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UNIT 1
The role of personnel
management

Section A What Is personnel management? 3

Part 1 Key aspects of personnel management 3

Part 2 Introducing the personnel team 8

Section B Personnel management phllosophy 11
Part 1 Developing your personnel management

philosophy 12

Part2 Motivation —a central issue? 17

Section A: What is personnel management?

Personnel management is both part of every manager’s job as well as a separate
staff function - one through which a personnel director assists all managers in
important ways.

Part 1: Key aspects of personnel management

1 woerm-up

1.1  What are the purposes of personnel management?
1.2 What are the key elements of personnel management?

2 Reading
As youread, complete Chart 1.1 using the information in the text.

The work of personnel specialists varies between human resources management and
personnel management. These are not different phrases with the same meaning, but
different emphases in the work that all such specialists undertake, Personnel manage-
ment is directed mainly at the organisation’s employees; human resources manage-
ment at management needs for human resources (not necessarily employees).

What is personnel management?: Key aspects of personnel management 3



Whaz, then, are the functions of the personnel specialist? According to one expert,
“The direct handling of peaple is, and always has been, an integrat part of every line
managcer’s responsibility, from president down to the lowest-level supervisor.’ So all
managecrs are, in a sense, personnnel managers, since they get involved in activities
like recruiting, interviewing, selecting and training. Yet most firms also have a
specialist department (personnel or human resources). So what are the duties of this
manager? Before answering this question, let's start with a short definition of ‘line’
versus ‘staft” authority.

Line managers arc authorised to direct the work of subordinates ~ they’re always
someone’s boss. In addition, line managers are in charge of accomplishing the basic
goals of the organisation. Stafl managers, on the other hand, are authorised to assist
and advise linc managers in accomplishing these basic goals. $o personnel manage-
ment is very much a part of every line manager’s responsibility. These personnel
management responsibilities include placing the right person on the right job,
orienting, training and working to improve his or her job performance. In small
organisations line managers may carry out these duties unassisted. But as the
organisation grows, they need the assistance, specialised knowledge, and advice of a
separate personncl staff,

Complete Chart 1.1 (an organigram) by writing in ‘line’ or staff”, as appropriate.

Chart 1.1 Line and staff authority

President
=
Assistant o
the President
e}
Personined Research and
manager development
c d__
Froducton Markeimg
manages manager
e f
Quahey control
manager
g
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1.A.1

The personnel department provides this specialised assistancc in the following areas:

® Job analysis (determining the nature of each cmployee's job)

¢ Planning manpower nceds and recruiting job candidates

¢ Selecting job candidates

® Orienting and training new employees

® Wage and salary management (how to compensate cmployees)

® Providing incentives and benefits

& Appraising performance

® Face-to-face communicating (interviewing, counselling, disciplining)
® Developing managers

In addition, the personnel manager should know about:

¢ FEqual opportunity and affirmative action
¢ Employee health and safety
® Handling grievances and labour relations

Above we have listed some of the activitics of the personnel manager. However, we
can alse say that the personnel manager carries out three distinet functions, as
follows:

1. A fwne function. First the personnel director pertorms & line function by directing
the activitics of the people in his or her department and in service areas, e.g. the
plant cateteria. [n other words, he or she exerts line authority,

2. A co-ordinative function. Personuel directors also funciion as co-ordinators of per-
sonnel acuvitics - as “the right arm of the top executive to assure him that
personnel objectives, policies and procedures are bemg consistently carried out,)

3. Staff functions. Staff functions o line management are the ‘bread and butter’ of the
personnel director’s job. These include assisting in the hiring, training, evaluat-
ing, rewarding, counselling, promoting and firing of cmployees at all levels.

3 Comprehension/interpretation

3.1 What difference between human resource management and personnel man-
agement is mentioned in the text?

3.2 What personne] activities are all managers involved in?

3.3 What three personnel functions are mentioned in the text?

3.4 To whom does the personnel manager provide each of these functions?

What 1s personnel management?: Key aspects of personnel management 5



4 Language focus
4.1 Present passive verb forms (see Unit 22 in Language Reference for Business

English)

Laok at the following extracts taken from the Reading passage:

‘Personnel management is directed mainly at the organisation’s employees.’
‘Line managers are authorised to dircct the work of subordinates.’
‘Personnel objectives, policies and procedurcs are being consistently carried out,

Now put the following active sentences into the passive. Include by + the agent
where appropriate and make any necessary changes to the word order. The first
one has been done for you.

1.

N oW L b

=]

All personnel specialists have to undertake both human resources manage-
ment and personnel management.

Both human resources management and personnel! management have to be
undertaken by all personnel specialists.

. At present we are assessing the organisation’s manpower needs,

- We can consider all managers as personnel managers.

- Next week we are offering a seminar on delegation.

. The MD is still considering the new appraisal scheme. We expect to introduce

it later this year,

. The personnel manager’s responsibilities include orienting, training and work-

ing to improve job performance.

. The line managers will be advising the personnel manager during the evalua-

tion.

. In small organisations, line managers may carry out personnel duties un-

assisted,

Now complete the sentences below by choosing an appropriate verb from the list
and putting it into the correct present passive form:

raise ask consult involve make redundant

1.
2.
3.
4,
5.

Johnexpected . _ _ __ __ ___ about the new appraisal scheme,

By_ ___ ______ , John hoped to make his own contribution.

While  ___ ______ , John stated his reservations about the scheme.
He said, ‘Let the questions _ _ _ _ __ __ now rather than later.’
After___ ___ __ _ _  John received many letters of support.

4.2 Like versus as (see Unit 65 in Language Reference for Business English)

Look at the following sentences taken from the Reading passage:

“They getinvolved in activities fike recruiting, interviewing, selecting and training.’
‘Personnel directors also function as co-ordinators of personnel activities.’

The role of personnel management



Now complete the following sentences by putting in as or like:

1. Peter has just been promoted. Now he works ___ assistant sales manager.
2. We offer training courses in areas _ written communication, time
management and counselling.

3. _usual at this time of year, the personnel manager is going to talk about
the new pay awards.

4. The new merit scheme willbe _______follows:

5. Itisjust . _. them to ask for a big pay rise.

6. The situationisexactly __ 1said earlier: high wage rises and low produc-
tivity.

7. The prize is something ______ an award for special performance.

8. Wetrytouse PR consultants __ Brent and Chapel.

5 Word study

The following word table contains some key words from the field of personmel.
Complete the table (the first one has been done for vou).

Verb Noun
recruit recruitment

orientation
perforra

analysis
benefit

evaluation
appraise

development
compensate

promotion

6 Transfer

As we have seen, personnel management is important to all managers. Now

discuss with your colleagues the personnel mistakes that you don’t want to happen
in your organisation, for example:

¢ To hire the wrong person for the job.
* Your people not doing their best.
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