	
	Staffing

	Recruitment
	Attracting individuals on a timely basis, in sufficient numbers, and with appropriate qualifications, and encouraging them to apply for jobs within an organization

	Job Posting
	Procedure for informing employees that job openings exist

	Validity
	Extent to which the test measures what it is supposed to measure

	Applicant Pool
	All persons who are actually evaluated for selection

	Independent Contractors
	Workers who perform specific services on a contract basis

	Yield ratio
	A comparison of the number of applicants at one stage of the recruiting process to the number at the next stage

	Structured interviews
	Interview that uses a set of standardized questions asked of all job applicants

	Selection criterion
	Characteristic that a person must have to do a job successfully

	Defining who is an applicant
	Individual interested in employment, Limiting applicants by current or anticipated openings only

	Immigration Reform and Control Act (IRCA) of 1986
	Requires that within 72 hours of hiring, an employer must determine whether a job applicant is a US citizen, registered alien, or illegal alien

	Selection
	Process of choosing individuals who have needed qualifications to fill jobs in an organization

	Work Sample Test
	Tests that require an applicant to perform a simulated job task

	Independent Contractors
	Workers who perform specific services on a contract basis

	Selection Rate
	The percentage hired from a given group of candidates

	Employment at will
	Indicates the right of the employer or applicant to terminate the employment relationship at any time with or without notice or cause

	Panel Interview
	Interview in which several interviewers interview the candidate at the same time

	Problems in interviewing
	Snap judgments; Negative emphasis; Halo effect; Biases

	I-9
	Documents individual’s status as a potential employee

	Internet recruiting sites
	Monster.com; hotjobs.com

	Recruiting
	The process of generating a pool of qualified applicants for organizational jobs

	Labor markets
	The external supply pool from which organizations attract employees

	Flexible staffing
	Temporary workers; Independent contractors; Leasing employees

	Shows employers have an equal employment opportunity policy
	EEO/M-F/AA/ADA

	Selection rate
	Total applicants = 100; Hired = 5; 5% hired

	Placement
	Fitting a person to the right job

	Realistic job preview
	The process through which a job applicant receives an accurate picture of a job

	Cognitive ability tests
	Tests that measure an individual’s thinking, memory, reasoning, and verbal and mathematical abilities

	Americans with Disabilities Act
	Prohibits the use of pre-employment medical exams, except for drug tests, until a job has been conditionally offered


	
	Human Resource Development

	Training
	A process whereby people acquire capabilities to aid in the achievement of organizational goals

	Training Needs Assessment
	Organizational Analyses, Task Analyses, Individual Analyses

	Orientation
	The planned introduction of new employees to their jobs, co-workers, and the organization

	e-learning
	The use of the internet or an organizational intranet to conduct training online

	Kirkpatrick’s Levels of Training Evaluation
	Reaction, Learning, Behavior, Results

	Development
	Efforts to improve employee’s ability to handle a variety of assignments

	Succession Planning
	Process of identifying a longer-term plan for the orderly replacement of key employees

	Development Approaches
	Coaching, Committee Assignments, Mentoring, Job Rotation

	Mentoring
	A relationship in which experienced managers aid individuals in the earlier stages of their careers

	Organization centered career planning
	Career planning that focuses on jobs and on identifying career paths that provide for the logical progression of people between jobs in an organization

	Organizational Needs Analysis
	Identifies future KSAs needed as both jobs and the organization changes

	Self-efficacy
	A person’s belief that he/she can successfully learn the training program content

	Adult Learning
	Need to know why they are learning something; Have a need for self-direction; Bring more work experiences into the learning process

	Informal training
	Training that occurs through interaction and feedback among employees

	Training Evaluation Designs
	Post-Measure; Pre/Post Measure; Pre/Post Measure with Control Group

	Cost-benefit analysis
	Comparison of costs and benefits associated with training

	Special Career Issues
	Career Plateaus, Technical Workers, Dual-Career Couples

	American Society for Training & Development
	Professional organization known by its acronym ASTD


	
	Compensation & Benefits

	Nonexempt employee
	Employee who receives overtime pay

	External equity
	Payment of employees at rates comparable  to those paid for similar jobs in other firms

	Legally required benefits
	Social security, workers' compensation, unemployment compensation, Family and Medical Leave

	Job Analysis
	Systematic process of determining the skills, duties, and knowledge required for performing jobs in an organization

	Cost-of-living-allowance
	An escalator that adjusts wages per a cost-of-living index such as the consumer price index (CPI)

	Compensable factor
	Identifies a job value commonly present throughout a group of jobs

	Compensation survey
	Strives to obtain data regarding what other firms are paying for a specific job or job classes within a given labor market

	Gainsharing
	The sharing with employees of greater-than-expected gains in profits and/or productivity

	Non-contributory plan
	Pension plan in which all the funds for pension benefits are provided by the employer

	Utilization review
	An audit and review of the services and costs billed by health-care providers

	Benefit
	Indirect compensation given to an employee or group of employees as a part of organizational membership

	Government mandated
	Workers’ compensation, unemployment compensation, Social Security

	Defined benefit plan
	Employee is promised a pension amount based on age and service

	Define contribution plan
	Contributions to a pension plan are deposited in an employee’s pension account

	Vesting
	The right of the employees to receive benefits from a pension plan

	Co-payment
	Employee’s payment of a portion of the cost of both insurance premiums and medical care

	Managed care
	Approaches that monitor and reduce medical costs using restrictions and market system alternatives

	Time-Off Benefits
	Holiday pay, vacation pay, sick leave, bereavement

	Garnishment
	A court action in which a portion of an employee’s wage is set aside to pay a debt owed a creditor

	Job evaluation
	The systematic determination of the relative worth of jobs within an organization

	Variable Pay
	Compensation linked to individual, team, and organizational performance

	Individual Incentive Pay
	Piece-rate, sales commissions, safety awards, attendance awards

	Profits sharing
	A system to distribute a portion of the profits of the organization to employees

	Golden Parachute
	A severance benefit that provides protection and security to executives in the event that they lose their jobs or their firms are acquired by other firms

	Unemployment Compensation
	Employers finance this benefit by paying a tax on the first $7,000 of wages to provide employees with up to 26 weeks of pay

	Severance Pay
	A security benefit voluntarily offered by employers to employees who lose their jobs

	Portability
	A pension plan feature that allows employees to move their pension benefits from one employer to another

	Time Off Benefits
	Holiday Pay, Vacation Pay, Leaves of Absences, Bereavement Pay

	Utilization review
	An audit and review of the services and costs billed by health-care providers

	Exempt employee
	Employee does not receive overtime pay

	Internal equity
	Concerned with the relative worth of jobs within the company

	Managed care systems
	HMO’s, PPO’s

	Compensation survey
	Strives to obtain data regarding what other firms are paying for a specific job or job classes within a given labor market

	Executive compensation
	Typically includes base salary of $1 million plus stock options


	
	Employee & Labor Relations

	Craft union
	Members of particular trade or skill

	NLRB
	Establishes procedures for, and monitors, union certification elections

	Bargaining Unit
	A group of employees recognized by an employer as appropriate for representation by a labor organization for the purposes of collective bargaining

	Authorization Card
	A document indicating that an employee wants to be represented by a labor organization in collective bargaining

	The number needed for certification, decertification
	50% + 1 of those eligible members voting

	Reasons for decline of US unions
	Geographic changes, workforce changes, industrial changes

	Norris-LaGuardia Act of 1932
	Guaranteed workers some rights to organize and restricted the issuance of court injunctions in labor disputes

	Unfair Management Labor Practice
	Refusing to bargain collectively with representatives of the employees

	Right-to-work laws
	State laws that prohibit requiring employees to join unions as a condition of obtaining or continuing employment

	Arbitration
	Process that uses a neutral third party to make a decision

	Industrial Union
	UAW is an example

	Business Agent
	A full-time union employee who operates the union office and assists union members

	Taft-Hartley Act (Labor Management Relations Act)
	Prohibits closed shops; allowed states to establish right-to-work laws; give Presidential power to temporarily halt national emergency strikes

	Collective bargaining
	Process whereby representatives of management and workers negotiate over wages, hours, and other terms and conditions of employment

	Ratification
	Process by which union members vote to accept the terms of a negotiated labor agreement

	Mediation
	Process by which a third party assists negotiators in reaching a settlement

	Strike
	Work stoppage in which union members refuse to work

	Unfair labor practice strike
	Union members walk away from their jobs over what they feel are illegal employer actions, such as refusal to bargain

	Economic Strike
	Management is free to replace workers under this type of strike

	Civil Service Reform Act
	Codified for federal employees a collective bargaining system similar to the provisions of the Wagner Act

	American Federation of Labor-Congress of Industrial Organizations
	John Sweeney is the President of this organization best known by its initials AFL-CIO

	Public Service Employees
	One of the fastest growing areas for collective bargaining outside the private sector

	Arbitration
	Process that uses a neutral third party to make a decision


	
	Health, Safety, & Security

	Safety
	Condition in which the physical well-being of people is protected

	Workers’ Compensation
	Employers contribute to an insurance fund to compensate employees for injuries received while on the job

	Substance abuse
	The use of illicit substances or the misuse of controlled substances, alcohol or other drugs

	Hazard Communication Standard
	Requires manufacturers, importers, distributors, and users of hazardous chemicals to evaluate, classify, and label these substances

	Material Safety Data Sheets
	MSDS

	Employee Assistance Programs
	EAPs

	Lock out, tag out
	Requirements that locks and tags be used to make equipment inoperative for repair or adjustment

	Form to record workplace accidents
	OSHA Form 300

	Security audit
	A comprehensive review of organizational security

	Recordable accidents
	Injury involving medical treatment, other than first aid; loss of consciousness; death; restriction of work

	Security
	Protection of employees and organizational facilities

	Personal Protective Equipment
	Safety glasses; hard hats; safety shoes

	Ergonomics
	The study and design of the work environment to address physiological and physical demands on individuals

	Legal requirements for refusing work
	Employee’s fear is objectively reasonable; Employee has tried to have the dangerous condition corrected; Using normal procedures to solve the problem has not worked

	Lost time injury
	Job-related injury that causes an employee to miss his/her regularly scheduled work turn

	Wellness Program
	Program designed to maintain or improve employee health before problems arise

	Security audit
	A comprehensive review of organizational security

	OSHA Incidence Rate
	An index to measure an organization’s safety efforts

	Safety Committee
	Group of employees who meet regularly to conduct safety reviews and make recommendations for changes necessary to prevent future accidents

	Phases of Accident Investigation
	Review the scene, Interview employees/other, Prepare report, Identify recommendations

	Profile of a potentially violent employee
	Frustration, Loner, History of aggression, Obsessions

	The first thing a supervisor should do after an accident is reported
	Investigate what and why

	Security audit
	A comprehensive review of organizational security


	
	Acronyms

	SHRM
	Society for Human Resource Management

	EEOC
	Equal Employment Opportunity Commission

	BFOQ
	Bona Fide Occupational Qualification

	ADEA
	Age Discrimination in Employment Act of 1967

	FLSA
	Fair Labor Standards Act of 1938

	OFCCP
	Office of Federal Contract Compliance Programs

	ERISA
	Employee Retirement Security Act of 1974

	NLRA
	National Labor Relations Act of 1935

	COBRA
	Consolidated Omnibus Budget Reconciliation Act

	SPD
	Summary Plan Document

	FMLA 
	Family and Medical Leave Act

	AAP 
	Affirmative Action Plan

	KSA 
	Knowledge, Skills, Abilities

	HRIS 
	Human Resource Information System

	OJT 
	On-the-job training

	FLSA 
	Fair Labor Standards Act

	COLA 
	Cost-of-Living Allowance

	LSI 
	Lump Sum Increases

	ESOP 
	Employee Stock Ownership Plan

	SUB 
	Supplemental Unemployment Benefits

	PHR
	Professional Human Resource

	EEOC
	Equal Employment Opportunity Commission

	ROI
	Return on Investment

	ADA
	Americans with Disabilities Act

	IRA
	Individual Retirement Accounts

	OFCCP
	Office of Federal Contract Compliance Programs

	ERISA
	Employee Retirement Security Act of 1974

	NLRB
	National Labor Relations Board

	COBRA
	Consolidated Omnibus Budget Reconciliation Act

	SPD
	Summary Plan Document 


	
	Employment Law

	Civil Rights Act of 1964
	Prohibits discrimination in the employment relationship based on race, color, creed, sex, religion

	Fair Labor Standards Act of 1938
	Establishes a minimum wage, discourages oppressive child labor, establishes overtime provisions

	Family and Medical Leave Act of 1993
	Allows employees to take a total of 12 weeks’ leave during any 12-month period for the birth of a child or serious health condition of the employee

	Labor Management Reporting and Disclosure Act
	Unions are required to have bylaws, file financial reports

	Occupational Safety and Health Act of 1970
	Assures every working person a safe and healthful working conditions

	Civil Service Reform Act of 1978
	Provides for the process the federal government will deal with unions

	Labor Management Relations Act of 1947
	Established the Federal Mediation and Conciliation Service and provides limits to union actions

	Worker Adjustment and Retraining Notification Act
	Requires employers to give 60-day notice before a layoff or facility closing involving more than 50 employees

	Health Insurance Portability and Accountability Act
	Allows employees to switch their health insurance plan from one company to another to get new health coverage, regardless of pre-existing health conditions

	Consolidated Omnibus Budget Reconciliation Act
	Requires most employers to offer extended health care coverage to an employee who voluntarily quit


	
	HR Planning

	Organizational Culture
	The shared values and beliefs of the workforce

	Human Resource Planning
	Process of analyzing and identifying the need for and availability of human resources so that the organization can meet its objectives

	Environmental scanning
	Process of studying the environment of the organization to pinpoint opportunities and threats

	Downsizing Approaches
	Attrition, hiring freezes, early retirement, layoffs

	HR audit
	A formal research effort that evaluates the current state of HR management in an organization

	Human Resources Information System
	An integrated system designed to provide information used in HR decision making

	Judgmental methods of HR forecasting
	Estimates, rules of thumb, Delphi techniques, Nominal Groups

	Mathematical methods of HR forecasting
	Regression analysis, simulation, staffing rations

	Sources of labor supply outflows
	Promotions, turnover, terminations, demotions, retirements, death

	Benchmarking
	Comparing specific measures of performance against data on those measures in other “best practice” organizations.


	
	Performance Management

	Maslow’s Hierarchy of Needs
	Physiological, Safety, Belonging, Esteem, Self-Actualization

	Expectancy Theory
	Individuals base decisions about their behaviors on their expectations that one or another alternate behavior is more likely to lead to needed or desired outcomes

	Hygenie Factors
	Interpersonal relationships, company policy, supervision, salary, working conditions

	Performance Management System
	Processes used to identify, encourage, measure, evaluate, improve, and reward employee performance

	360 Feedback
	More than one source of performance feedback

	Ranking
	Listing of all employees from highest to lowest in performance

	Forced Distribution
	Using a bell-shaped curve to establish performance ratings

	Rater errors
	Varying standards, recency, central tendency

	Management by Objectives
	Specifies the performance goals that an individual and his/her manager agree upon

	Legally defensible Performance Appraisals
	Performance appraisal criteria is based on job analysis; formal rating instrument; personal knowledge of and contact with appraised individual

	Performance
	What an employee does or does not do

	Job criteria
	Important elements of a given job

	Performance appraisal
	Evaluating how well employees are doing against standards and communicating that information to the employee

	Administrative Uses of Appraisals
	Compensation, promotion, dismissal, downsizing

	Developmental uses of appraisals
	Identifying strengths, Identifying areas for growth, Career planning

	Performance Appraisal Methods
	Category rating, Comparative, Behavioral, Narrative

	Graphic rating scale
	Allows the rater to mark an employee’s performance on a continuum

	Critical Incident
	Supervisor keeps a written record of highly favorable and unfavorable actions in an employee’s performance during the entire period

	Behavioral Rating
	Assesses an employee’s behaviors instead of other characteristics

	Rater Errors
	Sampling errors, Similar to Me, Halo/Horn Effect

	Performance Standards
	Expected levels of performance


	
	Employee Discipline

	Employment contract
	Agreement that formally outlines the details of employment

	Non-compete agreement
	Agreement that prohibits an individual who leaves the organization from competing with the employer in the same line of business for a specified period of time

	Employment at will
	Common law doctrine, employer has the right to hire, fire, demote whomever they choose

	Wrongful discharge
	Occurs when an employer terminates an individual’s employment for reasons that are improper or illegal

	Constructive discharge
	Occurs when an employer deliberately makes conditions intolerable in an attempt to get an employee to quit

	Peer review panels
	A panel of employees hear appeals from disciplined employees and make recommendations or decisions

	Whistle blowers
	Individuals who report real or perceived wrongs committed by their employers

	Suggestion system
	A formal method of obtaining employee input and upward communication

	Just Cause
	Reasonable justification for taking employment-related actions

	Progressive Discipline
	Verbal caution, Written reprimand, Suspension, Discharge

	Just Cause
	Reasonable justification for taking employment-related actions

	Due Process
	Means used for individuals to explain and defend their actions against charges or discipline

	Americans with Disabilities Act
	Requires information from medical records to be kept separate from general personnel files

	Separation Agreement
	Agreement in which a terminated employee agrees not to sue the employer in exchange for specified benefits


	
	Starts with “A”

	Age Discrimination in Employment Act
	Prohibits discrimination in compensation terms, conditions, privileges, of employment against all individuals age 40 or older

	Americans with Disabilities Act
	Prohibits discrimination against individuals with a disability

	AFL-CIO
	An umbrella labor organization for national and international unions.  John Sweeney is the current President

	Affirmative Action
	Process in which employees identify problem areas, set goals, and take positive steps to enhance opportunities for protected-class members

	Applicant Pool
	All persons who are actually evaluated for selection

	Assessment Center
	A collection of instruments and exercises designed to diagnose individuals’ development needs

	Applicant population
	A subset of the labor force population that is available for selection using a particular recruiting approach

	Alternative Dispute Resolution
	Using such techniques as peer review panels and ombudsman to settle dispute between management and employees over work issues

	Arbitration
	Process that uses a neutral third party to make a decision

	Availability Analysis
	An analysis that identifies the number of protected-class members available to work in the appropriate labor markets in given jobs


	
	Starts with “C”

	Career
	The series of work-related positions a person occupies throughout life

	Closed shop
	A firm that requires individuals to join a union before they can be hired

	Commission
	Compensation computed as a percentage of sales in units or dollars

	Compa-ratio
	Pay level divided by the midpoint of the pay range

	Compensable factor
	Identifies a job value commonly present throughout a group of jobs

	Compensatory time off
	Hours given in lieu of payment of extra hours worked

	Concurrent validity
	Measured when an employer tests current employees and correlates the scores with their performance ratings

	Constructive discharge
	Occurs when an employer deliberately makes conditions intolerable in an attempt to get an employee to quit

	Contributory plan
	Pension plan in which the money for pension benefits is paid by both employees and employers

	Cumulative trauma disorders (CTDs)
	Muscle and skeletal injuries that occur when workers repetitively use the same muscle to perform tasks


	
	Starts with “E”

	e-learning
	Uses the Internet to conduct training online

	Employee Assistance Programs
	EAP

	Employee Stock Ownership Plan
	A plan whereby employees gain stock ownership in the organization for which they work

	Employment contract
	Agreement that formally outlines the details of employment

	Employment at will
	In the absence of a contract, employers have the right to end the employment relationship with or without clause

	Equity
	Perceived fairness of what the person does compared with what the person receives

	Essential job functions
	Fundamental duties of a job

	Exit interview
	An interview in which individuals are asked to identify reasons for leaving an organization

	Ergonomics
	Study and design of the work environment to address physiological and physical demands of individuals

	Environmental scanning
	Process of studying the environment of the organization to pinpoint opportunities and threats


	
	HR Management

	HR generalist
	A person with responsibility for performing a variety of HR activities

	Human Resource Management
	The design of formal systems in an organization to ensure effective and efficient use of human talent to accomplish organizational goals

	Environmental scanning
	Process of studying the environment of the organization to pinpoint opportunities and threats

	HR strategies
	Means used to anticipate and manage the supply of and demand for human resources

	External supply for labor
	Net migration into and out of the area, Individuals entering and leaving the workforce, Individuals graduating from schools

	Attrition
	When individuals quit, die, or retire are not replaced

	Strategic HRM
	Organizational use of employees to gain or keep a competitive advantage against competitors

	Worker Adjustment and Retraining Notification Act (WARN)
	Requires employers to give a 60-day notice before a layoff or facility closing involving more than 50 people

	Sources of labor supply outflows
	Promotions, turnover, terminations, demotions, retirements, death

	HR Business Performance Measures
	Return on human capital invested; Time to fill openings; Turnover costs; Cost per employee hired


	
	Equal Employment Opportunity

	Equal Employment Opportunity
	Individuals should have equal treatment in all employment-related actions

	Protected Class
	Vietnam-era veteran; Hispanic Americans; Individuals over 40; Individuals with physical disabilities

	Affirmative Action
	Process in which employers identify problem areas, set goals, and take positive steps to enhance opportunities for protected-class members

	Reverse Discrimination
	When a person is denied an opportunity because of preferences given to protected-class individuals who may be less qualified

	Business Necessity
	A practice necessary for safe and efficient organizational operations

	Disparate Treatment
	Situation that exists when protected-class members are treated differently from others

	Availability Analysis
	An analysis that identifies the number of protected-class members available to work in the appropriate labor markets in given jobs

	Equal Pay Act of 1963
	Requires employers to pay similar wage rates for similar work without regard to gender

	Sexual harassment
	Actions that are sexually directed, are unwanted, and subject the worker to adverse employment conditions or creates a hostile work environment

	Disabled person
	Someone who has a physical or mental impairment that substantially limits life activities, who has a record of such an impairment, or who is regarded as having such an impairment


	
	Jobs

	Job
	Grouping of tasks, duties, and responsibilities that constitutes the total work assignment for employees

	Job enlargement
	Broadening the scope of a job by expanding the number of different tasks to be performed

	Job rotation
	The process of shifting a person from job to job

	Skill variety
	The extent to which the work requires several different activities for successful completion

	Quality circle
	Small group of employees who monitor productivity and quality and suggest solutions to problems

	Flextime
	Scheduling arrangement in which employees work a set number of hours per day but vary starting and ending times

	Compressed workweek
	A full week’s work is accomplished in fewer than five days

	Telecommuting
	Process of going to work via electronic computing and telecommunications equipment

	Job Analysis
	Systemic way to gather and analyze information about the content, context, and the human requirements of jobs

	Job Description
	Identification of the tasks, duties, and responsibilities of the job


