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Before You Open The Door To The 11th
Edition of Managing Human Resources,
take a walk through the special features of
the text, detailed on the next few pages.
The topic of human resources manage-
ment holds special interest for us, and we
are pleased to share what we know with you.
As you’ll see on the next few pages, we
offer a variety of rich and interesting fea-
tures to help you develop practical skills for
managing a valuable and critical resource—
people, as well as an awareness and appre-
\ciation for the challenges involved.

Guided Tour for Readers

Guided Tour for Readers v J




Beginning with the learning objectives that
open each chapter, the text is organized as an
integrated learning system. To keep the central
ideas before you, the learning objectives are
noted again in key places: at the beginning of
the section where the objective is fulfilled and
within the chapter summary and discussion
questions where the key points of each objec-
tive are recapped.
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To help you organize your study, we have

structured

the Study Guide around these

same learning objectives. First we recap each
key section in the chapter, grouped by
learning objectives. Next come multiple
choice, application, and true-false review

questions—all organized according to the
learning objectives they test. Lastly, a match-
ing section reviews important terms in
the chapter.
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EQUAL EMPLOYMENT OPPORTUNITY
AND HUMAN RESOURCES MANAGEMENT
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L ° Features

Hée)l I N HUMAN OURCES MANAGEMENT TODAY

Now in its 11th edition, this text has all the
advantages of a time-tested product—and the
added benefit of an author team committed
to bringing you the most current and critical
topics in HRM today. The excerpts shown here
are only a small sample of the hot topics you'll
encounter in this edition.
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Using the Internet Boxes
will allow you to find inter-
esting or more extended
information about subjects
covered in the textbook.
They also will be starting
points for you to explore
the wealth of resources
for human resource man-
agement available on the

Internet.

A SPECIAL EMPHASIS ON THE ROI TECHNOLOGY IN HRM TODAY

- T —

Human Resource Info
Systems represent the mos
tral use of technology i

today. An HRIS provides ¢
and accurate data for purpd
control and decision makin;
of HRIS software is explaing
illustrated throughout Ma;
Human Resources.
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| Features

HUMAN RESOURCES MANAGEMENT IN THE REAL WORLD

Throughout the text, we integrate real-world
experiences using Highlights in HRM boxed
features. Some Highlights in HRM boxes use
real experiences to illustrate how businesses
and other organizations cope with human
resources issues. Other Highlights in HRM
boxes allow the reader to test his or her knowk-
e e o s SR edge or attitudes concerning HR issues. Still

Aeton other Highlights in HRM boxes provide how-to
At o b, v e scarm' b suggestions taken from real-world experience.
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LEARN BY DOING: THE PRACTICE OF HRM

Case Studies >
To become a successful manager of people,
you will need practice. In addition to offering
practical information ready to put to use, each
chapter of the textbook concludes with two
Case Studies. These case studies present cur- ©  Incentive Pay: Success ai Viking Freigi
rent HRM issues in reallife settings that allow " deludur
for critical analysis.
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While maintaining many of the features that have made it the leader in introduc-
tory textbooks, the new 1lth edition of Managing Human Resources brings the
changes that are occurring in management at all levels into clear focus. The role
of HR managers is no longer limited to service functions such as recruiting and
selecting employees. Today they assume an active role in the strategic planning
and decision making at their organizations. Meeting challenges head-on and using
human resources effectively are critical to the success of any work organization.

Also, many functions that may have been done by HR specialists in the past are
now done in partnership with line managers and team directors. To ensure effec-
tiveness, HR policies and procedures must be placed into a comprehensive program
that managers can use effectively in their day-to-day interactions with employees.

The eleventh edition of Managing Human Resources will place your students
at the forefront in understanding how organizations can gain sustainable competi-
tive advantage through people. We begin with an entirely new first chapter that
explains the key challenges to HRM in developing the flexible and skilled work-
force needed to compete effectively—going global, embracing new technology,
managing change, developing human capital, responding to the market, and con-
taining costs. Side by side with the competitive challenges, HRM must also address
important employee concerns such as managing a diverse workforce, recognizing
employee rights, and adjusting to new work attitudes. The first chapter also dis-
cusses the important partnership with line managers, and the competencies
required of HR management.

Then the textbook continues with the introduction, explanation, and discus-
sion of the individual practices and policies that make up HRM. We recognize the
manager’s changing role and emphasize current issues and real-world problems and
the policies and practices HRM uses to meet them. While the focus is on the HR
role of managers, we do not exclude the impact and importance of the HR depart-
ment’s role in developing, coordinating, and enforcing policies and procedures
relating to HR functions. Whether the reader becomes a manager, an HR specialist,
or is employed in other areas of the organization, Managing Human Resources
provides a functiona! understanding of HR programs to enable students to see how
HR affects all employees, the organization, the community, and the larger society.

Organizations in today's competitive world are discovering that it is how the
individual HR topics are combined that makes all the difference. Managers typi-
cally don't focus on HR issues like staffing, training, and compensation in isolation
from one another. Each of these HR practices is combined into an overall system
to enhance employee involvement and productivity. This edition of Managing
Human Resources ends with a new final chapter thar focuses on development of
high-performance work systems. We outline the various components of the system
including workflow design, HR practices, management processes, and supporting
technologies. We also discuss the strategic processes used to implement high-
performance work systems and the outcomes that benefit both the employee and
the organization as a whole.

Lastly, there have also been changes in teaching the HR management course.
Our users and reviewers told us that they wanted a shorter text that was more
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focused on human resources. They told us that they did not use certain chapters
because of time constraints, or that students received adequate coverage in their
other business and management courses. As a result we have deleted the separate
chapters on Communication, Motivation and Leadership, and Auditing the HR
Program that appeared in earlier editions of this text. Specific topics important to
HR management were transferred to the relevant places in other text chapters.

ORGANIZATION OF THE 11TH EDITION

Under its hew focus, this edition of Managing Human Resources is divided into six
parts and seventeen chapters covering the following major topics:

Part 1 Human Resources Management in Perspective

The Challenge of Human Resources Management, and Equal Employment Oppor-
tunity and Human Resources Management

Part 2 Meeting Human Resources Requirements

Job Requirements and Employee Contributions, Human Resources Planning and
Recruitment, and Selection

Part 3 Developing Effectiveness in Human Resources
Training, Career Development, and Appraising and Improving Performance

Part 4 Implementing Compensation and Security

Managing Compensation, Incentive Rewards, Employee Benefits, and Safety and
Health

Part 5 Enhancing vEmployee Relations

Employee Rights and Discipline, The Dynamics of Labor Relations, and Collective
Bargaining and Contract Administration

Part 6 Expanding Human Resources Management Horizons

International Human Resources Management and Creating High-Performance
Work Systems

WHAT’S NEW IN THE 11TH EDITION

In addition to new chapters and organizational changes already described, there are
many other new features and information provided in this extensive revision. We
introduce overall text improvements that more accurately reflect HR in today’s
business world and help students understand HR issues more effectively.

* Internet references and addresses throughout the text point students to the
latest on-line sources for HR information and examples.

* Complete update of all laws and court decisions governing HRM includes
such recent developments as the 1996 EEOC suit against Mitsubishi Motors
for sexual harassment of female employees.

* A new section in Chapter 3 describes work design techniques to increase
employee contributions: employee empowerment, employee involvement
groups, and employee teams.




Preface

¢ Expanded discussions cover major current issues such as:

Employee teams Conflict resolution

HR technologies HR in small businesses
Competencies Violence in the workplace
Diversity in the workplace HRM in the global setting

High-performance work systems  Employee rights and management

Employee empowerment responsibilities

* Many new Highlights in HRM boxes present the student with up-to-date real-
world exampies from a variety of large and small organizations.

® References and examples of the policies and practices of hundreds of organi-
zations show HR concepts in action in the business world today.

* At the request of users and reviewers, we've increased the number of Case
Studies to two per chapter. Five new comprehensive cases reinforce critical-
thinking skills and problem-solving techniques.

* Integrated Learning System. Use of the system (which is carefully described
on the front end sheet) started in the 10th Edition. For the new edition,
the numbered icons identifying the learning objectives can also be found
in the text end-of-chapter discussion questions and throughout the Study
Guide. This integrated structure creates a comprehensive teaching and
testing system.

* A completely revised test bank plays a strategic role in the Integrated Learn-
ing System.

* The inclusion of PowerPoint screens and new color acetates makes teaching
and preparation easier and more convenient.

FEATURES OF THE BOOK

Designed to facilitate understanding and retention of the material presented, each
chapter contains the following material:

* Learning objectives listed at the beginning of each chapter provide the basis
for the Integrated Learning System. Icons for identifying the learning objec-
tives appear throughout the text and end-of-chapter material, and all print
ancillaries.

* Key terms appear in boldface and are defined in margin notes next to the
text discussion. The key terms are also listed at the end of the chapter and
appear in the glossary at the end of the text.

® Figures. An abundance of graphic materials, flowcharts, and summaries of
research data provide a visual, dynamic presentation of concepts and HR
activities. All figures are systematically referenced in the text discussion.

* “Highlights in HRM.” This popular boxed feature provides real-world exam-
ples of how organizations perform HR functions. The Highlights are intro-
duced in the text discussion and include topics such as small businesses and
international issues.
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Illustrations. Captioned, full-color photographs and carefully selected car-
toons reinforce points made in the text and maintain student interest.
Summary. A paragraph or two for each learning objective provides a brief
review of the chapter.

Discussion questions following the chapter summary offer an opportunity to
focus on each of the learning objectives in the chapter and to stimulate critical
thinking and discussion.

Two case studies present current HRM issues in real-life settings that allow
for student consideration and critical analysis.

Notes and References. Each chapter includes references from academic and
practitioner journals and books. Author notes cite some historical informa-
tion as well as personal observations and experiences.

In addition to the features found in each of the seventeen chapters, the text

provides:

Ten comprehensive cases at the end of the main text that portray current
issues/problems in HRM. New cases cover changes in HR policies at Conti-
nental Airlines, recruiting at Microsoft, making layoff decisions, aligning

HR functions with strategic objectives, and outsourcing the training function
at Corning.

A glossary of all the key terms introduced in the text that provides students
with easy access to their definitions.

Name, organization, and subject indexes that allow the text to become a
valuable reference source.

SUPPLEMENTARY MATERIALS

All printed supplementary materials were prepared by or under the direction of the
text authors to guarantee full integration with the text. Multimedia and additional
text supplements were prepared by experts in those fields.

Study Guide to accompany Managing Human Resources (ISBN: 0-538-87078-8).
This new study guide was prepared by Thomas Lioyd of Westmoreland County
Community College. His many years of junior college teaching experience
allow him to bring a new insight to this popular student supplement. It now
includes review questions that can be used to check understanding and pre-
pare for examinations on each chapter in this textbook. In an expansion of
the Integrated Learning System, Study Guide questions are now arranged by
chapter learning objective so the student can quickly refer back to the text-
book if further review is needed.

Instructor’s Resource Guide (ISBN: 0-538-87076-1). For each chapter in
the textbook, the resource guide for the 11th Edition contains the following:

Chapter synopsis and learning objectives.

Descriptive materials for the videos and other video suggestions.

A detailed lecture outline, based on the textbook chapter outline,
complete with notes for incorporating the transparencies.
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Answers to the end-of-chapter discussion questions and case studies in
the textbook.

Solutions to the comprehensive cases in the textbook.

The Resource Guide also includes the lecture notes that accompany the
PowerPoint screens.

o Test Bank (ISBN: 0-538-87079-6). The test bank includes at least one hun-
dred questions for each text chapter. Fach test bank chapter includes a matrix
table that classifies each question according to type and learning objective.
There are trueffalse, multiple-choice, and essay items for each chapter, arranged
by learning objective. Page references from the text are included. Each objec-
tive question is coded to indicate whether it covers knowledge of key terms,
understanding of concepts and principles, or application of principles.

o Computerized Test Bank (ISBN: 0-538-87080-X). The computerized testing
software, WesTest™, contains all the questions from the printed test bank,
and allows the instructor to edit, add, delete, or randomly mix questions for
customized tests.

¢ PowerPoint screens (ISBN: 0-538-87082-6). Developed by Lewis Hershey of
Apple Mountain Software, these screens will add color and interest to your
lectures. Each screen is accompanied by lecture notes and a student note
form. The print materials are included in the Instructor’s Resource Guide.

¢ Videos (ISBN: 0-538-87083-4). Video segments taken from real companies as
well as business features shown on CNBC, the cable business news network,
were chosen to accompany the text chapters. Descriptions of the videos are
shown in the text end-of-chapter activities and in the Instructor’s Resource
Guide. The descriptions and other information are designed to help you inte-
grate the videos with the text material. Use them to introduce a topic, cover
lecture material, or stimulate discussion.

® Transparencies ([SBN: 0-538-8706-8). Also available with this edition is a
set of transparencies. Only a few of these transparencies duplicate the figures
in the textbook.

® Internet Guide to Human Resources by Georganna Hall and Gemmy Allen
(ISBN: 0-538-87620-4). The Guide extends many relevant HR web sites with
interesting learning activities. [t provides an excellent extension of the tech-
nology focus of the new edition of Managing Human Resources.

¢ Applications in Human Resource Management: Cases, Exercises, and
Skill Builders, 3d Edition, by Stella M. Nkomo, Myron D. Fottler, and
R. Bruce McAfee (1SBN: 0-538-85337-9). This text supplement includes
seventy-five new and updated cases, experiential exercises, skill builders,
and term projects. These activities will supplement many of the topics
covered in Managing Human Resources, 1 1th Edition.

¢ Human Resource Manager CD-ROM from The Institute for the Learning
Sciences, Northwestern University. This new interactive multimedia CD-ROM-
based simulation uses personnel information for a fictitious company to aliow
students to interact with managers as they make decisions just as an HR man-
ager would on issues of productivity, morale, and profits. The program covers
five years, including one year of history and four years of work time. Students
advance one month at a time as they learn how to manage people throughout
the employee life cycle.




