[bookmark: hrm-611-final-exam-focused-revision-guid]HRM 611: Final-Exam Mind map
[bookmark: lecture-1-introducing-human-resource-man]Lecture 1: Introducing Human Resource Management
[bookmark: core-concepts]Core concepts
Human resource management (HRM) is the process of acquiring, training, appraising, compensating, and supporting employees, including attention to labor relations, health and safety, and fairness. HRM supports the broader management process because staffing, employee development, performance, compensation, and employee relations affect planning, organizing, leading, and controlling.
Line managers have direct authority over their employees and perform important HR duties, including placing the right person in the right job, orienting and training employees, managing performance, controlling labor costs, and protecting employee health and safety. HR managers perform line, coordinative, and staff/advisory functions. In small businesses, entrepreneurs and general managers often need HR knowledge because a dedicated HR department may not exist.
Employee engagement refers to employees’ sense of involvement, commitment, belonging, and connection to their work and organization. Recognition programs, open communication, opportunities for growth, meaningful work, and employee input can strengthen engagement. Engaged employees are generally associated in the course material with greater productivity, innovation, and commitment.
Ethical HR practices affect organizational reputation. Fair treatment, consistent procedures, respect for employees, legal compliance, and responsible handling of employee information can strengthen trust and reputation; unethical treatment can damage both.
The course also identifies changing ways of organizing HR work. Transactional HR handles routine services such as payroll and basic benefits questions. Corporate HR focuses on strategic, organization-wide workforce issues. Embedded HR places HR representatives within business units so they understand local needs. Centers of expertise provide specialist advice for areas such as organizational change, compensation, or talent management.
[bookmark: recruitment-technology-and-orientation]Recruitment technology and orientation
Orientation introduces new employees to the organization, its culture, policies, people, and work expectations. It is part of onboarding and begins the employee’s socialization process. Technological advancement has supported online recruitment, applicant tracking, digital communication, and the growing use of social media in recruitment.
[bookmark: exam-checkpoints-questions-16]
[bookmark: lecture-2-strategic-human-resource-manag]
Lecture 2: Strategic Human Resource Management
[bookmark: strategic-management-and-planning]Strategic management and planning
Strategic plans are generally long-term plans that establish the organization’s direction, priorities, and competitive approach. Strategic HRM aligns people, capabilities, and HR practices with organizational strategy. The central question is whether the organization has, and can develop, the people needed to execute its strategy.
Organizations may use corporate-level strategies, business-level (competitive) strategies, and functional strategies. A company may adopt a hybrid strategy by combining elements of different competitive strategies when its market position requires more than one approach.
Managers contribute to strategic planning in several ways. Competitive intelligence supplies information about industry trends, competitors, customers, and external conditions. This information helps the organization anticipate workforce and capability requirements. 
[bookmark: strategic-hr-tools]Strategic HR tools
A strategy map visually links strategic objectives and shows how capabilities and activities support organizational results. An HR scorecard translates HR objectives into measures and indicators that help assess the contribution of HR to strategy. A digital dashboard presents current or real-time key performance indicator (KPI) information visually. It supports monitoring and decision-making; it does not replace performance evaluation processes.
Evidence-based HR (EBHRM) uses relevant evidence, such as organizational data, research findings, professional expertise, and stakeholder perspectives, to improve HR decisions. Its benefit is greater credibility of HR decision-making.
[bookmark: exam-checkpoints-questions-712]
[bookmark: lecture-3-job-analysis-interviews-compet]Lecture 3: Job Analysis, Interviews, Competencies, and Job Redesign
[bookmark: job-analysis]Job analysis
Job analysis is the systematic process of determining the tasks, duties, responsibilities, and capabilities required for a job. Its information supports recruitment, selection, training, performance management, and compensation decisions.
The two main outputs are:
	Document
	Main question answered
	Contents

	Job description
	What does the job involve?
	Duties, responsibilities, tasks, reporting relationships, and working context

	Job specification
	What kind of person can perform it?
	Knowledge, skills, abilities, qualifications, experience, and other requirements


The basic process is to identify the purpose of the analysis, review background information, select representative positions, collect information through methods such as interviews, observation, questionnaires, and diaries/logs, verify the information, and develop or update job descriptions and specifications.
Job analysis Information collection methods:
· Interview: Direct discussions with employees/supervisors; quick insights but risk of distorted info.
· Questionnaires: Employees fill structured or open-ended forms; efficient for large groups but costly to design/test.
· Observation: Managers watch employees’ physical tasks; gives firsthand data but time-consuming and limited for mental work.
· Diaries/Logs: Workers record activities and time; offers a fuller picture but relies on accurate recall.
· Interviewing Guidelines: Select knowledgeable workers, build rapport, use structured questions, rank duties, and verify data.
[bookmark: interviews-and-competency-models]Interviews and competency models
A structured interview follows a predetermined guide, with consistent questions and procedures across applicants. This improves comparability and can support fairness. An unstructured interview is more spontaneous and has no fixed question sequence. Situational questions ask what a candidate would do in a hypothetical situation; behavioral questions ask what the candidate did in a past situation; knowledge and background questions assess job-related expertise and experience.
A competency model identifies the knowledge, skills, abilities, and behaviors associated with effective performance. Competencies do not exclude workplace behavior, and competency models can support employee development, career planning, selection, training, and performance management.
[bookmark: job-redesign]Job redesign
Job enlargement adds more tasks at the same general level of responsibility; it increases horizontal breadth. Job enrichment adds greater responsibility, autonomy, authority, or depth. Job rotation moves employees among jobs or assignments to broaden experience and skills. Job descriptions should be updated when work, technology, responsibilities, or organizational needs change.
[bookmark: exam-checkpoints-questions-1318]
[bookmark: lecture-4-recruitment-selection-and-work]Lecture 4: Recruitment, Selection, and Workforce Forecasting
[bookmark: recruitment-and-selection-sequence]Recruitment and selection sequence
The recruitment and selection process begins before interviews. A typical sequence is to determine positions to fill through personnel planning and forecasting, build an internal or external candidate pool, collect applications and conduct initial screening, apply selection tools, and then interview candidates and decide whom to offer the job.
Personnel planning determines what positions the organization needs and how those positions should be filled. Forecasting addresses both labor demand and labor supply:
	Forecast
	Meaning

	Demand forecast
	The number and types of employees the organization will need

	Internal supply forecast
	The employees, skills, promotions, transfers, and succession possibilities available inside the organization

	External supply forecast
	The candidates available outside the organization, considering labor-market conditions, skills availability, demographics, and competition


Trend analysis identifies patterns in employment levels over time. Ratio analysis uses historical relationships between a business indicator and the number of employees needed. Scatter plotting examines the relationship between variables graphically and can support staffing forecasts.
[bookmark: internal-and-external-recruitment]Internal and external recruitment
Internal recruitment may involve posting open positions, rehiring former employees, and succession planning supported by HR information systems. Hiring from within can improve organizational knowledge, career opportunities, and continuity, but it usually does not introduce entirely new perspectives to the same extent as external recruitment.
External sources include internet recruiting, advertising, employment agencies, temporary and alternative staffing, outsourcing or offshoring, executive recruiters, on-demand recruiting services, college recruiting, referrals, and walk-ins.
Recruiting success depends on strategic alignment, not merely on the number of available candidates. Centralizing recruiting activities can improve consistency and compliance with equal employment opportunity (EEO) requirements by standardizing processes and oversight. It does not eliminate workforce planning or guarantee lower turnover.
[bookmark: exam-checkpoints-questions-1924]
[bookmark: lecture-5-selection-tests-background-che]Lecture 5: Selection Tests, Background Checks, and Interviews
[bookmark: reliability-and-validity]Reliability and validity
Reliability means consistency: a reliable test tends to produce similar results under consistent conditions. Validity means that the test measures what it is intended to measure and is meaningfully related to job performance. A test may be reliable but invalid. For example, it may consistently measure an irrelevant characteristic.
A sound validation process begins with job analysis to identify critical requirements and competencies. The organization can pilot the assessment, compare test results with objective performance measures, and monitor reliability and validity over time.
[bookmark: selection-methods]Selection methods
	Method
	What it assesses

	Knowledge or skills test
	Technical or functional expertise

	Ability test
	Cognitive ability, problem solving, or other capabilities

	Personality/behavioral assessment
	Work style, interpersonal tendencies, and behavioral characteristics

	Work sample/job tryout
	Performance on simulated or actual job tasks

	Achievement test
	Existing or acquired job knowledge and competence

	Motor ability test
	Physical or motor capabilities relevant to the job


Personality tests should not normally be used as the sole selection method in every situation. Selection decisions should use job-related, validated, and appropriately combined evidence.
[bookmark: background-investigations-and-fairness]Background investigations and fairness
Background investigations verify information such as employment history, education, credentials, references, criminal records, credit history, and other relevant public records, subject to applicable law and consistent procedures. Their purpose includes checking applicant claims rather than relying only on self-reported information.
To improve fairness, qualified individuals should interpret test results. Organizations should apply consistent conditions and criteria to all applicants, use job-related measures, protect confidentiality, and communicate appropriately about the selection process. Giving some applicants advance access to test questions would create unfair advantage rather than fairness.
[bookmark: applicant-tracking-systems]Applicant Tracking Systems
An Applicant Tracking System (ATS) can improve recruitment efficiency by organizing applications and screening out applicants who do not meet stated minimum requirements. ATS screening should be based on accurate, job-related criteria and should be monitored for unintended bias.
[bookmark: exam-checkpoints-questions-2530][bookmark: lecture-6-training-development-and-organ]Lecture 6: Training, Development, and Organizational Development
[bookmark: orientation-and-onboarding]Orientation and onboarding
Employee orientation begins the socialization process by helping new employees understand the organization, culture, policies, role expectations, and essential skills. Onboarding should immerse new hires in the organization and equip them to contribute effectively from the beginning.
[bookmark: training-process]Training process
The course presents four main stages:
	Stage
	Main purpose

	Needs assessment
	Identify the training need and determine whether training fits the organizational context

	Set objectives and measures
	Specify what trainees should achieve, the expected behaviors, and the results used to judge success

	Deliver the training
	Implement the planned learning activities

	Evaluate
	Assess the effectiveness and results of the training


Training objectives should identify both the expected employee behavior and the results of that behavior. Training may be customized for departments and roles, aligned with organizational goals, delivered through technology, and linked with performance management and development planning.

[bookmark: development-and-organizational-developme]Training evaluation can examine different levels. 
· Reaction: Gauges trainee satisfaction with the training experience; high satisfaction shows engagement but doesn’t prove effectiveness.
· Learning: Assesses knowledge or skill gained through tests or demonstrations; essential for enabling behavior change.
· Behavior: Measures whether trainees apply new skills on the job; true impact is seen in changed workplace performance.
· Results: Evaluates organizational outcomes like productivity or customer service; benefits may take time to appear.
Development and organizational development
Management development programs build managers’ capabilities over the long term, including leadership, decision-making, communication, and strategic skills. They differ from immediate performance correction, which may require performance analysis, coaching, or targeted training.
Organizational development (OD) is broader than individual skill improvement. It focuses on planned efforts to improve organizational effectiveness, systems, culture, processes, teamwork, and the organization’s ability to adapt. It may include individual development, but it is not exclusively individual.
[bookmark: exam-checkpoints-questions-3136]
[bookmark: lecture-7-performance-management-and-app]Lecture 7: Performance Management and Appraisal
[bookmark: performance-management-versus-appraisal]Performance management versus appraisal
Performance management is an ongoing cycle of setting expectations, monitoring performance, providing feedback and coaching, evaluating results, and using the information for development. Traditional performance appraisal is more narrowly associated with a periodic evaluation. Performance management places stronger emphasis on continuous improvement and employee development.
Performance appraisal serves administrative and developmental purposes. It can support decisions about compensation, promotion, training, feedback, and career planning. Employees should receive clear expectations and, before an appraisal interview, advance notice can improve preparation and the quality of the discussion.
[bookmark: competencies-and-appraisal-methods]Competencies and appraisal methods
Competencies include both technical knowledge and workplace behaviors. They may involve communication, teamwork, customer orientation, leadership, judgment, reliability, and job-specific expertise.
	Method
	Main feature
	Key point

	Simple ranking
	Orders employees from highest to lowest
	Gives relative comparisons

	Paired comparison
	Compares each employee with every other employee
	Becomes difficult as the number of employees increases

	Forced distribution
	Places employees into predetermined performance categories
	Can create fairness and morale concerns if categories are imposed rigidly

	Graphic rating scale
	Rates traits or performance dimensions numerically
	Simple to use and produces numerical ratings

	BARS
	Uses behaviorally anchored performance scales
	Connects ratings to behavioral examples

	Behavioral observation scale
	Rates the frequency of observed behaviors
	Focuses on behavior occurrence

	Critical incidents
	Records especially effective or ineffective behavior
	Requires timely, specific documentation

	MBO
	Evaluates achievement of agreed objectives
	Emphasizes results and goal attainment

	Merged methods
	Combines features of multiple methods
	Can provide a broader assessment


Common appraisal problems include subjectivity and bias, leniency, strictness, central tendency, halo effect, and legal risk. Clear standards, job-related criteria, documented examples, trained evaluators, and constructive feedback can reduce these problems.
[bookmark: exam-checkpoints-questions-3742]
[bookmark: lecture-8-strategic-pay-and-compensation]Lecture 8: Strategic Pay and Compensation
[bookmark: pay-concepts-and-equity]Pay concepts and equity
Direct compensation is monetary pay received for work. It includes base pay and variable incentives such as bonuses, commissions, profit-sharing, and stock options. Indirect compensation consists of benefits, including legally required benefits and optional benefits such as paid time off, health insurance, retirement plans, disability and life insurance, tuition reimbursement, dependent-care assistance, and flexible work arrangements.
Equity theory states that employees compare their inputs, such as effort, skills, and experience, with outputs, such as pay and benefits. The course distinguishes:

	Equity type
	Meaning

	External equity
	How the organization’s pay compares with market pay for similar jobs

	Internal equity
	Fairness of pay relationships among jobs within the organization

	Individual equity
	Fairness of an individual employee’s pay relative to contribution and performance

	Procedural equity
	Fairness and consistency of the processes used to determine pay


Salary surveys provide market information and primarily support external equity when setting pay rates.
[bookmark: job-evaluation-and-pay-grades]Job evaluation and pay grades
Job evaluation systematically determines the relative worth of jobs by comparing factors such as skill, effort, responsibility, and working conditions. Common methods include job ranking, job classification, and the point-factor method.
The point method generally provides more precise differentiation among jobs because it assigns points to compensable factors. Job classification places jobs into predefined classes or grades and is simpler but generally less precise. A pay grade may contain a minimum, midpoint, and maximum salary range.
Grouping similar jobs into pay grades simplifies compensation administration by reducing the number of separate salary levels. It does not eliminate the need for workforce planning, and adding benchmark jobs does not itself simplify administration.
[bookmark: broadbanding-and-competency-based-pay]Broadbanding and competency-based pay
Broadbanding consolidates many narrow pay grades into a smaller number of wide salary bands. It increases flexibility and reduces the number of grades; it does not create more narrow grades.
A traditional pay plan bases pay mainly on the position, job title, responsibilities, and job grade. Competency-based pay rewards the range and depth of skills, knowledge, or competencies an employee possesses, rather than only the position occupied. It encourages skill development and workforce flexibility.
[bookmark: exam-checkpoints-questions-4348]


[bookmark: lecture-9-career-development-coaching-tr]Lecture 9: Career Development, Coaching, Transfers, and Dismissal
[bookmark: career-development-and-retention]Career development and retention
Career development is an important retention tool and is nearly as important as compensation. Organizations can support retention through competitive compensation, flexible work arrangements, career paths, development opportunities, mentoring, recognition, open communication, and a positive work environment.
Performance appraisals should not be restricted to judging past performance. Their information can identify strengths, development needs, career interests, readiness, and possible future opportunities. Thus, performance management can be linked to career development.
[bookmark: mentoring-and-coaching]Mentoring and coaching
Both formal and informal mentoring programs may exist. Formal mentoring is structured and organization-sponsored; informal mentoring develops naturally through workplace relationships.
Coaching is an ongoing process that supports employee performance and development. Effective coaching includes establishing rapport, defining goals, providing constructive feedback and positive reinforcement, and following up on employee progress. 
[bookmark: transfers-promotion-and-dismissal]Transfers, promotion, and dismissal
A job transfer moves an employee to another job or location and does not always involve a salary or grade increase. Promotion decisions may consider performance, potential, seniority, and job requirements. Fairness requires transparent, equitable, and consistently applied criteria.
Dismissal may result from unsatisfactory performance, misconduct, or redundancy. Organizations should follow applicable employment laws, treat employees fairly and respectfully, and maintain thorough documentation of performance problems and disciplinary actions. Clear documentation helps reduce the risk of wrongful-discharge lawsuits; ignoring documentation and reducing communication do not.
[bookmark: exam-checkpoints-questions-4954]
[bookmark: lecture-10-workplace-safety-health-and-s]Lecture 10: Workplace Safety, Health, and Stress
[bookmark: safety-culture-and-behavior-based-safety]Safety culture and behavior-based safety
Behavior-based safety emphasizes observing workplace behaviors, identifying safe and unsafe practices, and providing constructive feedback to improve safety performance. It is part of a broader safety culture that depends on management commitment, leadership, employee involvement, communication, training, recognition, and supportive working conditions.
Leadership training for supervisors can strengthen a supportive safety environment because supervisors influence daily expectations, reporting, feedback, and compliance with safe work procedures. Employee participation is also important: suggestion-box rewards encourage employees to offer ideas for improving safety.
[bookmark: accident-prevention-and-retraining]Accident prevention and retraining
Accident prevention addresses unsafe conditions and unsafe acts. The course emphasizes hazard analysis, safety reviews, engineering controls, training, screening, personal protective equipment, and the hierarchy of controls. After an accident, retraining employees on safe procedures can reinforce correct work methods and reduce recurrence. Reducing inspections or limiting supervisor involvement would weaken safety management.
[bookmark: stress-burnout-and-workaholism]Stress, burnout, and workaholism
Workplace health includes physical hazards and psychological risks such as stress, burnout, and depression. Employees should not be encouraged to ignore early signs of stress merely because productivity remains high. Workaholism is identified as a possible internal contributor to job stress. Employers should provide supportive policies, accessible resources, communication, and a healthy work environment.
[bookmark: exam-checkpoints-questions-5560]
[bookmark: high-yield-distinctions]High-Yield Distinctions
	Do not confuse
	Correct distinction

	Orientation vs. job analysis
	Orientation socializes new employees; job analysis identifies job duties and requirements.

	Reliability vs. validity
	Reliability is consistency; validity is measuring the intended construct and relating it to performance.

	Job description vs. job specification
	Description covers duties; specification covers employee qualifications and capabilities.

	Job enlargement vs. job enrichment
	Enlargement adds tasks at the same level; enrichment adds depth, autonomy, or responsibility.

	HR scorecard vs. digital dashboard
	Scorecard organizes HR performance measures; dashboard displays current KPI information visually.

	Internal vs. external recruitment
	Internal recruitment uses current/former organizational talent; external recruitment accesses outside sources and perspectives.

	Training vs. management development
	Training commonly addresses job-related capability; management development builds longer-term leadership capability.

	Performance appraisal vs. performance management
	Appraisal is usually periodic evaluation; performance management is an ongoing development and feedback cycle.

	Graphic rating vs. paired comparison
	Graphic rating gives numerical ratings; paired comparison compares each employee with others and becomes difficult in large groups.

	External vs. internal equity
	External equity compares market pay; internal equity compares pay relationships among jobs inside the organization.

	Classification vs. point method
	Classification places jobs into grades; point method assigns factor points and is generally more precise.

	Broadbanding vs. traditional pay grades
	Broadbanding uses fewer, wider bands; traditional systems use more defined grades and ranges.

	Mentoring vs. coaching
	Mentoring supports broader career development; coaching focuses on goals, feedback, progress, and performance/development.

	Transfer vs. promotion
	A transfer changes job or location without necessarily increasing grade or pay; promotion generally involves advancement.

	Safe behavior feedback vs. retraining
	Behavior-based safety observes and reinforces behavior; retraining reinforces procedures, especially after an incident.


[bookmark: complete-answer-key][bookmark: final-revision-strategy]
