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COURSE DESCRIPTION 

From the personnel office of yesteryear to the strategic partner of today, human resources management (HR) has experienced (and continues to experience) a paradigm shift unlike any other function in small or large businesses.  While most students are not HR professionals, they are affected by standards, policies, and guidelines emanating from an HR office.  

In this module, adult learners explore the values and perceptions of selected groups affecting social and economic life through an analysis of policies and practices of recruitment, selection, training, development and compensation of employees. 

Human Resource Management encompasses a rather broad range of activities that go far beyond the traditional personnel function of a few years back. It is a sad but very true commentary on organizations that they have tended to look at the human resources as one, if not the last, domain that if managed properly could result in considerable gains in productivity.

During this module, we will concentrate on today’s role of the professional in the field of human resource management. As such, we shall focus upon the primary function of human resource management—increasing the effectiveness and contribution of employees in the attainment of organizational goals and objectives. Our analysis will consider strategic planning, organizational goals, job descriptions and evaluation, human resources selection techniques, benefits administration, labor/employee relations, grievance procedures, collective bargaining, arbitration, mediation, reasons for joining a union, and the ongoing role of the human resources function.

Quite obviously, our time constraints will not allow for prolonged in-depth exposure. It is assumed that each adult learner will have had considerable exposure to many of the areas of study and that learning and participation will amply reflect this to be the case.

LEARNING OUTCOMES

Upon the successful completion of this module, adult learners will be able to:

1. Understand the role of the human resources function, of its development, and of its characteristic organizational structure.

2. Comprehend the difference between Equal Employment Opportunity (EEO) and Affirmative Action Planning.

3. Understand the major laws affecting equal employment opportunity.

4. Write a job description capable of serving as an effective guide for recruitment.

5. Identify a variety of internal/external recruiting sources and the advantages/disadvantages of each.

6. Conduct a human resources selection interview that adheres to the EEOC guidelines.

7. Understand the elements of an orientation program well enough to develop an orientation program.

8. Understand the Fair Labor Standards Act (FLSA) and its impact on pay practices and job evaluation.

9. Evaluate a job using a point-factor job evaluation plan.

10. Comprehend employee benefits, benefits mandated by law, and the cost of benefit programs and have an introduction to OSHA.

11. Formulate effective goals, develop an effective performance appraisal tool, and conduct an effective appraisal interview session.

12. Understand labor relations, grievance procedures, common reasons for joining a union, and know the difference between arbitration and mediation.

Evaluation Criteria for the learning goals and weights

	ASSIGNMENT
	WEIGHT

	Attendance & Participation
	20%

	Written Assignments
	40%

	Moodle Discussion Questions
	10%

	Final/Summary Paper
	30%


Topics/Assignments by class meeting/by the week

	Week
	Readings
	Assignments
	Learning Outcome Addressed

	1
	Chapters 1 & 4 
	Read chapters 1 & 4 in the Mondy text.
Draw or bring a copy of the organizational chart of the Human Resources Department in your organization, or of the organization itself.

Write out the responses for questions 1,3 and 6 on page 24 of the text.

Write a one-page paper on how technology has affected Human Resource Management.


	L.O 1

	2
	Chapters 3, 5 & 6 
	Read assigned chapters

Prepare responses to Questions for Review: 

Pg. 123 Q. 1, 6, & 14 
Pg. 152 Q. 2 

Using the text material and the discussions from last week, develop a job description for a new assistant, to be used for a recruiting exercise in this week’s class session. Use the forms provided in the Adult Learner’s Guide.


	L.O. 2, 3 & 4

	3
	Chapters 7 - 10  and Articles 4 & 7 in ALG
	Read assigned chapters and articles

Prepare responses to Questions for Review:

Pg. 220 Q 13

Pg. 263 Q 1

Pg. 298 Q 11

Pg. 333 Q 2

Develop a series of selection questions in constructing a structured interview to be used for an exercise in interviewing applicants for your assistant position.


	L.O. 5, 6, 7 & 8

	4
	Chapters 11 & 13
	Read assigned chapters

Prepare responses to Questions for Review:

Pg. 366 Q2 & 13

Pg. 434 Q 5 & 9

Develop and bring to class work goals and job standards for your assistant’s position.


	L.O. 10, 11 &12

	5
	Chapter 12 & 14
	Read chapters
Complete final written assignment

Bring to class an example of a grievance procedure that may be found in your organization’s Policy Manual or union contract. This may be in the form of an Open Door Policy statement or other format in some companies.

Final/Summary paper


	L.O. 14


EVALUATION
This section provides the guidelines that will be used to evaluate adult learners’ work in the course. These guidelines have been designed with an understanding of the unique learning styles that adults possess.

ATTENDANCE AND PARTICIPATION
Class attendance is required to complete the module. Unlike traditional higher-education programs, degree-completion programs rely heavily on the dynamics of cohort interaction and group processing to integrate and apply the learning of academic content. The cohort model also emphasizes the development and practice of interpersonal communication skills and teamwork (e.g., group problem-solving and negotiation). The format therefore necessitates class attendance. In practical terms, one module session is equivalent to three weeks of traditional semester course work.

WEEKLY PROJECTS AND HOMEWORK

Weekly projects, homework, and other assignments include:

The job description that adult learners will turn in during Week Two and the related activities, job analysis procedures employed to prepare the job description, writing of a job description, development of questions to interview applicants for the position, design of a performance appraisal plan for the position, and development of work goals and standards for the position. 

Completion of homework assignments related to adult learners’ places of employment or some other firm. This work includes submission of an organization chart of a human resources (personnel) department, obtaining a copy of an orientation program for new employees, description of work benefits, determination of type of performance evaluation done at work, and submission of an example of a grievance procedure.

Responses to textbook questions.

FINAL PAPER 

A Final Paper is on the last class session for this course.

Final Paper content

Prepare an 8-10 page Final Paper on three of the major areas covered in the module. (The areas are identified according to the text’s table of contents.): 

Human Resource management (an overview, its environment, EEO and Affirmative Action, job analysis), 

Human resources planning, recruitment, and selection, 

Human resources development, 

Compensation and benefits, 

Safety and Health, and 

Employee and labor relations.

The Summary Paper must (a) identify the main issues in the chosen area, (b) new learning that has occurred, (c) class activities or incidents that facilitated learning and understanding, (d) specific current and/or future applications and relevance to the workplace, and (e) potential impact to future career plans or even in your personal life at home. The emphasis of the Summary Paper should be on parts (d) and (e). Explore in depth the benefits of the new learning and understanding that has taken place.

Writing the Final Paper

Must be 8-10 double spaced pages in length.

Must include a cover page that includes the following:

Adult learner’s name

Module name and number

Name of paper

Facilitator’s name

Date submitted

Must include an introductory paragraph with a succinct thesis statement.

In addition to the above content requirements, the paper must include the following:

Three to four specific academic concepts discovered in the module.

Each concept must be addressed in the following way:

Reference an academic concept gleaned from classroom or reading experience during the course of this module. Use APA style as outlined in A Writer’s Reference to document all sources.

Provide a context of experience where the adult learner saw this academic concept in operation.

Re-address the concept and the experience with critical thought. That is, how does this adult learner respond to the content, positively or negatively and how does he/she defend his/her position?

The paper must conclude with a re-statement of the thesis and a conclusion paragraph.

The final page must be a Reference List that is completed according APA style as outlined in A Writer’s Reference.
Final Paper Grading Method

A

The paper is clear, engaging, original, and focused; ideas and content are richly developed with details and examples. Organization and form enhance the central idea and theme; ideas are presented coherently to move the reader through the text. The voice of the writer is compelling and conveys the writer’s meaning through effective sentence structure and precise word choices. The adult learner successfully moves the paper through academic constructs and experiential documentation to critical analysis. The paper demonstrates a clear balance of these three components.

B

The paper is reasonably clear, focused, and well supported; ideas are adequately developed through details and examples. Organization and form are appropriate, and ideas are generally presented coherently. The voice of the writer contributes to the writer’s meaning through appropriate and varied sentence structure and word choices. Surface features do not interfere with understanding or distract from meaning. The adult learner has clearly brought the reader through properly cited academic constructs and experiential documentation, but has not fully developed the area of critical analysis.

C

The paper has some focus and support; ideas and content may be developed with limited details and examples. The writing may be somewhat disorganized or too obviously structured. The voice of the writer is generally absent; basic sentence structure and limited vocabulary convey a simple message. Surface feature errors may reduce understanding and interfere with meaning. The content areas of academic constructs are limited, and large generalizations are made. Critical analysis is all but absent from the paper.

D (incomplete)

The paper has little focus and development; ideas and content are supported by few details and examples. There is little discernible shape and no direction. The writer’s tone is flat. Awkward sentence structure and inadequate vocabulary interfere with understanding. Limited control of surface features makes paper difficult to read. Demonstrated critical analysis is absent, and often-long portions of the paper are given to rambling of life experience without academic context.

TEXTS:

Mondy, R. Wayne, Robert M. (2010). Human Resource Management (11th ed.). Upper Saddle River, NJ: Pearson Education. 

Hacker, Diana. A Writer’s Reference (current edition.). Boston: Bedford Books of St. Martin’s Press. 

ATTENDANCE POLICY

Participants are expected to attend all classes. Absence from a class will result in points lost for participation.

ASSIGNMENTS FOR INDUSTRIAL PSYCHOLOGY  

Assignments due week one

Draw or bring a copy of the organizational chart of the Human Resources Department in your organization, or of the organization itself.

Read Chapters 1 and 4 in the Mondy text.

Write out the responses for questions 1,3 and 6 on page 24 of the text.

Write a one-page paper on how technology has affected Human Resource Management.

Assignments due week two

Using the text material and the discussions from last week, develop a job description for a new assistant, to be used for a recruiting exercise in this week’s class session. Use the forms provided in the Adult Learner’s Guide.

Read Chapters 3, 5 and 6 in the Mondy text and prepare responses to Questions for Review: 

Pg.123:

Q1.  What is the distinction between a job and a position? Define job analysis. 

Q6.  What are the basic components of a job description? Briefly describe each.

Q14.  Define succession planning. Why is it important?

Pg. 152:

Q2.  What are the basic components of the recruitment process?

Assignments due week three

Skim Chapter 7 and Read Chapters 8, 9, and 10 in the Mondy text. Prepare responses to Questions for Review: 

Pg. 220:

Q 13 Define each of the following:

   Organization development

   Survey feedback

   Quality circles

   Sensitivity training

   Team building

Pg. 263:

Q1 

Define performance management and performance appraisal.

Pg. 298

Q11 

Distinguish between the following job evaluation methods

   Ranking

   Classification

   Factor comparison

   Point method 

Pg. 333

Q2 

What are the legally required benefits? Briefly describe each.

Develop a series of selection questions in constructing a structured interview to be used for an exercise in interviewing applicants for your assistant position.

Read “What Is Job Evaluation?” (Article 4) and the “Fair Labor Standards Act” (Article 7) in the Adult Learner’s Guide.

Assignments due week four

Read Chapters 11 and 13 in the Mondy text, and prepare responses to Questions for Review: 

Pg. 366

Q2.  What is the purpose of OSHA?

Q13.  What are the purposes of wellness programs?

Pg. 434

Q5.  Describe the following approaches to disciplinary action?


Hot stove rule


Progressive disciplinary action


Disciplinary action without punishment

Q9.   

How would grievances typically be handled in a union-free firm? Describe briefly. 

Develop and bring to class work goals and job standards for your assistant’s position.

Assignments due week five

Read Mondy, Chapter 12, and review Chapters 11 and 13 

Bring to class an example of a grievance procedure that may be found in your organization’s Policy Manual or union contract. This may be in the form of an Open Door Policy statement or other format in some companies.

Final/Summary paper

Policy on Academic Integrity 

The mission of Manhattan College is to provide a contemporary, person-centered educational experience characterized by high academic standards, reflection on faith, values and ethics and lifelong career preparation.

In keeping with this Mission, Manhattan College has devoted itself to fostering a climate of academic trust and integrity, so that our students master their disciplines through their own hard work and manifest their respect for their own work and the work of others through openness and honesty.  Our students accept the Academic Code of Honor and pledge that they will not cheat lie or steal or tolerate others who do.  Academic integrity is at the heart of the Manhattan College learning experience.

Academic integrity means that every member of the academic community accepts the responsibility to be honest, truthful, ethical and accountable for all intellectual efforts, for all access to and presentation of data, facts, information and opinions, and for all access to and use of data or other files (printed, oral, audio, video or digital) related in any way to students, faculty, staff or administration.

