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We believe that personnel departments will play a
key role in determining the success of our organi-

zations and society during the remaining years of
the twentieth century.
The Authors

The first edition of Personnel Management and Human Resources took nearly
six years to research and write. It exacted a high price in time, effort, and
emotion. So when the book was published, we were most gratified by its wide
acceptance. More than 100 colleges and universities in the United States
adopted it as the cornerstone of their personnel management course. The
Canadian edition (adapted by Professors Hermann F. Schwind, T. P. Hari Das,
and Frederick C. Miner, Jr., of St. Mary’s University) quickly became the leading
personnel textbook in Canada. Interest in the book even led to Spanish,
Portuguese, and French translations—in addition to an international student
edition, published in Japan.

We attribute the book’s widespread acceptance to its practical orientation.
Professors and students report to us that it is understandable and pragmatic. As
we wrote in the preface to the first edition:

Although balanced and thorough coverage is the most important feature of
the book, we believe that readers and instructors want more than that.
Comments from colleagues and students convinced us that an introductory
personnel management text also must be readable and teachable. It should:

e Capture the interest of readers
e Reflect the flavor and challenges of this exciting field
e Provide instructors with a flexible teaching tool

We retained this same approach and purpose in the second edition—while
updating the content, coverage, features, and supplementary material.

Purpose

This book builds on the premise that modern organizations are the most
important innovations of our era. Organizations succeed by effectively and
efficiently combining resources to achieve stated objectives. Although all
resources are necessary for success, readers will sense our belief that people are
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the pivotal resource for any employer. How well an organization attains,
maintains, and retains its human resources determines its success or failure.
And the success or failure of our organizations shapes the well-being of every
person on the planet.

The purpose of this book is to explain the personnel department’s role in
dealing with human resources. It introduces the foundations and challenges of
modern personnel management, presenting the key concepts, issues, and
practices of this dynamic field without being encyclopedic. Our focus is
practical. We emphasize the applications of this knowledge so that readers will
gain a useful understanding of the subject, whether they seek careers in
personnel management or in other disciplines.

Balanced Coverage

Throughout the book, we aim for a balanced coverage of traditional topics and
emerging concerns. We explore the well-established concepts and practices that
form the core of modern personnel management and then go beyond these
proven techniques to discuss the challenges and innovations that confront
today’s personnel professionals.

In the second edition we have undertaken a major revision of the content to
reflect the dynamic changes occurring in personnel management and human
resources. Greater emphasis has been put on the theme of productivity
improvement and on how personnel departments can contribute to this
important organizational goal. More than 100 examples from named companies
have been added to illustrate the applicability of key concepts.

New chapters have been included—such as Chapter 5, “Job Analysis and
Design,” and Chapter 8, “Orientation and Placement.” Chapter 17, “Personnel
Communications Systems,” and Chapter 19, “Quality of Work Life,” have been
revised to reflect new approaches in these areas. In other cases—such as in Part
VI, on union-management relations—we have carefully consolidated the materi-
al into fewer chapters with very little loss of content. The continued importance
of equal employment opportunity is reflected in a much more rigorous treatment
of this topic in Chapter 3. Readers are introduced to key court decisions and
such persistent issues as comparable worth. Subsequent chapters integrate
issues of equal employment opportunity into the discussion of specific person-
nel activities. For example, Chapter 7, “Employee Selection,” examines the
EEOC’s uniform selection guidelines, the four-fifths rule, bottom-line results,
and other EEO issues. Besides the integration of key concepts from one chapter
to the next, a variety of new topics have been introduced within each of the
chapters. A few of the new or expanded subjects include quality circles,
burnout, attitude survey feedback, obsolescence, productivity, ergonomics, and
relevant court cases.

The updating and upgrading of content take place within a traditional format
that addresses the major functions of personnel management. The book is
organized into seven parts, each with a brief overview about its importance to
the reader. Part I, “Foundations and Challenges,” discusses the internal,
external, and equal employment challenges that are shaping the field of
personnel management. Part [I, “Preparation and Selection,” examines human
resource planning and the analysis and design of jobs and then concludes with a
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discussion of recruitment and employee selection. Part IIl, “Development and
Evaluation,” picks up where the selection process ends. The need for careful
attention to orientation and placement is discussed in one chapter; the
importance of training and development is emphasized in the next. The popular
career planning chapter that follows describes corporate and individual ap-
proaches to career advancement. The performance appraisal chapter explains
how performance is evaluated.

Once human resources are obtained, developed, and evaluated, they must
be maintained. Part [V, “Compensation and Protection,” discusses how organi-
zations compensate employees with wages, benefits, and services. Since the
personnel department plays a key role in the security, safety, and health of the
workers, these topics and their legal ramifications also are explored. Part V,
“Employee Relations,” treats many of the day-to-day issues confronting modern
personnel departments. Here the topics of motivation and satisfaction are
discussed, as well as stress, counseling, and discipline. Personnel communica-
tions systems, change, and organizational development are areas of growing
concern to many personnel departments, and so they also are explained. Part V
ends with a look at efforts in quality of work life, which are becoming major
personnel tools as organizations battle for higher productivity.

The topics in Part VI, “Union-Management Relations,” remain an ongoing
concern for many personnel departments. Readers will find a concise explana-
tion of the union-management framework used in unionized and nonunionized
organizations. An examination of bargaining techniques and contract adminis-
tration also is included. Part VII, “Personnel Management in Perspective,” ends
the book with a look at personnel research and audits.

Key Features

The first edition incorporated a variety of features that added relevance and
interest to the material. As we revised the book, we were able to modify many
features to further their contribution to the learning process.

1. Real-life examples. The second edition contains over 200 examples drawn
from business and government organizations. Many of these are new. They
demonstrate the relevancy of personnel topics, create interest for the reader, and
reinforce key concepts. Since users told us that they prefer examples from
named organizations, virtually all the new vignettes are from readily recogniz-
able North American corporations. To provide greater continuity and integration,
the book uses the same organizations in different examples throughout a
chapter.

2. Two-color figures. Over 130 two-color figures appear throughout the text.
These figures illustrate concepts and their relationships while adding visual
variety to the book. Where appropriate, new figures have been added or old ones
have been updated.

3. Chapter objectives. Each chapter begins with an expanded list of learning
objectives that prepare the reader for the major ideas ahead and help identify key
concepts. (These objectives are useful review tools, especially when compre-
hensive final examinations are used.)



PREFACE

4. Chapter quote. Each chapter opens with a brief quotation or two by a
leading authority in the field. These quotes are designed to stimulate interest,
provide a perspective on the chapter, and offer an interesting counterpoint to
today’s conventional wisdom.

5. Opening example. To focus attention on a key concept, the text of each
chapter usually starts with an example drawn from a major North American
corporation.

6. Chapter summary. Each chapter concludes with a brief summary that
captures its main thoughts.

7. Terms for review. Following the summary is a list of the key terms
introduced in the chapter. These terms are italicized and explained in the text,
and their number has been expanded in the second edition. Definitions of key
terms are listed in the glossary at the end of the book.

8. Review and discussion questions. Each end-of-chapter section includes
several review and discussion questions. Some request a summarization of the
ideas found in the chapter, and others seek an application of the chapter’s
concepts to specific problems.

9. Chapter incidents. Each chapter presents classroom-tested incidents that are
suitable for discussion or independent study. These incidents emphasize the
application of the material in the chapter to realistic situations that the readers
may encounter.

10. References. Each chapter provides a mixture of classic and current referenc-
es that enable the reader to pursue topics in greater depth. The second edition
has greatly expanded the number of references to provide readers with more
detailed documentation.

11. Glossary. Since this book is intended as an introduction to personnel
management and human resources, a thorough glossary is included in the
Appendix. The glossary has been significantly expanded in this edition to
include many new concepts.

12. Personnel publications. Another Appendix section provides a brief list of
major journals, magazines, and other periodicals relating to the fields of
personnel management and human resources.

Supplementary Materials

To augment the balanced coverage and interest-building features of the book, a
comprehensive instructor’s manual and a test bank are available to adopters.
Users of the first edition reported that the instructor’s manual and test bank were
two of the most thorough teaching resources available in the personnel
management field. For the second edition, we have expanded these useful
teaching tools.

Instructor’s manual The instructor’s manual is a resource book. Section
1 contains the sample course syllabus, alternate course designs, suggested term
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projects, a film and videotape bibliography, and other instructional resources.
Section 2 provides chapter-by-chapter materials such as lecture notes keyed to
chapter outlines, experiential in-class exercises, answers to review and discus-
sion questions, and comments on chapter incidents. Section 3 holds a complete
set of transparency masters selected from figures in the text. Even experienced
professors who seldom use an instructor’s manual have commented on its
comprehensive steps and useful suggestions.

Test bank The test bank contains approximately 1000 questions drawn from
the text material. The questions include true-false, multiple-choice, essay, and
other formats. The test bank has been expanded for coverage of new materials in
the second edition.
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