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COURSE From the perspective of the non-personnal

DESCRIFTION: specialiet, the following areas are
addressed: staffing, compensation, labour
ralations, safety administration and enploves
relations.

COURSE Successful managers and administrators of

OBJECTIVE: contemporary public and private organizations

must be fully conversant with fundamental
principles,concepts and theorias related to
finance, marketing, production and personnel
administration.

To be sure, the manager/administrator who doas
not fully understand the dynamics of Fersonnal
Administration is exposing himself to a variesty
of problems which may not only be axtremaly
costly to his firm. but can sericualy impact the
long term viability of the organization,

Tharetore, this course is intended to acquaint
the student with the modern practices of
personnel management as they apply to
recruitment, orientation. induction, wage and
salary administration, union/labour relations,
health and safety administration and benefits
administration. In addition, the course is
intended to eguip the student with =ome of the
skills useful in the daily operation of a modern
personnal offics,

Te help accomplish these objectives students will

be responsible for ensuring all readings and
handout materials are completed as asaigned, In

Al



chatline - BA

24

Fersonnel Administraticn

GRADING:

additien, a term paper and three reviews of
current articles appearing in popular personnel
administration pericdicals are tn hes submittad.

Below is a list of journals and periodicals, many
of which are available in the LRC, from which
articles for the review may be taken. Pleasze do
not feal limited to these periodicals although
cara should be taken to avoid articles which lack
in substancs .

The Personnel Administrator

Persaonnel Journal

Compeansation Review

Labour Law Journal

The Canadian Personnel & Industrial Relations
Journal

Journal Of Management

Harvard Business Heview

Students will be axpected to attend class on a
ragular basis. Any student having more than 6
inexcusable abseances ma ' to
write the final exam. In addition, unless
unpraventably detained, students are expected

to be in class op time.

All assignments must be submitted gn time and in
an acceptable format.

Adsignments with an inordinate number of spelling
errors, which display poor grammatical style, or
which otherwise seem carelessly prepared will be

rety Eﬂﬁﬂ I._J,ngrgﬂﬂd .

Course credit will be determined on the following
basis: )

Mid term Exam 25%
Final Exam 35%
Term Assignment 15%

Three Article Heviews 15% (5% each]
Class Participation
and Attendances 10%

100%
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Conversion of percentages to the 9-point system
will be as followsa:

90 - 100% 9

BQ - A9% B

T3 - TO% T

66 - T2% 6

5T = BE% 5

B0 - BE% 4

45 - 15% 3 Failurae

28 - 44% e

g = 25% 1
COURSE - arvi Far nd Eour
COMTEMT - o i ada .

This short section introduces the student to the
activities of the Personne]l and Human Resoures
Centre, In this section the need for and sCope
of the PHRM (Personnel and Human Resocurce
Management) is explained.

Reading: Chapter 1 - Personnel and Human

Hesource Management.
Pes. 2-33.

LT - fo nd

This section examines the need for and scme
techniques useful in human resource planning.
Setting of objectives, implementing plans and
dealing with roadblocks to HR planning are
discussad,

Reading: Chapter 2 - Human Resource Flanning.
Fgs. 39-87
Chapter 3 - Job De=sign and Job
Analysis.
Pgs. T4-111

Discussion: Case - "Somebady's Got To Go. "
Fg. B7
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Part []I - Staffing

This majer asmctinn explores the procsscs of
staffing. Discussion includes technigues of
interviewing, wvarious selection technigueas and
rrinciples are examined including the use of
tests and panals. This section will also review

various approaches to successful orientation and
induction.

Heading: Chapter 4 - Recrultment and Empl ovyment,

Egquity.
PEas. 119-147

Chapter 5 - Selection., Placement and
Employmant Equity.
Fgs. 153-148

Chapter B - Sslection and Flacement
Decisions and Employment
Equity,
Fege, 184-224

Part IV - Apprai=sing

This section reviews the major techniques used inp
the appraisal of employes performance.
Discussions will alsc include methods and
techniques useful in dealing with performancs
appraisal confliets.

Reading: Chapter 7 - Parformance Appraisal I:
Gathering the Data
Pgs. 229-26%2
Chapter 8 - Parformance Appraisal I1:
Utilizing the Data
Fgs. 265-2B86

Part ¥ - Compansating

This sectlon explores, in depth. various aspects
of wage and salary administration. Included in
this section will be an examination of some basic
systems used in the installation of wage
policies. Pertinent questions relating to saingle
ratas and ranges are considered,

Heading: Chapter 9 - Total Compensation

Fas. 290=-320

Chapter 10 - Performance Based Pay and
ddministratian
Pga. 323-347

Chapter 11 - Benefits Pay and
Administration
Pgs, 3150-364
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This short zection examines the issues relataed to
training and the development of employvee
potential. Also discussed i=s thae concapt af QWL
(Quality of Work Life) and it'= impact on
arganizational performance.

Reading: Chapter 12 - Training and Davelopment
Fg=. 372-407

Chapter 13 - Quality of Work Life and
Productivity
Pgs, 411-438

Part V[] - Maintaining Effective Industria)
Relatjons

This major section of the couras sxplorss the
areas of occupational health and safety, employves
rights, unionization, and collective bargaining.

Reading: Chapter 14 Occupational Health and
cafety

Pes. 441-467

Empleyves Rights

Fes, 4T1-4%90
Unionization

Pgs. 493-520

Collective Bargaining
Pgs. 523-556

Chaptar 15

Chapter 16

Chapter 17

In addition to the readings noted above, a

variesty of handouts will be circulated ta
students from time to time.



