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COURSE From the perspective of the non-personnel

DESCRIFTION: spacialist, the following areas are
addressed: staffing, compensation, labour
relations, satfety administration and amplovees
relations.

COTRSE Successful managers and administrators of

OBJECTIVE: contemporary public and private organizations

must be fully conversant with fundamental
pPrinciples.concepts and thecries relatad ta
finance. marketing, preduction and personnel
administration.

To be sure, the manager/administrator who does
not fully understand the dynamics of Fersonnel
Administration is exposing himself to a varisty
of problems which may not only be axtremsly
costly to his firm, but ecan serlously impact the
long term viability of the organigation,

Therefore, this course is intanded o acquaint
the student with the modern practicaes of
parsonnel management as they apply to
recruitment, orientation, inductian, waga and
Salary administration, union/labour relations,
health and safety administration and benefits
adminiatration. In additicn, the coursae 1%
intendad to equip the student with =ome of the
skills uzeful in the daily opsration of a modern
personnal otfica.

To help accomplish thesa objectives students will

e responsible for ensuring all raadings and
handout materials are completed as assigned In
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GHADING:

addition, a term paper and three reviews of
current articles appearing in popular personnel
administration periedicals are tn be submittad

Balow 1s a list of jeurnals and veriodicals, many
of which are availahble in the LEC. from which
articles for the raviaw may be taken, Please do
not feel limited to theses pariodicals although
cara should be taken to avoid articles which lack
in substance.

The Fersonnel Administrator

Persgnnel Journal

Compansation Review

Labour Law Jaournal

The Canadian Personnel & Industrial Relations
Journal

Journal Of Managemant

Harvard Business Review

Students will ke axpacted to attend alass on a
regular basis. Any atudent having more than &
inexcusable absences may nof, be permitted to
write the final exam. In addition, unless
unpreventably detained, students are axpactad

ta be jn class on Lime.

All assignments must be submitted on Lime and in
=N Agceptable format.

Assignments with an inordinate namber of spelling
errors. which display poor Erammatical style, or
which otherwise seam carmlessly prepared will he

raturned ungraded.

Course credit will be determined on the following
basis:

Mid term Exam 25%
Final Exam 5%
Tearm As=ignment 16%

Threa Article Revieaws 15% | 5% each)
Class Participation
and Attendanca 1%
100%
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Conversion of percentages to the d-pint system
Wwill be asz fallows:

g0 - 1005 Y
BoO - Bo% B
73 - To% 7
68 - T2% &
o 65% &
50 = 6% 4
45 - 49% 3 Failure
2e. = 445% 2
R - 25% 1

CONRSE Fart ] - Ovepview of Farsonnel and Humap Hasgurce
CONTENT : tHanagemant in Canada.
This short section introducas the student to the
activities of tha Personnel and Human Resocurce
Centre. In this section the need far and =cope
of the PHRM {Personnel and Human Hescurce
Management) is explained.

Reading: Chapter 1 - FParsonnel and Human
Eesource Management.
Fge. 2-37.

Bart I] - Flanning for Jobs and Peaple

This section examines the nead for and some
techniques useful in human resourcs rlanning,
oetting of objectives, implemanting plans and
dealing with roadblocks to HRE planning are
discusaad.

Reading: Chapter 2 - Human Resourcs Flanning.
Fegs. 39-87
Chapter 3 - Job Desipn and Job
Analysis.
Pes. T4-111

Discussion: (ass - "Somebody's Got To Ga "
Pe. 67
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Bart III - Svaffipg

This major section explores the procesg of
atalffing. DMscussion includes techniques of
interviewing, various selsstion techniquaes and
principles are examined including the use of
tests and panels. This section will also raview

various approaches to successful orientation and
induation.

Reading: Chapter 4 - Hecruitment and Emplayment

Equity.
Fes. L[19-147

Chapter & - Selection, Flacement and
Employment Eguity.
Pgs, 153-188

Chapter 6 - Selection and Placement
Decisions and Employment
Equity.
Fga. 194-224

1Y - in

This section reviews the major techniques used in
the appraisal of employee performance.
Discussions will also insluds mathods and

techniques usaful in dealing with parformancea
appraisal conflicts,

Reading: Chapter 7 - Performance Appraispl I:
Fathering the Data
Pg=. 229-282
Chapter & - Parformance Appraisal Il:
Utilizing the Data
Pegs. Z65-ZB%

Fart ¥V - Compensati

This section explores. in depth. warious aspacts
of wage and malary administration. Included in
this section will be an examination of some basic
syatems used in the installation of wage
policies. Pertinent questions relating to singls
rates and ranges are considered,

Heading: Chapter 9 - Total Compensation
Fgs. 230-3Z20
Chapter 10 - Performance Baseard Fay and
Administraticon

Pgs_. 323-347

Chapter 11 - Benerits Pay and
Administration
Pegs. 350-368
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Part ¥I - Enhancipng Human Fotential

This short section sxamines the tssues ralated to
training and the development of amnploves
potential, Also discussed is the concapt af QWL
(Quality of Work Lifa) and it's impact on
organizational performance.

Reading: Chapter 12 - Training and Development
Bg=s. 372-407

Chapter 13 - Quality of Work Lifs and
Productivity
Pgs. 411-43%

Part VI1 - Masntainine Effective Industrial
Belations

This major section of the coursze explores the
areas of occupational health and safety, employas
rights, unionization. and collective bargaining.

Heading: Chapter 14

Occupational Health and
Safety

Fgs. 441-487

Employee Rights

Pas. 471-490
Unigonization

Fes . 433-520

Chapter 17T - Collactiva Bargaining
Pegs. 523-H55

Chapter 15

Chapter 18

In addition te the readings noted abova, a
variety of handouts will be cirasulatad o
studants from time ta time.
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