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Preface

Since the publication of the fourth edition of this text, significant changes have
occurred in the human resource management (HRM) field. Changing govern-
ment and legal requirements, increasing frequency of work force reduction, es-
calating demands for a more skilled and better motivated work force, increasing
attention to diversity in the work force, and intensifying global competition are
just a few of the factors that have contributed to making HRM more complex
and important to organizations.

This book emphasizes both the theoretical and practical aspects of HRM.
The theoretical material is presented throughout the text and is highlighted via
the marginal glossary. To help students learn the complex HRM terminology,
we have presented concise definitions of the key terms and placed them in the
margins.

The practical aspects of HRM are presented in examples which are placed
throughout the text of each chapter at the end-of-chapter materials. In addition
to review questions, the end-of-chapter materials provide several indepth discus-
sion questions and two incidents, both of which require that the student apply
the concepts presented in the chapter. Also included among the end-of-chapter
materials in this edition is an experiential exercise for each chapter. These ex-
ercises are designed to illustrate major points made in the chapter and most
can be done in class or assigned as homework. Furthermore, the text portion of
each chapter contains several current examples called “HRM in Action,” which
illustrate how actual organizations have applied the concepts presented in the
chapter. Additionally, several chapters are followed by a key feature called “On
the Job,” which offers practical examples such as a résumé and a sample job de-
scription. Finally, new to the fifth edition are the video cases which appear at
the end of each section. All of these features make this the most readable and
informative edition to date.

The book’s content is arranged in five major sections. Section 1, “Introduc-
tion and Equal Employment Opportunity,” is designed to provide the student
with the foundation necessary to embark on a study of the work of human re-
source management. This section also explores how the legal environment and
the implementation of equal employment opportunity influence all areas of
human resource management. Section 2, “Staffing the Organization,” discusses
the topics of job analysis and design, human resource planning, recruitment,
and selection. Section 3, “Training and Developing Employees,” describes orien-
tation and employee training, management and organizational development,
performance appraisal systems, and career planning. Scction 4, “Compcnsating
Employees,” presents an introductory chapter on organizational reward systems,
and has separate chapters describing base wage and salary systems incentive pay
systems, and employee benefits. Section b, “Understanding Unions and Safety,”
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explores the legal environment and structure of unions, the collective bargain-
ing process, employee relations, and employee health and safety. An appendix is
included that covers human resource information systems.

The following individuals provided valuable assistance through their in-
sightful reviews: Herschel L. Apfelberg, California Polytechnic State University-
Cal Poly; Paul James Londrigan, Mott Community College; James G. Pesek,
Clarion University of Pennsylvania; Cynthia A. M. Simerly, Lakeland Commu-
nity College; and James L. Sturrock, East Texas Baptist University.

We would also like to thank Lucy Hayes of Universal Word Processing and
Design for her assistance in editing and typing the manuscript.

Lioyd L. Byars
Leslie W. Rue
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LEARNING OB)JECTIVES

After studying this chapter, you should be able to:
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Define human resource management.

Describe the functions of human resource management.

Summarize the types of assistance provided by the human resource
deparument.

Explain the desired relationship between human resource managers and
operating managers.

Identify several challenges currently facing today’s human resource
managers.

Outline several potential challenges and contributions presented by an
increasingly diverse work force.

Discuss the role of human resource managers in the future.
Summarize several guidelines to follow when communicating human
resource programs.

Explain, in general terms, how human resource managers can affect

organizational performance.




Human resource
management

Activities designed to provide
for and coordinate the human
resources of an organization.

Human resource functions
Tasks and duties human
resource managers perform (e.g.,
determining the organization’s
human resource needs;
recruiting, selecting, developing,
counseling, and rewarding
employees; acting as liaison with
unions and government
organizations; and handling other
matters of employee well-being).

4 Section 1 Introduction and Equal Employment Opportunity

Human resource management (HRM) encompasses those activities designed to
provide for and coordinate the human resources of an organization. The
human resources (HR) of an organization represent one of its largest invest-
ments. In fact, government reports show that approximately 73 percent of na-
tional income is used to compensate employees.! The value of an organization’s
human resources frequently becomes evident when the organization is sold.
Often the purchase price is greater than the total value of the physical and fi-
nancial assets. This difference, sometimes called goodwill, partially reflects the
value of an organization’s human resources. In addition to wages and salaries,
organizations often make other sizable investments in their human resources.
Recruiting, hiring, and training represent some of the more obvious examples.

Human resource management is a modern term for what has traditionally
been referred to as personnel administration or personnel management. However,
some experts believe human resource management differs somewhat from tra-
ditional personnel management. They see personnel management as being
much narrower and more clerically oriented than human resource manage-
ment. For the purposes of this book, we will use only the term human resource
management.

| Human Resource Functions

Human resource functions refer to those tasks and duties performed in both
large and small organizations to provide for and coordinate human resources.
Human resource functions encompass a variety of activities that significantly influ-
ence all areas of an organization. The Society for Human Resource Management
(SHRM) has identified six major functions of human resource management:

1. Human resource planning, recruitment, and selection.
Human resource development.

Compensation and benefits.

Safety and health.

Employee and labor relations.

Human resource research.

o G w1

Table 1-1 identifies many of the activities that comprise each major human
resource function. Ensuring that the organization fulfills all of its equal employ-
ment opportunity and other government obligations is an activity that overlays
all six of the major human resource functions.

Figure 1-1 presents a slightly different breakdown of the human resource
functions. This breakdown, called the Human Resource Wheel, was developed
by the American Society for Training and Development as part of an effort to
define the field of human resource management.

In an attempt to cover each of the major areas of human resource manage-
ment, this book contains five major sections and an appendix. Section 1 serves
as an introduction and presents material that applies to all major human re-
source functions. It contains one introductory chapter and two chapters on
equal employment opportunity. Section 2 explores those human resource
functions specifically concerned with staffing the organization: job analysis and
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Activities of the Major Human Resource Functions TABLE 1-1

Human Resource Planning, Recruitment, and Selection

*  Conducting job analyses to establish the specific requirements of individual jobs within the
organization.

*  Forecasting the human resource requirements the organization needs to achieve its
objectives.

*  Developing and implementing a plan to meet these requirements.
*  Recruiting the human resources the organization requires to achieve its objectives.

+  Selecting and hiring human resources to fill specific jobs within the organization.

Human Resource Development

»  Orienting and training employees.

»  Designing and implementing management and organizational development programs.
*  Building effective teams within the organization structure.

*  Designing systems for appraising the performance of individual employees.

*  Assisting employees in developing career plans.

Compensation and Benefits
+  Designing and implementing compensation and benefit systems for all employees.

*  Ensuring that compensation and benefits are fair and consistent.

Employee and Labor Relations
*  Serving as an intermediary between the organization and its union(s).

*  Designing discipline and grievance handling systems.

Safety and Health
*  Designing and implementing programs to ensure employee health and safety.

*  Providing assistance to employees with personal problems that influence their work
performance.

Human Resource Research
*  Providing a human resource information base.

*  Designing and implementing employee communication systems.

design and human resource planning, recruiting, and selecting. Section 3 con-
centrates on those tunctions related to training and developing employees,
such as orientation and employee training, management and organization de-
velopment, performance appraisal, and career planning. Section 4 covers all
aspects of employee compensation: motivation theory, base wage and salary sys-
tems, incentive pay systems, and employee benefits. Section 5 deals with
unions, the collective bargaining process, employee relations, and employee
safety and health. The appendix at the end of the book discusses human re-
source information systems.



