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COURSE OQUTLINE

BA 224 PERSOHMEL ADHINISTRATION

TEXT: Canadian PFersonnel Henagement and Human Resourcen,
William B. Werther, Jr. and EKeith Davia; HeGraw=-Hill
Ryerson Limited Publishing Co.; 1985,
Employment Stendarde Act - Qffice Conmalidetion,
Frovince of Alberta; Queen's Printers; Consclidated July
3@, 1988,
PREREQUISITE: Nil
COURSE From the perepective of the non-personnel
BESCRIPTION: epecialist, the following areas are addressed:
eteffing, compensation, leabour relstions, safety
administration and employee relations.
COURSE Successful managers and administrators of
OBJECTIVE:

contemporary public end privete organizetions
must be fully conversant with fundamental
principles, concepte &nd theories related to

finance, marketing, production and peraonnel
edeinistration.

To be sure, the manager/administrator who does not
fully underatand the dynamics of FPeraonnel
Administration is exposing himself to a varisty of
problems which may not only be extremely coatly to
his firm, but can sericusly impect the long term
viability of the orgsnization.

Therefore, this course is intended to acquaint the
gtudent with the modern prectices of perscnnel
mARAQement Bg they spply to recruitment,
orientation, induction, wage and salary
edministration, unieon/labour relations, heslth and
safety administration and benefitas administration.
In addition, the course is intended to equip the
student with some of the skills ugeful in the daily
aperation of m modern personnel office,

To help accomplish theee objectives students will
be responaible for eneuring all readingse and handout
materials are completed ae assigned. In eddition,
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GRADING:

& term paper and three revievae of current articles

sppearing in popular personnel administration periodicels
are to be submitted.

Below im a list of journala and periodicaels, many
of which are availeble in the LRC, from which
articles for the reviev may be taken. Flesse do
not feel limited to thease periodicals although

care ghould be taken to avold articles which lack
in subatance.

The Perseonnel aAdministrator

Personnel Journal

Compensaation Review

Labour Law Journal

The Canadian Personnel L Industrial Relations
Journal

Journal Of Hanagement

Harvard Busineams Review

= &% & & A

Students will be expected to attend clase on B

regular basisg. Any student having more than &
inexcumable abeaences may not be permitted to write the
final exam. In addition, unlesa unpreventsbly detained,
students are expected to be in cless on time.

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

Appignments with en inordinete number of spelling errors,
vhich displey poor grammaticel style, or vhich otherviee
eeemn carelessly prepared will be returned ungraded.

Course credit will be determined on the followving bagis:

Hid term Exam 23K
Final Exam 48%
Term Asaignment 15%

Two Articsle Reviews 18X (5% each)
Clasa FParticipation
and Attendance 18%
182%
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COURSE
CONTEMNT 1

conversion of percentages to the S-point aystem
will be BE Iollowe:

op - 123k 9
aa - BaY 2]
7a - 794 7
BE - 72N &
57 = 65% 3
&E o ﬁE'H 4
45 = 9% 3 Failure
26 = 44% 2
3 - 254 1

P I = Th P Qo Han WETY

This secticn introduces the gtudent to the purposes an
gbjectives of Pergonnel and Human Resource Hansgemen:t
The need for end scope of FPHRM {Pereaonnel and Huma
Besource Management) iz explained. Algo included in thi
gection is a discussilon of issues Telated
digcrimination. Thia pertion of the course conclude
vith & discuseion of “Quality Circlea® and ways ¢
improving the "Quality of Work Life".

Reading: Chaptera 1 - 4 {Pages 2- 106}

P at B 1

Thig section examines the need for, and mome techniqu
gygeful in, human reasource planning. Job mnalyel
recruitment, interviewing techniques, and selection &
toplce covered in this aesction.

Reading: Chapters 3 - 8 (Pages 198 - Z03)
Handout: Interview Guide
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P - lopment Evalu

This section of the course explores the processes related

to training, =teff{ development, career plenning, =and
performance eppraisal.

Reading: Chapter 9 - 12 (FPages 282 - 298)
Handout: Appreisal Form

Part IV = engat

This section explores, in depth, verious aspecta of wage
and salary administration. Included in this section will
be &an examination of some besic systems used in the
inetallation of wage policies. Pertinent gquestions
relating to single rates and ranges are considered.

Digcussions will salsc include methodes and techniques
useful in desling with employee benefits, Becurity,
mafety, and hemltih.
Reading: Chapter 14 - 16 (Pages 326 - 398}

- ta

Thia asection of the course examines various isEueE as
they relate to the Alberta Labour Act,

Reading: Alberts Employment Standards Handout

In addition to the readinge noted mbove, a variety

of handouts and asaignments will be circulated to
students from time to time,




