Study unit 1:
Career management – benefits to the organisation
· Staffing inventories – effective career management will ensure a continuous supply of professional/technical/managerial talent
· Staffing from within – requires a strong career management programme to guarantee that employees can perform if not, the Peter Principle applies
· Solving staffing problems – If you employ from within it creates motivation and new external employees feel that the company looks after them and develop them
· Satisfying employee needs – Employees today are highly educated and expect employers to grant them opportunities so their expectations are realised
· Enhanced motivation – an employee is likely to be motivated to perform at peak levels so their career goals are accomplished
· Employment equity -  guidelines demand fair and equitable recruiting.
Successful Career Management
· Must be planned
· Top Management must support career management
· Administrators must not omit or neglect any of career management’s many programmes these include
· Organisational career planning
· Individual career planning
· Integrating organisation and individual plans
· Implementation and evaluation
· Career match – employees and employers should negotiate a mutually acceptable outcome
Organisational Career planning
· Forecasting both long and short term HR needs are important
· Traditional managerial and the professional ladder
· Reasons for using duel ladder is to retain best professional/technical people
· Create a career path for those not interested in a management career
· Increase morale of technical staff
· Create a more equitable non-management compensation structure
Individual Career Planning
· Career counselling – assessments-collection about existing positions in a company – development of strategy to achieve career goals
Implementing Programmes
· Job vacancies
· Appraisal data
· T&D Experiences (training and development)
· Career evaluation
· Career stages
· Establishment
· Advancement
· Maintenance
· Withdrawal
· Evaluation of career programmes ex internal v external hiring rates, turnover rates, exit interview results and audit reports
The Plateaued Employee
· Employee reached highest position level possible within organisation and has no future prospect of being promoted
Dual-Career Couples
· Conflicting alternatives
· Reluctance to approach the company
· Possibility of a no-career couple
· Family vs. work
· Lack of experience with conflict resolution
Study unit 2 – Performance Appraisal
Performance Criteria
· Trait-based – focus on personal characteristics of employee – loyalty, creativity
· Behaviour-based – whether an employee exhibits certain behaviours – works well with others
· Result/outcome-based – accomplished/produced – not always appropriate for every jobs often missing important aspects like quality
Performance appraisal objectives
· Evaluative					Developmental

· Compensation decisions				Performance feedback
· Staffing decisions					Direction for future performance
· Promote,demote,transfer,lay-off		 

· Evaluate selection system 				Identify T&D
The appraisal process
Steps in developing a PA system
· Determine performance requirements
· Choose appropriate appraisal method
· Train supervisors
· Discuss methods with employees
· Appraise according to job standards
· Discuss appraisal with employees
· Determine future performance goals
Legal considerations
· Page 302
Methods for appraising performance CCBN
· Work standards – mostly used for clerical and manufacturing employee
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Common Rater Errors
· Rater bias
· Halo effect
· Central tendency
· Leniency
· Strictness
· Recency/Primacy effect
· Overall ratings
Who should do the rating
· Supervisors
· Peer evaluations
· Customer/client evaluations 360
· Could still fail because of changing ground rules after progress began
· Inadequate attention to identifying what each rater should rate
· Involvement in design
· Choice of raters
· Concise vs. meaningful
· Different interpretations
· Self-ratings
· Reverse appraisals
· Team portfolio appraisals
Monitoring Employees on the Job
· Computerised/electronic appraisal could be a valuable aid to HR managers
Effective PA Systems
Design input steps that involves employees:
1.  Group formation
2. Objectives and concerns
3. Dimensions of performance
4. Policies and procedures
5. TQM approach
Appraisal system evaluation
· Interviews
· Analysis of employees’ records
· Analysis of the relationship between employees and their ratings
· Analysis of pa systems in comparable settings
The Appraisal interview
Problems with the appraisal interview
· Playing God
· Inability to give criticism/effective feedback
· Personality biases
Interview format
· Prepare for the interview
· State the purpose of the interview
· Indicate specific areas of good performance and those that need improvement
· Invite participation
· Focus on development
Problem-solving interviews
· Tell and sell
· Tell and listen
· Problem solving


Study Unit 3: - Training vs. Development
Training – A process whereby people acquire capabilities to aid in the achievement of the organisational goals
Development – The managerial function of preserving and enhancing employees’ competence in their jobs
. Traditional Managerial Skills
· Top Management – Conceptual
· Middle Management – Mix or conceptual and technical
· Lower Management – Technical
Purpose of T & D
· Improve performance
· Update employees’ skills
· Avoid managerial obsolescence
· Solve organisational problems
· Orient new employees
· Prepare for promotion and managerial succession
· Satisfy personal growth needs
T & D Priorities for the 21st Century
· Quality improvement programmes
· Technological change-related programmes
· Customer service T & D programmes
A systems Approach to T & D
· Phase 1 – needs assessment (organisational analysis, operational analysis)
· Individual analysis (committees, performance appraisals, exit interviews)
· Management Succession charts
· Selecting needs-assessment techniques
· Employee involvement
· Management involvement
· Time required
T&D objectives
· Helps determine which methods are appropriated by focusing on areas of employee performance that needs to change
· Objectives clarify what is to be expected from trainer and trainees
· Provide a basis for evaluating the programme afterwards
What are good quality T&D Objectives?
· What will the employee be able to do on completion of training
· Description of the conditions under which the behaviour is expected to occur
· Statement of minimum level of achievement that will be accepted
Delivering of T & D – various methods
· On the Job
· Job rotation
· Enlarged and enriched job responsibilities
· Job instruction training
· Coaching
· Mentoring
· Committee assignments
· Away from the job
· In-house or off-site programmes
· Role-playing
· Management games/simulation exercises
Phase 3 – Evaluation
· Cost-benefit analysis measure
Levels of T & D Evaluation
· Level 1 – how did participants react?
· Level 2 – what did participants learn?
· Level 3 – How did participants’ behavior change?
· Level 4 – What organisational goals were affected?
Successful T & D Programmes for Managers
· Performance appraisal
· Long-range planning
· Top management support
· HRD (Human Resource Department should have:)
· Power skills
· Relationship skills
· Technical skills
· Entrepreneurial skills
The Learning Organisation
· Has the following characteristics:	
· Shift of emphasis from trainer to learner ownership
· Whole range of learning opportunities within organisation is recognised
· Additional learning opportunities are created
South Africa’s Training Challenge
· 3 Factors of sustainable development
· Education and training
· Economic restructuring
· Better management practises
· If SA wants to succeed in new environment have to start building competency base
· National competencies
· Organisational competencies
· Occupational competencies
· Individual generic competencies


Study Unit 4 – Compensation Objectives A R M C
[image: ]Job Evaluation
· The systematic determination of the relative worth of a job within the organisation that results in an organisation’s pay system
· Popular job evaluation methods:
· Job ranking (job vs. job)
· Job vs. standard
· Point method
· Factor comparison method
· The latest job evaluation system in SA is JAS (Job Appreciation System)
Compensation Systems
· Broadbanding (compensation technique that collapse many pay grades in a few wide bands
· Skill-based pay (pay based on how many skills employees have or how many jobs can they do, five types:
· Vertical skill plans
· Horizontal skill plans
· Department skill plans
· Basic skill plans
· Combination plans
Performance-based Systems
· Individual incentive plans
· Piece-rate systems
· Standard hour plans
· Commissions
· Incentive programmes/standard and special
· Gain sharing 

Study Unit 5 – Stress
Controlling Stress – Various ways
· Preventive management
· Maintaining a productive culture
· Management by objectives
· Controlling the physical environment
· Employee fitness facilities
Study Unit 7 0 Diversity management and regulatory changes
· Diverse population in SA
· Ethnic Groups – Africans/Coloureds/Indians/Asians/Whites
· Women
· Younger workers
· People with disabilities
· Sexual/affectional orientation
Managing Diversity
· People can stereotype and have prejudices against others
· Assimilation  - basis for assimilation is bias.  Everyone is measured against the ‘white alpha male’
· People should go for diversity training as HR managers believe it is a good thing but line managers feel that it makes their jobs unnecessary difficult and do not see the ‘bigger picture’.
Study Unit 8 – Competency Based HR Management
· Performance is driven from the top down not from the bottom up
· Performance is the product of winning behavior
· Performance is about achieving specific measurable goals that helps organisation to win
· Is defined by measurement
· Is shaped by the promise of rewards (or the fear of punishment)
Competency Defined
· A behavior, knowledge, skill that describes the expected performance in a particular job
[image: ] 


A Competency based HR Transformation
[image: ]
Competency Identification for the Organisation
· Competency identification methods
· JCAM Job Competencies Assessment Method select a couple of employees, extensive interviews about what makes them great and drawing up a competency model
· The Competency Menu Method – competency lists which can be downloaded from the web
· The Modified DACUM method (Developing A CurriculUM) – use a focus group for collection, analysis and presentation of results
[image: ]
· In competency based employee recruitment and selection, it must meet the following:
· Work outputs as well as job competencies must be clearly stated and aligned
· [bookmark: _GoBack]Key competencies that are the best predictors of job success must be identified by the managers seeking the applicants.
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FIGURE 14.2 A competency-based design process
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Source: Kochanski, J. T., Ruse D. H. (1998) Designing a competency-based human resources organization. Human Resource
Management. 35 (1). pp. 19-33. © John Wiley and Sons. Used with permission.
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FIGURE 14.6 A model for integrating the components of competencies
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FIGURE 9.3 Performance appraisal methods
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Source: Mathis, R. L. and Jackson, J. H., (2008) Human Resource Management, 10th edin. © 2003 South-Western, a part of C
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FIGURE 11.2 objectives of a competitive system

Compensation objective
1. Attract talented applicants —_—)
2. Retain talented employees 4
3. Motivate employees

4. Comply with the law

Obtained by
Wage survey to determine the “going
rate” in the labour market

Job evaluation system that employees
perceive as “equitable”

Reward good performance
Offer incentives

Documentation of HR records
Government legislation





image4.jpeg
TABLE 14.1 Individual competencies versus organisational capabilities

Unit of analysis

The individual The organisation

1 3
Nature of the Technical Technical or functional Technical or business competencies

knowledge, competencies (often called (sometimes called “core

skills or “hard skills”) competence”)

behaviour
2 4

Social Interpersonal of leadership Organisation capabilities (often
competencies (often called embodied in the culture)

“soft skills”)

Source: Ulrich, D. and Brockbank, W. (2005) The HR Value Proposition. HBS Press. p. 75. © Harvard Business Publishin
Wi permission.





