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Preface

The management of human resources is critical for companies to provide “value” to
customers, shareholders, employees, and the community where they are located. Value
includes not only profits but also employee growth and satisfaction, creation of new
jobs, protection of the environment, and contributions to community programs. All
aspects of human resource management including acquiring, preparing, developing,
and compensating employees can help companies meet their competitive challenges
and create value. Also, effective human resource management requires an awareness
of broader contextual issues affecting business such as changes in the labor force, legal
issues, and globalization. Both the popular press and academic research show that ef-
fective human resource management practices do result in greater value for share-
holders and employees. For example the human resource management practices at
companies such as Google, Wegman Food Markets, Starbucks, and JM Smucker help
them earn recognition on Fortune magazine’s list of “The 100 Best Companies to
Work For.” This publicity creates a positive vibe for these companies, helping them
attract talented new employees, motivate and retain current employees, and make
their services and products more desirable to consumers.

Engaging, Focused, and Applied: Our Approach in
Fundamentals of Human Resource Management

Following graduation most students will find themselves working in businesses or
not-for-profit organizations. Regardless of their position or career aspirations, their
role in either directly managing other employees or understanding human resource
management practices is critical for ensuring both company and personal success. As
a result, Fundamentals of Human Resource Management focuses on human resource
issues and how HR is used at work. Fundamentals of Human Resource Management is
applicable to both HR majors and students from other majors or colleges who are
taking a human resource course as an elective or a requirement. Our approach to
teaching human resource management involves engaging the student in learning
through the use of examples and best practices, focusing them on the important HR
issues and concepts, and providing them the opportunity to apply what they have
learned through end-of-chapter cases and in-chapter features. Students not only
learn about best practices but they are actively engaged through the use of cases and
decision making. As a result, students will be able to take what they have learned in
the course and apply it to solving human resource management problems they will
encounter on their jobs.

For example, as described in detail in the guided tour of the book, each chapter in-
cludes “Thinking Ethically” which confronts students with ethical issues that occur in
managing human resources, “HR Oops!” (a new feature in the third edition of Funda-
mentals that highlights human resource management issues that were handled poorly),



and several different cases (BusinessWeek cases and additional end-of-chapter cases).
All of these features encourage students to critically evaluate human resource-related
situations and problems that have occurred in companies and apply the chapter
concepts.

“Did You Know” boxes are included in each chapter. The information provided in
these boxes shows how the issues discussed in the chapter play out in companies.
Some examples include how much time employees waste at work, the kinds of Inter-
net searches that companies conduct to find out about prospective employees, and
the top 10 causes of workplace injuries.

Adopters of Fundamentals have access to Manager’s Hot Seat exercises which
include video segments showing scenarios that are critical for HR success including
ethics, diversity, working in teams, and the virtual workplace. Students assume the
role of manager as they watch the video and answer questions that appear during the
segment—forcing them to make on-the-spot decisions. Fundamentals of Human
Resource Management also provides students with “how to” perform HR activities such
as interviewing that they are likely to have to perform in their jobs. Finally,
Fundamentals of Human Resource Management shows how the Internet can be useful
for managing human resources.

The author team believes that the focused, engaging, and applied approach distin-
guishes this book from others that have similar coverage of HR topics. The book has
timely coverage of important HR issues, is easy to read, has many features that grab
the students’ attention, and gets the students actively involved in learning. We would
like to thank those of you who have adopted previous editions of Fundamentals, and
we hope that you will continue to use upcoming editions! For those of you considering
Fundamentals for adoption, we believe that our approach makes Fundamentals your
text of choice for human resource management.

Organization

Fundamentals of Human Resource Management includes an introductory chapter
(Chapter 1) and five parts.

Chapter 1 discusses why human resource management is an essential element for an
organization’s success. The chapter introduces human resource management practices
and human resource professionals and managers’ roles and responsibilities in managing
human resources. Also, ethics in human resource management is emphasized.

Part 1 discusses the environmental forces that companies face in trying to
effectively utilize their human resources. These forces include economic, technologi-
cal, and social trends, employment laws, and work design. Employers typically have
more control over work design than development of equal employment law or eco-
nomic, technological, or social trends, but all affect how employers attract, retain,
and motivate human resources. Some of the major trends discussed in Chapter 2 in-
clude greater availability of new and inexpensive technology for human resource
management, the growth of the use of human resources on a global scale, changes in
the labor force and the types of skills needed in today’s jobs, and a focus on aligning
human resource management with the company’s strategy. Chapter 3, “Providing
Equal Employment Opportunity and a Safe Workplace,” presents an overview of the
major laws affecting employers in these areas and ways that organizations can develop
human resource practices that are in compliance with the laws. Chapter 4, “Analyzing
Work and Designing Jobs,” shows how jobs and work systems determine the
knowledge, skills, and abilities that employees need to provide services or produce
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products and influence employees’ motivation, satisfaction, and safety at work. The
process of analyzing and designing jobs is discussed.

Part 2 deals with identifying the types of employees needed, recruiting and choos-
ing them, and training them to perform their jobs. Chapter 5, “Planning for and
Recruiting Human Resources,” discusses how to develop a human resource plan.
The strengths and weaknesses of different employment options for dealing with
shortages or excesses of human resources including outsourcing, use of contract
workers, and downsizing are emphasized. Strategies for recruiting talented employ-
ees including use of electronic recruiting sources such as job boards and blogs are
emphasized. Chapter 6, “Selecting Employees and Placing Them in Jobs,” empha-
sizes that selection is a process starting with screening applications and résumés and
concluding with a job offer. The chapter takes a look at the most widely used meth-
ods for minimizing errors in choosing employees including applications and résumés,
employment tests, and interviews. Selection method standards such as reliability
and validity are discussed in understandable terms. Chapter 7, “Training Employees,”
covers the features of effective training systems. Effective training includes not only
creating a good learning environment, but managers who encourage employees to
use training content in their jobs and employees who are motivated to learn. The
advantages and disadvantages of different training methods, including e-learning,
are discussed.

Part 3 discusses how to assess employee performance and capitalize on their talents
through retention and development. In “Managing Employees’ Performance” (Chap-
ter 8), we examine the strengths and weaknesses of different performance manage-
ment systems including controversial forced distribution or ranking systems.
“Developing Employees for Future Success” (Chapter 9) shows the student how as-
sessment, job experiences, formal courses, and mentoring relationships can be used to
develop employees for future success. Chapter 10, “Separating and Retaining Employ-
ees,” discusses how to maximize employee satisfaction and productivity and retain
valuable employees as well as how to fairly and humanely separate employees if the
need arises because of poor performance or economic conditions.

Part 4 covers rewarding and compensating human resources, including how to de-
sign pay structures, recognize good performers, and provide benefits. In Chapter 11,
“Establishing a Pay Structure,” we discuss how managers weigh the importance and
costs of pay to develop a compensation structure and levels of pay for each job given
the worth of the jobs, legal requirements, and employee’s judgments about the fairness
of pay levels. The advantages and disadvantages of different types of incentive pay in-
cluding merit pay, gainsharing, and stock ownership are discussed in Chapter 12,
“Recognizing Employee Contributions with Pay.” Chapter 13, “Providing Employee
Benefits,” highlights the contents of employee benefit packages, the ways that organi-
zations administer benefits, and what companies can do to help employees understand
the value of benefits and control benefits costs.

Part 5 covers other HR goals including collective bargaining and labor relations,
managing human resource globally, and creating and maintaining high-performance
organizations. “Collective Bargaining and Labor Relations” (Chapter 14) explores
human resource activities where employees belong to unions or are seeking to join
unions. Traditional issues in labor-management relations such as union structure
and membership, the labor organizing process, and contract negotiations are
discussed, as well as new ways unions and management are working together in less
adversarial and more cooperative relationships. In “Managing Human Resources
Globally” (Chapter 15), HR planning, selection, training, and compensating in



international settings are discussed. We show how global differences among coun-
tries affect decisions about human resources. The role of human resources in creat-
ing an organization that achieves a high level of performance for employees,
customers, community, shareholders, and managers is the focus of Chapter 16,
“Creating and Maintaining High-Performance Organizations.” The chapter
describes high-performance work systems and the conditions that contribute to high
performance and introduces students to the ways to measure the effectiveness of
human resource management.

Preface
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The third edition of
Fundamentals of Human
Resource Management
fundamentals of continues to offer students
Human Resource Management a brief introduction to
HRM that is rich with
examples and engaging in
its application.

Please take a moment to
page through some of the
highlights of this new
edition.
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WHAT DO | NEED TO KNOW?

Assurance of learning:

® Learning objectives open each chapter.

® Learning objectives are referenced in the page
margins where the relevant discussion begins.

® The chapter summary is written around the same
learning objectives.

¢ The student quiz on the textbook OLC and instructor
testing questions are tagged to the appropriate
objective they cover.

What Do | Need to Know?

Atter reading this chapter. you

should be able to

LO1  Discuss how to link training programs
to organizational needs.

L02 Explain how to assess the need for
training.

L3  Explain how to assess employees
readiness for training.

104  Describe how to plan an effective
training program

L05  Compare widely used training
methods

106  Summarize how to implement a
successful training program

L07  Evaluate the success of a training
program

L08  Describe training methods for
employee orientation and diversity
management

Engage students through examples of compa-
nies where the HR department has fallen
short. Discussion questions at the end of each
example encourage student analysis of the sit-
uation. Examples include: “When Employees
Steal,” “Discriminating against Pregnant
Workers,” and “Sneaky Recruiters.”




Best Practices

Gentle Giant Moving

Team members are ex- take on

UPDATED!

Engage students through examples of companies
where the HR department is working well.
Examples include: “Healthwise Knows the Value
of a Valued Employee,” “Gallup Helps Wesley
Medical Center Find Practical Selection
Methods,” and “Valuing Diversity at JPMorgan
Chase.”

COMPUTERS REV UPTRAINING AT DETROIT DIESEL

The toughest training challenge
for Detroit Diesel, which makes
engines for commercial trucks, is
motivating independent service
technicians to keep up with new
product developments so that
they can correctly diagnose and
fix problems. The company had
formerly combined classroom
training with service bulletins. But
classes in which experts learned
alongside new technicians were
dull for the former group and con-
fusing for the latter, and the bulle-
tins mainly sat in e-mail in-boxes.
R —

Engage students through examples of how
HR departments are utilizing technology
today. Examples include: “High-Tech
Flexibility at Bank of the West” and
“Video Résumés—Perilous Policy?”

The company posted about three
dozen Web-based courses online
organized by engine type. Techni
cians, based on their career goals
and the needs at their location,
choose which courses to access
Classroom training is offered only
to technicians who have already
completed the relevant online
coursework. That frees instructors
to focus on the strengths of class
room training, such as collabora
tion and hands-on work.

Technical bulletins are now
posted online, along with an op-

take them become eligible to re
ceive rewards from Detroit Diesel
Also, the company places random
calls asking technicians questions
about the bulletins. If they answer
correctly, their company earns a
prize.

With computers, Detroit Diesel
has increased the amount of inter-
action in its training program—
and with that, the enthusiasm of

UPDATED!

E

There is 50 much to know about
working at any organization that,

* Allow for conversation —Set products and industry regula:
tions. Employees appreciate
the opportunity to review the
facts over and over at their

o
being clear about whers to go?

* Start where employees are
Tell them who you are, how

your job relates 1o theirs, and ye
can improve the training
next time

how the location of the orien.
tation relates 10 where they
will be working
* Keep it simple—Hold off on
the piles of forms and manuals *
as long as possible. Can em- credit union gives each
empioyee a deck of flashcards

ployees sign up for insurance

HR HOW TO

Engage students through specific steps to creat-
ing HRM programs and tackling common chal-
lenges. Examples include: “Employee Surveys,”
“Supervising Your Parents’ Generation,” and
“Interviewing Effectively.”

t?

A recent survey of U.S.-based cor-  of training courses. Four out of Source: "Traming 207 industry Repor.” Faining.
porations found that over half ten said they used outside experts NevemberDecember 207 s, -2
were ing the i o content.

- Did You;Know?

Percentage of Companies Outsourcing Task

Instruction '
Custom Content '
Learner Support l

DID YOU KNOW?

Engage students through interesting statistics
related to chapter topics. Examples include: “Even
Office Work Can Tire You,” “One in Three Posi-
tions Are Filled with Insiders,” and “Employers
Are Googling and Social Networking, Too.”

UPDATED!
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