 
seem to care about me as a person?

� 6) Is there someone at work who encourages 
my development?

Marcus Buckingham, First Break All the Rules

- What the World’s Greatest Managers Do Differently  p 28

© Pro Way Development, LLC
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7) At work, do my opinions seem to count?

8) Does the mission / purpose of my company make 
me feel important?

9) Are my co-workers committed to doing quality 
work?

10) Do I have a best friend at work?

11) In the last six months, has someone at work 
talked to me about my progress?

12) This last year have I had the opportunity to learn 
and grow?

Marcus Buckingham, First Break All the Rules

- What the World’s Greatest Managers Do Differently  p 28

© Pro Way Development, LLC
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Maslow’s

Hierarchy

of Needs*

Career

Salary

Benefits

Work Friends/
Positive setting

Job title/Respect

Promotion/Performance
Management

* From trainingbubble.com
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