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Raymond A. Noe is the Robert and Anne Hoyt 
Designated Professor of Management at The Ohio State 
University. Before joining the faculty at Ohio State, he 
was a professor in the Department of Management at 
Michigan State University and the Industrial Relations 
Center of the Carlson School of Management, Univer­
sity of Minnesota. He received his BS in psychology 
from The Ohio State University and his MA and PhD 
in psychology from Michigan State University. Profes­
sor Noe conducts research and teaches all levels of 
students-from undergraduates to executives-in human 
resource management, training and development, per­
formance management, and talent management. He 
has published articles in the Academy of Management 
Annals, Academy of Management Journal, Academy of 
Management Review, Journal of Applied Psychology, Jour­
nal of Vocational Behavior, and Personnel Psychology. 
Professor Noe is currently on the editorial boards of 
several journals including Personnel Psychology, Jour­
nal of Applied Psychology, Journal of Management, and 
Human Resources Management Review. Professor Noe 
has received awards for his teaching and research excel­
lence, including the Ernest J. McCormick Award for 
Distinguished Early Career Contribution from the Soci­
ety for Industrial and Organizational Psychology. He is 
also a fell ow of the Society of Industrial and Organiza­
tional Psychology. 
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John R. Hollenbeck holds the positions of 
University Distinguished Professor at Michigan State 
University and Eli Broad Professor of Management at 
the Eli Broad Graduate School of Business Administra­
tion. Dr. Hollenbeck received his PhD in Management 
from New York University in 1984. He served as the act­
ing editor at Organizational Behavior and Human Deci­
sion Processes in 1995, the associate editor of Decision 
Sciences from 1999 to 2004, and the editor of Personnel 
Psychology from 1996 to 2002. He has published over 
90 articles and book chapters on the topics of team 
decision making and work motivation. According to the 
Institute for Scientific Information, this body of work 
has been cited over 4,000 times by other researchers. 
Dr. Hollenbeck has been awarded fellowship status in 
both the Academy of Management and the American 
Psychological Association, and was recognized with the 
Career Achievement Award by the HR Division of the 
Academy of Management (2011), The Distinguished 
Service Contributions Award (2014), and the Early 
Career Award by the Society of Industrial and Orga­
nizational Psychology ( 1992). At Michigan State, Dr. 
Hollenbeck has won several teaching awards including 
the Michigan State Distinguished Faculty Award, the 
Michigan State Teacher-Scholar Award, and the Broad 
MBA Most Outstanding Faculty Member. 
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also served as department chair or area coordinator at 
Cornell, Vanderbilt, and Wisconsin. His research inter­
ests include compensation, human resource strategy, 
international human resources, and employee reten­
tion. Professor Gerhart received his BS in psychology 
from Bowling Green State University and his PhD in 
industrial relations from the University of Wisconsin­
Madison. His research has been published in a vari­
ety of outlets, including the Academy of Management 
Annals, Academy of Management Journal, Annual Review 
of Psychology, International Journal of Human Resource 
Management, Journal of Applied Psychology, Manage­
ment and Organization Review, and Personnel Psychology. 
He has co-authored two books in the area of compensa­
tion. He serves on the editorial boards of journals such 
as the Academy of Management Journal, Industrial and 
Labor Relations Review, International Journal of Human 
Resource Management, Journal of Applied Psychology, 
Journal of World Business, Management & Organization 
Review, and Personnel Psychology. Professor Gerhart is 
a past recipient of the Heneman Career Achievement 
Award, the Scholarly Achievement Award, and (twice) 
the International Human Resource Management Schol­
arly Research Award, all from the Human Resources 
Division, Academy of Management. He is a Fellow of 
the Academy of Management, the American Psycho­
logical Association, and the Society for Industrial and 
Organizational Psychology. 
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Patrick M. Wright is the Thomas C. Vandiver Bicen­
tennial Chair and the Director of the Center for Executive 
Succession in the Darla Moore School of Business at the 
University of South Carolina. Prior to joining USC, he 
served on the faculties at Cornell University, Texas A&M 
University, and the University of Notre Dame. Professor 
Wright teaches, conducts research, and consults in the 
area of strategic human resource management (SHRM), 
particularly focusing on how firms use people as a source 
of competitive advantage and the changing nature of the 
chief HR officer ( CHRO) role. He is the faculty leader for 
the Cornell ILR Executive Education/NARR program, 
"The Chief HR Officer: Strategies for Success," aimed 
at developing potential successors to the CHRO role. He 
served as the lead editor on the recently released book, 
The Chief HR Officer: Defining the New Role of Human 
Resource Leaders, published by John Wiley and Sons. He 
has published more than 60 research articles in journals 
as well as more than 20 chapters in books and edited 
volumes. He is the Editor at the Journal of Management. 
He has coedited a special issue of Research in Person­
nel and Human Resources Management titled "Strategic 
Human Resource Management in the 21st Century" and 
guest edited a special issue of Human Resource Manage­
ment Review titled "Research in Strategic HRM for the 
21st Century." He currently serves as a member on the 
Board of Directors for the National Academy of Human 
Resources (NAHR). He is a former board member of 
HRPS, SHRM Foundation, and World at Work (formerly 
American Compensation Association). From 2011 to 
2015 he was named by HRM Magazine as one of the 20 
"Most Influential Thought Leaders in HR." 
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Managing human resources is a critical component of any company's overall mission to 
provide value to customers, shareholders, employees, and the community in which it does 
business. Value includes profits as well as employee growth and satisfaction, creation of new 
jobs, contributions to community programs, protection of the environment, and innovative 
use of new technologies. 

Our Approach: Engage, Focus, and Apply 
Following graduation, most students will find themselves working in businesses or not-for­
profit organizations. Regardless of position or career aspirations, their role in directly man­
aging other employees or understanding human resource management (HRM) practices 
is critical for ensuring both company and personal success. The ref ore, Fundamentals of 
Human Resource Management, Eighth Edition, focuses on human resource issues and how 
HR is a key component of any company's overall corporate strategy. Fundamentals is applic­
able to both HR majors and students from other majors or colleges who are taking an HR 
course as an elective or a requirement. 

Our approach to teaching human resource management involves engaging students in 
learning through the use of real-world examples and best practices; focusing them on import­
ant HR issues and concepts; and applying what they have learned through chapter features 
and end-of-chapter exercises and cases. Students not only learn about best practices but are 
actively engaged through the use of cases and decision making. As a result, students will be 
able to take what they have learned in the course and apply it to solving HRM problems 
they will encounter on the job. 

Each chapter includes several different pedagogical features. "Best Practices" provides 
examples of companies whose HR activities work well. "HR Oops!" highlights HRM issues 
that have been handled poorly. "Did You Know?" offers interesting statistics about chapter 
topics and how they play out in real-world companies. "HRM Social" demonstrates how 
social media and the Internet can be useful in managing HR activities in any organiza­
tion. "Thinking Ethically" confronts students with issues that occur in managing human 
resources. Each feature includes questions to assist students with critical thinking and to 
spark classroom discussions. 

Fundamentals also assists students with learning "How To" perform HR activities, such 
as applying HR data to solve business problems, devising plans for workplace flexibility, and 
making incentive pay part of a total-rewards package. These are all work situations students 
are likely to encounter as part of their professional careers. The end-of-chapter cases focus 
on corporate sustainability ("Taking Responsibility"), managing the workforce ("Managing 
Talent"), and HR activities in small organizations ("HR in Small Business"). 
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Organization of the Eighth Edition 
Part 1 ( Chapters 1-4) discusses the environmental forces that companies face in trying 
to manage human resources effectively. These forces include economic, technological, and 
social trends; employment laws; and work design. Employers typically have more control 
over work design than over trends and equal employment laws, but all of these factors influ­
ence how companies attract, retain, and motivate human resources. Chapter 1 discusses why 
HRM is a critical component to an organization's overall success. The chapter introduces 
HRM practices and the roles and responsibilities of HR professionals and other managers in 
managing human resources. Chapter 2 looks at current trends that impact human resources 
in the workplace, including automation, robots, artificial intelligence, and people analytics. 
Chapter 3 provides an overview of the major laws affecting employees and the ways organi­
zations can develop HR practices that comply with the laws. Chapter 4 highlights how jobs 
and work systems determine the knowledge, skills, and abilities employees need to perform 
their jobs and influence workers' motivation, satisfaction, and safety at work. 

Part 2 ( Chapters 5-8) deals with acquiring, training, and developing human resources. 
Chapter 5 discusses how to develop an HR plan. It emphasizes the strengths and weaknesses 
of different options for dealing with shortages and excesses of human resources. Chapter 6 
emphasizes that employee selection is a process that starts with screening applications and 
resumes and concludes with a job offer. Chapter 7 covers the features of effective train­
ing systems. Chapter 8 demonstrates how assessment, job experiences, formal courses, and 
mentoring relationships can be used to develop employees for future success. 

Part 3 ( Chapters 9-11) focuses on assessing and improving performance. Chapter 9 
sets the tone for this section by discussing the important role of HRM in creating and 
maintaining an organization that achieves a high level of performance for employees, man­
agers, customers, shareholders, and the community. Chapter 10 examines the strengths and 
weaknesses of different performance management systems. Chapter 11 discusses how to 
maximize employee engagement and productivity and retain valuable employees as well as 
how to fairly and humanely separate employees when the need arises. 

Part 4 (Chapters 12-14) covers rewarding and compensating human resources, including 
how to design pay structures, recognize good performers, and provide benefits. Chapter 12 
discusses how managers weigh the importance and costs of pay to develop a compensation 
structure and levels of pay for each job given the worth of the jobs, legal requirements, and 
employee judgments about the fairness of pay levels. Chapter 13 covers the advantages and 
disadvantages of different types of incentive pay, including merit pay, gainsharing, and stock 
ownership. Chapter 14 highlights the contents of employee benefits packages, the ways 
organizations administer benefits, and what companies can do to help employees under­
stand the value of benefits and control benefits costs. 

Part 5 (Chapters 15-16) covers other HR topics including collective bargaining and labor 
relations and managing human resources in a global organization. Chapter 15 explores HR 
activities as they pertain to employees who belong to unions or who are seeking to join 
unions. Concluding Part 5, Chapter 16 focuses on HR activities in international settings, 
including planning, selecting, training, and compensating employees who work overseas. 
The chapter also explores how cultural differences among countries and workers affect deci­
sions about human resources. 
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Content Changes in the New Edition 
Three new features have been added to the Eighth Edition of Fundamentals: 

• Video Conversations with Chief HR Officers (CHROs): Created by the Center for Executive 
Succession at the Darla Moore School of Business, University of South Carolina, video 
conversations with CHROs from top organizations such as Accenture, Bank of America, 
Boeing, GE, HP, Merck, and others are tied in to pertinent chapters. In addition, the 
videos are featured in Connect, along with questions related to chapter content. 

• HR Analytics & Decision Making: These new features throughout the book highlight 
an evidence-based approach to HR management and focus on people, employees, and 
human capital. 

• Self Assessment Exercises: Appearing at the end of the chapter and in Connect, these 
exercises help students gather information about themselves as it relates to topics 
covered in each chapter. 

In addition to new or updated chapter pedagogy and real-world examples, the text con­
tains the following content changes to help students and instructors keep current on import­
ant HR trends and topics: 

• Chapter 1 includes a detailed discussion on the skills required for HRM professionals 
as defined by the Society for Human Resource Management (SHRM) and an expanded 
discussion on HR certification programs and professional HR development programs by 
various professional organizations. Table 1.2 has been updated to highlight the top quali­
ties employers are now looking for when recruiting potential employees. Figure 1.6 has 
been revised to reflect current median salaries for various HRM positions. 

• Chapter 2 provides current workforce statistics, including projections for the number 
of workers over the next several years, as well as a discussion on various age, gender, 
and ethnic groups within the U.S. labor force. Illustrations have been updated to reflect 
current labor force data. Other trends discussed include the increased use of teams 
within the service sector to foster a flexible approach to work; the top occupations 
expected to gain the most jobs in the coming decade; the significant slowdown in layoffs 
as the economy continues to thrive; and the increased use of technology to automate 
various HR tasks. In addition, a new section on People Analytics has been added that 
highlights important advances in artificial intelligence, which may impact various 
components of HRM within organizations large and small. 

• Chapter 3 has been updated to include discussions and features on sexual harassment 
(including the #MeToo movement); the impact of the opioid crisis on federal occupational 
safety and health standards; and protection from gun violence in the workplace. In 
addition, illustrations have been updated to reflect current statistics on age discrimination, 
types of charges filed with the EEOC, and rates of occupational injuries and illnesses. 

• Chapter 4 includes new discussions on the emergence of bots in the workplace to do 
monotonous tasks so freed-up workers can focus their time on resolving problems, 
and on the increasing importance of automation in everyday work tasks that can help 
enhance-not eliminate-workers' jobs. 

• Chapter 5 covers the process of HR planning, which includes forecasting, goal setting, 
and strategic planning. A new discussion about trends affecting labor demand today 
includes advances in technology such as robots, 3D printing, and artificial intelligence, 
which are making it possible for businesses to increase productivity. The section on 
recruiting human resources has been refreshed to include a discussion about the 
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importance of building an organization's positive image as a way to attract and retain key 
professionals. In addition, the section on job search and networking platforms has been 
revised and expanded. 

• Chapter 6 includes a new table that provides examples of the kinds of questions 
appropriate for both a situational interview and a behavior description interview, as well 
as coverage of how some companies are using AI as part of the interview process and 
analysis. 

• Chapter 7 provides an updated discussion on the increased use of simulations in 
employee training; the need for additional training when it comes to basic skills; and how 
Linkedin Learning has become the corporate training center with short, video-based 
courses in several languages. 

• Chapter 8 includes a detailed discussion on engaging male employees to consider their 
role in maintaining a workplace that draws fully on the contributions of female as well 
as male workers. In addition, a look at why today's fast-paced business environment is 
forcing organizations to take a different approach to succession planning over a shorter 
tirneline has been added. 

• Chapter 9 opens with a feature on how Amazon introduced employee surveys whose 
statistics are used by managers to help improve the work environment. In addition, a 
discussion has been added about the significance of critical thinking and knowledge 
sharing as more routine worker tasks become automated. 

• Chapter 10 provides an expanded discussion about how some organizations are 
rethinking their approach to perf orrnance reviews-emphasizing ongoing perf orrnance 
feedback conversations between employees and their supervisors rather than an annual 
recap. 

• Chapter 11 includes a new table highlighting the HR practices that support effective 
separation and retention of employees. In addition, new real-world examples underscore 
the importance of employers recognizing that even their top employees may be looking 
for new jobs elsewhere and how to retain them. 

• Chapter 12 provides updated earning data for women, men, and minorities and suggests 
strategies companies can use to close the pay gaps. In addition, a new section highlights 
the legal requirement that companies must report the ratio of CEO pay to the pay of a 
typical worker in the organization. 

• Chapter 13 focuses on recognizing employee contributions with pay, including new 
examples of how businesses are rethinking their approach to bonuses and tying them to 
company perf orrnance. 

• Chapter 14 updates information on employee benefits as a percentage of total 
compensation, Social Security information, and taxes paid by both employers and 
employees. 

• Chapter 15 presents inf orrnation on current trends and statistics in union membership 
and discusses the recent U.S. Supreme Court decision on whether unions infringe on 
individual rights when they require membership and/ or dues. 

• Chapter 16 highlights trends in managing human resources globally, including the 
impact of recent tariffs imposed by the United States that will affect both domestic and 
foreign businesses, as well as the U.S. immigration plan that may prevent much-needed 
foreign workers from corning to the United States. In addition, an updated discussion 
on the Brexit plan, the UK's departure from the European Union, highlights some of 
the issues that will affect human resources both in the UK and elsewhere . 
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The author team believes that the focused, engaging, and applied approach of 

Fundamentals distinguishes it from other books that have similar coverage of HR topics. The 
new Eighth Edition has timely coverage of important HR issues, is easy to read, has many 
features that grab the students' attention, and gets students actively involved in learning. 

We would like to thank those of you who have adopted previous editions of Fundamentals, 
and we hope that you will continue to use upcoming editions. For those of you considering 
Fundamentals for adoption, we believe that our approach makes Fundamentals your text of 
choice for human resource management. 

Acknowledgments 
The Eighth Edition of Fundamentals of Human Resource Management would not have been 
possible without the staff of McGraw-Hill Education. Anke Weekes deserves kudos for ensur­
ing that we continue to improve the book based on the ideas of both adopters and students. 
John Weimeister, our former editor, helped us develop the vision for the book and gave us 
the resources we needed to develop a top-of-the-line HRM teaching package. We would also 
like to thank Cate Rzasa who worked diligently to make sure that the book was interesting, 
practical, and readable and remained true to the findings of human resource management 
research. We also thank Kelsey Darin for her efforts on behalf of this new edition. 

We would like to extend our sincere appreciation to all of the reviewers whose thoughtful 
input helped make this text one of the market's leading textbooks. 

MihyangAn 
University of Wisconsin-Stout 

Leyner D. Argueta 
Georgia Northwestern Technical College 

Paul J. Bagdan 
Johnson & Wales University 

Mark Barton 
Scottsdale Community College 

Graceful Beam 
Georgia Northwestern Technical College 

Cydna Bougae 
Montclair State University 

Apryl Brodersen 
Metropolitan State University of Denver 

Brian K. Chupp 
Purdue University 

Suzanne Crampton 
Grand Valley State University 

Marcia Simmering Dickerson 
Louisiana Tech University 

Michael Dinger 
University of South Carolina Upstate 

0 
.. a g 

0 
0 

0 O 0 0 
0 0 0 

0 0 0 
0 0 0 0 • - 0 

0 

0 
0 

0 

0 

0 0 0 
0 

0 0 

0 
0 

Timothy R. Durfield 
Citrus College 

Ibrahim Firat 
Houston Commitnity College 

Elena Gitter 
Cornell University 

Xuguang Guo 
California State Polytechnic University, 
Pomona 

Huh-Jung Hahn 
Winona State University 

Michael B. Harari 
Florida Atlantic University 

Todd C. Harris 
Bridgewater State University 

Jeanne J. Holmes 
North Carolina A&T State University 

Uma Kedharnath 
University of Wisconsin- Whitewater 

Megan Kragness 
University of Minnesota Crookston 

0 
.. a 

0 
0 0 

0 Cl 
0 0 

0 
0 0 

-



pic13.jpg

0 
0 

0 
0 

• 
0 

Bin Ma 
Baruch College, City University of New York, 
University of Missouri, Columbia 

Stephanie D. McKenzie 
Hoitston Community College 

Eivis Qenani 
California Polytechnic State University, San 
Luis Obispo 

Jim Russell 
Purdue University 

Joanna Shaw 
Tarleton State University 

David M. Sikora 
Georgia Southern University 

Paula Kirch Smith 
Cincinnati State 

0 
0 

0 
0 

0 
I 

Cl 

0 
0 

0 

0 

0 
0 

0 

.... 0 V a 0 
... 0 

0 0 0 
0 

0 0 0 0 
0 0 0 

0 D 0 0 0 
0 0 0 0 0 

0 0 
0 0 0 0 a Q 

- 0 0 -
Kris S perstad 
Chippewa Valley Technical College 

Robert (Scott) Taylor 
Moberly Area Community College 

Gary Valcana 
Athens State University 

Yingchun Wang 
University of Houston Downtown 

Bruce A. Western 
Western Illinois University 

T. Craig Williams 
East Carolina University 

Nina E. Woodard 
California State University, San Marcos 

WeichuXu 
East Stroudsburg University 

.. a V D 

0 
0 O 0 0 

0 

0 0 
0 

0 0 
0 

0 0 - 0 

0 0 

0 

0 0 

0 

Raymond A. Noe 

John R. Hollenbeck 

Barry Gerhart 

Patrick M. Wright 

0 
.... a 

0 

0 0 
0 0 

0 0 

0 
0 0 

-

••• Preface XI II 



pic14.jpg

~ 

Mc 
Graw 
Hill 
Education 

® Students-study more efficiently, retain more 
and achieve better outcomes. Instructors-focus 
on what you love-teaching. 

SUCCESSFUL SEMESTERS INCLUDE CONNECT 

FOR INSTRUCTORS 

You're in the driver's seat. 
Want to build your own course? No problem. Prefer to use our turnkey, 
pre built course? Easy. Want to make changes throughout the semester? 
Sure. And you'll save time with Connect's auto-grading too. 

Less Time 
Grading 

·• 
. I ~"' •I~, i., o,;,I"""''' , ,;,.,,., M,ol"'" "' .,,..,,1,., e;J ] , .i~,~o, •·-' a••ll01a1l,m ··11=~,• n,,,.;./ ffl'I 

'""'"'""'"- ·· moo,,~,,.,,.. '"'"' ""''"''"' m """ I com S•"'"""'" ,o """'"'"'"· fo< '""''"· " '"' I.ill 111 ""'"'"'" ,,1 "'"' "' li>e ''""'• ""n ,ml I~"''"''"•" '~"'"' 11·.I lo~,""'' ,,.,., .. ,., ,., -.,..'"'• 

l'"''""~ "'" -~""· "'""" '!"""''· '~''"""'" -~ "'"· "'"" '""" ''''""~ '"""'"'Tl'<-\ "'"'"'"'' El 
tb" "" ' ..k, • ''"""" "' P·"' . ~, """'"'"' , ' P""'"" """ "'"" ,, "~ "· M "''""''· ,..,,.i, ;c,~ '"" h,>< "'"'"'k 

.. ' .. ••• 

"'~"''"• <a· ~klos, We!,~.,,"'"'",,~,,, ........... ',- ""'"" ol ,m~"'°"'"'>' """""'" "' ,,~ '"'"" II 
'"'"~ "'' "'"" t.l ~ 9,,,10, ,au "' ' ''"' " -,1 '"°' "''"' ,o ., """"' '"°" •·I~" sorn< ·'"''" °""""' '""" 
«~,,..~. ••d .,,h,·" ''" mm""'"• lo,o, ''"' '°'~'"''""'"<I~ %''' A 'W"' I""'"""'''""""•• ernl,~ 

i, """" '~'"" ;, • ""''''"''~ '""" m"lnpl< """'"'>w.j -

:i,,~rr.,,-. '" ""' .H.,,,,,,,,, """""'"' "'"""'""'' h, ""'"'" '"' • "'''"'""'"'' "'"• ••~ "" m 
«olke,;m "' '''"'' ""'1 ,i.,; coll,I,~. E,ol ~"" ;, s ,h,. ,, ,, •k~ '"""''"'"' C;J , "" ol~k", '""''"'' 'if 
<ak·•I-"' '"' m,mt<col "'""' "' <h~ all<le, "" ,,~, M' ,,._. "'"' a,,,.,_cs, ~'''" m ,.., '""""'""'-
~- fncm,,.,lo, "'" 0 0'"" ... , '"';hle nlle~s.A ' "" D. la"""~'"""" 100 Jlpl,,;d lodfvla,,Js, "" 

""'' ~" lOO , ll<le,, rr '"°'"'""" '''''"'"' •. '""' 1h, ,...,,. ... , or o ;, ,.,.,,,_..,, ·~~--' " '"' "'"' 

'""'"""·" "'"' ..,,.~ '"" "'""'" ,.,., '°"'"'"" """"'"-"" , .. ,.,.,__,,, .,,,,.,,,"' "" "'""'· ""'"'"'" 

They'll thank you for it. 
Adaptive study resources like SmartBook® help your 
students be better prepared in less time. You can 
transform your class time from dull definitions to dynamic 
debates. Hear from your peers about the benefits of 
Connect at www.mheducation.com/highered/connect 

Make it simple, make it affordable. 
Connect makes it easy with seamless integration using any of the 
major Learning Management Systems-Blackboard®, Canvas, 

and D2L, among others-to let you organize your course in one 
convenient location. Give your students access to digital materials 
at a discount with our inclusive access program. Ask your 

McGraw-Hill representative for more information. 

©Hil l Street Studios/Tobin Rogers/Blend Images LLC 

Solutions for your challenges. 
A product isn't a solution. Real solutions are affordable, 
reliable, and come with training and ongoing support 
when you need it and how you want it. Our Customer 
Experience Group can also help you troubleshoot 
tech problems-although Connect's 99% uptime 
means you might not need to call them. See for 
yourself at status.mheducation.com 

w 0 0 0 w 0 0 0 0 0 0 0 
0 

0 
0 

0 0 0 O a 0 
0 a 0 0 

0 0 0 
0 a 0 0 0 0 0 

0 a o 0 0 
0 0 0 0 a 

I • 0 0 • 



pic15.jpg

Effective, efficient studying. 
Connect helps you be more productive with your 
study time and get better grades using tools like 
SmartBook, which highlights key concepts and creates 
a personalized study plan. Connect sets you up for 
success, so you walk into class with confidence and 
walk out with better grades. 

©Sh utterstock/wave break media 

'' I really liked this app-it 
made it easy to study when 

you don't have your text­
book in front of you.'' 

- Jordan Cunningham, 

Eastern Washington University 

No surprises. 
The Connect Calendar and Reports tools 
keep you on track with the work you need 
to get done and your assignment scores. 
Life gets busy; Connect tools help you 
keep learning through it all. 

Study anytime, anywhere. 
Download the free ReadAnywhere app and access your 
on line eBook when it's convenient, even if you're offline. 
And since the app automatically syncs with your eBook in 
Connect, all of your notes are available every time you open 
it. Find out more at www.mheducation.com/readanywhere 

·• 

·--- • 

• ·-- • 

Chapter 12 Quiz Chapter 11 Quiz 

Chapter 13 Evidence of Evolution Chapter 11 DNA Technology 

Chapter 7 Quiz 

Chapter 7 DNA Structure and Gene ... 

and 7 more ... 

/ 
\ 

Learning for everyone. 

I McGraw-Hill works directly with Accessibility Services 
Departments and faculty to meet the learning needs of all 
students. Please contact your Accessibility Services office 
and ask them to email accessibility@mheducation.com, or 
visit www.mheducation.com/about/accessibility.html for 
more information. 



pic16.jpg

w 0 0 0 
0 

0 O 
0 0 0 

0 0 

D 
D 0 0 

' 

Brief Contents 

Preface viii 

PART1 

The Human Resource 
Environment 1 

1 Managing Human Resources 2 

2 Trends in Human Resource 
Management 29 

• 

3 Providing Equal Employment Opportunity 
and a Safe Workplace 61 

4 Analyzing Work and Designing Jobs 101 

PART2 

Acquiring, Training, and Developing 
Human Resources 133 

5 Planning for and Recruiting Human 
Resources 1 34 

6 Selecting Employees and Placing Them 
in Jobs 168 

7 Training Employees 201 

8. Developing Employees for Future 
Success 237 

PART3 

Assessing and Improving 
Performance 271 

9 Creating and Maintaining 
High-Performance Organizations 272 

10 Managing Employees' Performance 301 

11 Separating and Retaining 
Employees 337 

w . 0 0 XVI 0 

0 0 
O D 

0 0 

0 

0 

0 
0 0 0 

' • 

0 

0 

0 

0 

0 0 0 
w 0 

0 

0 0 0 
0 

0 0 
0 0 

0 
0 0 0 

0 0 D 0 
0 0 0 0 D 0 

0 • 

PART4 

Compensating Human 
Resources 371 

12 Establishing a Pay Structure 372 

13 Recognizing Employee Contributions 
with Pay 403 

14 Providing Employee Benefits 430 

PARTS 

Meeting Other HR Goals 467 

1 5 Collective Bargaining and Labor 
Relations 468 

16 Managing Human Resources 
Globally 503 

Glossary 539 

Name and Company Index 549 

Subject Index 564 

0 0 0 
w 0 

0 0 0 
0 

0 
0 0 0 0 

0 0 0 
0 0 0 0 

0 0 0 0 0 0 
0 0 • 

Mc 
Graw 
Hill 

501-1333 



pic17.jpg

0 
.. 0 

0 
0 

0 O 0 
0 0 0 

0 0 0 
0 0 0 0 .. 

Preface viii 

PART1 

The Human Resource Environment 1 

1 Managing Human Resources 2 

Introduction 2 

Human Resources and Company Performance 3 

Responsibilities of Human Resource 
Departments 5 
Analyzing and Designing Jobs 6 
Recruiting and Hiring Employees 7 
Training and Developing Employees 7 
Managing Performance 8 
Planning and Administering Pay and Benefits 8 

Best Practices: HRM Helps Abbott 
Laboratories Thrive 9 

Maintaining Positive Employee Relations 9 

HRM Social: Social Media Tools for HR 
Professionals 10 

Establishing and Administering Personnel 
Policies 10 
Managing and Using Human Resource Data 11 
Ensuring Compliance with Labor Laws 11 

HR How To: Applying HR Data to Solve 
Business Problems 12 

Supporting the Organization's Strategy 12 

HR Analytics & Decision Making 13 

Skills of HRM Professionals 14 

HR Oops!: Zenefits Runs into Its Own HR 
Issues 16 

HR Responsibilities of Supervisors 16 

Ethics in Human Resource Management 17 

Did You Know?: Employers' Reputations Have 
Value 18 

Employee Rights 18 
Standards for Ethical Behavior 19 

0 0 
"""' 0 

0 

0 0 
0 O 

0 0 

0 O 0 
0 

0 
0 0 .. 

0 

0 

0 

0 

0 

0 

0 0 
.... 0 

0 0 0 
0 0 0 0 0 

0 0 0 
0 0 0 

D 
0 

0 

0 
0 

0 0 0 
Cl .. 

Careers in Human Resourc,e Management 20 

Organization of This Book 22 

Thinking Ethically: Whom Does the HR 
Professional Represent? 23 

Summary 24 

Key Terms 24 

Review And Discussion Questions 25 

Self-Assessment Exercise 25 

Taking Responsibility: Why Good Things Happen 
at Costco 26 

Managing Talent: Old Navy's Talent Strategy Fills in 
Some Gaps 26 

HR in Small Business: Network Is the Key to HRM at 
1 Collision 27 

Notes 28 

2 Trends in Human Resource 
Management 29 

Introduction 29 

Change in the Labor Force 30 
An Aging Workforce 30 
A Diverse Workforce 31 

Best Practices: Helping Panda Express 
Workers Communicate 33 

Skill Deficiencies of the Workforce 34 

HR Analytics & Decision Making 35 

High-Performance Work Systems 35 
Knowledge Workers 36 
Employee Empowerment 37 

HRM Social: Glassdoor Reviews Foster 
Better Communication 38 

Teamwork 39 

Focus on Strategy 40 
Me,rgers and Acquisitions 40 

0 
0 

HR Oops!: HRM Barely Gets a Passing 
Grade 41 

0 - 0 
0 

0 • • 0 0 0 XVII 0 0 0 0 
0 0 0 0 

a 0 0 0 0 0 
0 .. 



pic18.jpg

0 
.... a 

0 
0 

0 0 
•• • 0 0 

XVI II Contents 0 0 

0 
0 0 0 

High-Quality Standards 42 
Cost Control 42 
Expanding into Global Markets 45 

Technological Change in HRM 46 
HR Information Systems 46 
People Analytics 48 

• 

Sharing of Human Resource Information 48 

HR How To: Handling HR Implications of 
Artificial Intelligence 49 

Change in the Employment Relationship SO 
A Psychological Contract 50 

Did You Know?: Half of U.S. Employees 
Looking to Change Jobs 51 

Declining Union Membership 51 
Flexibility 51 

Thinking Ethically: How Solid Is Your Digital 
Footprint? 53 

Summary 54 

Key Terms 55 

Review and Discussion Questions 55 

Self-Assessment Exercise 56 

Taking Responsibility: Paychex Keeps People by 
Helping Them Retire 56 

-

Managing Talent: Employee Engagement Helps Bank's 
Business 57 

HR in Small Business: New Belgium Brews Success 
through Employee Ownership 58 

Notes 58 

3 Providing Equal Employment 
Opportunity and a Safe Workplace 61 

Introduction 61 

Regulation of Human Resource Management 63 

Equal Employment Opportunity 63 

Constitutional Amendments 63 
Legislation 65 

HR Analytics & Decision Making 69 
Executive Orders 71 

The Government's Role in Providing for Equal 
Employment Opportunity 72 

Equal Employment Opportunity Commission 
(EEOC) 72 
Office of Federal Contract Compliance Programs 
(OFCCP) 74 

Businesses' Role in Providing for Equal 
Employment Opportunity 74 

0 
0 

0 

0 

0 Cl 
0 

.... 

0 O 

a 

0 
0 0 0 

• -

0 
0 

0 

0 
0 

0 

V 0 0 
V' a 

0 

0 0 0 
0 

0 
0 0 0 

0 
0 0 0 

0 0 0 0 
0 0 0 0 0 0 

0 -
Avoiding Discrimination 7 4 

HRM Social: Using Social Media in Hiring 
Poses Discrimination Risk 76 

Providing Reasonable Accommodation 79 
Preventing Sexual Harassment 80 

HR Oops!: Disability Inclusion Still Falls Short 81 

Valuing Diversity 82 

Best Practices: Accenture's Diversity Policies 
Welcome LGBT Workers 83 

Occupational Safety and Health Act 84 
General and Specific Duties 84 
Enforcement of the Occupational Safety and 
Health Act 86 

HR How To: Providing Safety from Gun 
Violence 87 

Employee Rights and Responsibilities 88 
Impact of the Occupational Safety and Health 
Act 88 

Employer-Sponsored Safety and Health 
Programs 89 
Identifying and Communicating Job Hazards 89 
Reinforcing Safe Practices 91 
Promoting Safety Internationally 9 1 

Did You Know?: Top 10 OSHA Violations 92 

Thinking Ethically: /s It Ethical to Discriminate 
Against the Unemployed? 93 

Summary 94 

Key Terms 95 

Review and Discussion Questions 95 

Self-Assessment Exercise 96 

Taking Responsibility: Keeping Subcontractors 
Safe 96 

Managing Talent: Google's Search for Diverse 
Talent 97 

HR in Small Business: Airbnb Continues to Address 
Diversity Challenge 98 

Notes 98 

4 Analyzing Work and Designing Jobs 101 

Introduction 101 

Work Flow in Organizations 102 
Work Flow Analysis 102 
Work Flow Design and an Organization's 
Structure 103 

HR Oops!: Poor Planning for Robots 104 
V a 0 - a 

0 0 0 
0 

0 
0 

0 
0 0 0 

0 0 0 0 

0 

0 0 

0 00 0 

0 O 0 
-



pic19.jpg

0 - G V 
0 

0 
0 0 0 0 

0 0 D 
0 0 0 

0 0 0 0 - 0 

Job Analysis 105 
Job Descriptions 105 
Job Specifications 106 
Sources of Job Information 108 
Position Analysis Questionnaire 109 
Fleishman Job Analysis System 109 
Analyzing Teamwork 110 
Importance of Job Analysis 11 O 

HRM Social: Skills of a Social-Media 
Specialist 111 

Competency Models 112 
Trends in Job Analysis 113 

Job Design 114 
Designing Efficient Jobs 114 

Best Practices: Navicent Health Gets Lean for 
the Sake of Its Patients 115 

Designing Jobs That Motivate 116 

HR How To: Devising a Plan for Workplace 
Flexibility 120 

Designing Ergonomic Jobs 121 

Did You Know?: Health Care Workers Need 
Ergonomic Job Design 122 

HR Analytics & Decision Making 123 

Designing Jobs That Meet Mental Capabilities and 
Limitations 12 3 

Thinking Ethically: How Can You Ethically 
Design a Dangerous Job? 125 

Summary 125 

Key Terms 127 

Review and Discussion Questions 12 7 

Self-Assessment Exercise 127 

Taking Responsibility: Mayo Clinic Prescribes a Dose 
of Efficient Work Design 128 

Managing Talent: Flexibility Drives Uber's Growth 128 

HR in Small Business: Blink UX Takes a Hard Look at 
Work Design 129 

Notes 130 

Acquiring, Training, and Developing 
Human Resources 133 

5 Planning for and Recruiting Human 
Resources 134 

0 
.... 

0 
0 

0 0 
0 0 

0 0 

a 

0 0 0 

0 
0 

0 

V 

0 

0 • 0 -

D 0 - G 

0 

0 
0 

0 

0 0 0 0 0 0 
0 • 0 0 
0 0 0 0 Contents XIX 

0 
0 0 0 

0 -

Introduction 134 

The Process of Human Resource Planning 135 
Forecasting 136 
Goal Setting and Strategic Planning 138 

HR How To: Using Temporary Employees and 
Contractors 143 

Implementing and Evaluating the HR Plan 145 

HR Analytics & Decision Making 145 
Applying HR Planning to Affirmative Action 146 

Best Practices: Fixing the Talent Gap 147 

Recruiting Human Resources 14 7 

Personnel Policies 148 

Did You Know?: Employers Prefer Internal 
Recruitment 149 

Recruitment Sources 150 
Internal Sources 150 
External Sources 151 

HRM Social: Effective Recruitment via Social 
Networks 154 

Evaluating the Quality of a Source 156 

Recruiter Traits and Behaviors 157 

HR Oops!: Fuzzy Source-of-Hire Data 158 

Characteristics of the Recruiter 158 
Behavior of the Recruiter 159 
Enhancing the Recruiter's Impact 159 

Thinking Ethically: /s Temp and Contract Work 
Fair to Workers? 160 

Summary 161 

Key Terms 162 

Review and Discussion Questions 162 

Self-Assessment Exercise 163 

Taking Responsibility: Facebook's Approach to 
Recruiting Employees 163 

Managing Talent: Techtonic Group Builds Its Own 
Labor Supply 164 

HR in Small Business: GenMet's Design for 
Constructing a 21st-Century Workforce 165 

Notes 165 

6 Selecting Employees and Placing Them 
in Jobs 168 

Introduction 168 

Selection Process 169 
Reliability 1 70 

a "" G 
0 0 

0 

0 
0 

0 0 
0 0 

0 

0 

0 

0 

0 0 
o a 

0 0 

0 O 0 
-



pic20.jpg

0 
.... a 

0 
0 

0 0 

xx Contents 0 0 
0 0 

0 
0 0 0 

Validity 171 
Ability to Generalize 173 
Practical Value 173 

• 

Best Practices: Unilever Improves Selection 
Results with Al 174 

Legal Standards for Selection 174 

HRM Social: Screening with Social Media 
Poses Risks 175 

HR How To: Using Data Analytics to Support 
Fair Hiring Decisions 178 

Job Applications and Resumes 178 

Application Forms 1 79 
Resumes 180 

HR Analytics & Decision Making 180 

References 181 
Background Checks 181 

Did You Know?: Most Employers Use Social 
Media in Employee Selection 182 

Employment Tests and Work Samples 183 
Physical Ability Tests 183 
Cognitive Ability Tests 184 
Job Performance Tests and Work Samples 184 
Personality Inventories 185 
Honesty Tests and Drug Tests 186 
Medical Examinations 18 7 

Interviews 188 
Interviewing Techniques 188 
Advantages and Disadvantages of Interviewing 189 
Preparing to Interview 190 

Selection Decisions 190 
How Organizations Select Employees 191 

HR Oops!: Red Flags during Job 
Interviews 192 

Communicating the Decision 192 

Thinking Ethically: What Is an Employer's 
Ethical Duty to Check Facts? 193 

Summary 193 

Key Terms 195 

Review and Discussion Questions 195 

Self-Assessment Exercise 196 

Taking Responsibility: At PepsiCo, Workers with 
Disabilities Are Encouraged, Not Disqualified 196 

Managing Talent: Marriott Hires People Who Put 
Others First 197 

0 0 
0 

0 Cl 
0 0 

.... 

0 O 

-

a 

0 
0 0 0 

• -

0 
0 

0 

0 
0 

0 

V 0 0 
V' a 

0 

0 0 0 
0 

0 
0 0 0 

0 
0 0 0 

0 
0 0 0 

0 0 0 0 0 0 
0 -

HR in Small Business: Strategic Hiring at Skookum 
Digital Works 197 

Notes 198 

7 Training Employees 201 

Introduction 201 

Training Linked to Organizational Needs 202 

Needs Assessment 203 
Organization Analysis 203 

Did You Know?: Many Service-Sector Workers 
Lack Basic Skills 204 

Person Analysis 205 
Task Analysis 206 

Readiness for Training 206 
Employee Readiness Characteristics 207 
Work Environment 207 

HRM Social: Linkedln Learning: Today's 
Corporate Training Center 208 

Planning the Training Program 209 
Objectives of the Program 209 
In-House or Contracted Out? 209 
Choice of Training Methods 210 

Training Methods 211 
Classroom Instruction 2 11 
Computer-Based Training 2 12 

HR How To: Using Wearable Technology to 
Support Training 213 

On-the-Job Training 2 14 
Simulations 2 15 
Business Games and Case Studies 2 16 
Behavior Modeling 2 16 
Experiential Programs 2 1 7 
Team Training 2 18 
Action Learning 2 18 

Implementing the Training Program 219 
Principles of Learning 2 19 

HR Oops!: So Far, Anti-Harassment Training 
Has Not Ended Harassment 221 

Transfer of Training 221 

Measuring the Results of Training 222 
Evaluation Methods 222 

HR Analytics & Decision Making 223 
Applying the Evaluation 224 

Applications of Training 224 

V a 0 
V' a 

0 0 0 
0 

0 
0 0 0 

0 
0 0 0 

0 0 0 0 
0 0 0 0 0 0 

0 0 -



pic21.jpg

0 - G V 
0 

0 
0 0 0 0 

0 0 D 
0 0 0 

0 0 0 0 - 0 

Best Practices: Verizon Ensures Training Adds 
Business Value 225 

Orientation and On boarding of New Employees 225 
Diversity Training 226 

Thinking Ethically: Are Internships 
Opportunity or Exploitation? 228 

Summary 229 

Key Terms 231 

Review and Discussion Questions 231 

Self-Assessment Exercise 232 

Taking Responsibility: Training Helps Keep Goodyear's 
Workers Safe 232 

Managing Talent: Huntington Ingalls Builds a 
Workforce to Do "Hard Stuff" 233 

HR in Small Business: Zeigler Auto Group Drives 
Growth by Training Its People 233 

Notes 234 

8 Developing Employees for Future 
Success 237 

Introduction 237 

Training, Development, and Career 
Management 238 
Development and Training 238 
Development for Careers 239 

Approaches to Employee Development 239 
Formal Education 239 

Best Practices: Valvoline's Development 
Program Ensures a Flow of New 
Managers 240 

Assessment 24 1 
Job Experiences 245 
Interpersonal Relationships 249 

HRM Social: Using Social Media for Career 
Development 250 

HR How To: Coaching Employees 252 

Systems for Career Management 252 

HR Analytics & Decision Making 253 

HR Oops!: Show Some Appreciation or 
Employees Will Leave 254 

Data Gathering 254 
Feedback 255 
Goal Setting 256 
Action Planning and Follow-Up 256 

0 

0 
0 0 

0 0 
0 

0 

.... a 

0 O 

0 0 

0 
0 

0 

V 

0 

0 • - 0 

D 0 - G 

0 

0 
0 

0 

0 0 
0 0 0 0 

0 • 0 0 
0 0 0 0 Contents XXI 

0 
0 

0 0 
0 -

Did You Know?: Men Named John Outnumber 
Women at the Top 258 

Development-Related Challenges 258 
The Glass Ceiling 258 
Succession Planning 259 

Dysfunctional Managers 261 

Thinking Ethically: Should Companies 
Tell Employees They Have ''High 
Potential''? 261 

Summary 262 

Key Terms 263 

Review and Discussion Questions 264 

Self-Assessment Exercise 264 

Taking Responsibility: Employee Ambitions Drive 
Development at West Monroe Partners 264 

Managing Talent: Mondelez Bakes Development into 
Its Talent Strategy 265 

HR in Small Business: How Service Express Serves 
Employees First 266 

Notes 267 

Assessing and Improving 
Performance 271 

9 Creating and Maintaining High-
Performance Organizations 272 

Introduction 272 

High-Performance Work Systems 273 
Elements of a High-Performance Work System 2 73 

HR How To: Rewarding High 
Performance 275 

Outcomes of a High-Performance Work System 275 

Conditions That Contribute to High 
Performance 277 
Teamwork and Empowerment 277 

HR Oops!: How Starbucks Recovered from a 
Decision Gone Wrong 278 

Knowledge Sharing 2 78 
Job Satisfaction and Employee Engagement 2 79 

Did You Know?: Only 33% of U.S. Workers 
Feel Engaged at Their Jobs 280 

Ethics 281 
a a V' G 

0 0 0 
0 0 0 0 

0 
0 0 a 

0 0 0 0 
0 0 0 0 0 0 

0 -



pic22.jpg

0 
.... a 

0 
0 

0 0 
• • 0 0 

XXII Contents 0 0 

0 
0 0 0 

• 

HRM's Contribution to High Performance 282 
HRM Practices 282 

HRM Technology 284 
HRM Applications 285 
Human Resource Information Systems 286 

HR Analytics & Decision Making 287 

Human Resource Management Online: E-HRM 287 

-

HRM Social: Companies Should Listen as Well 
as Talk on Social Media 289 

Effectiveness of Human Resource 
Management 290 
Human Resource Management Audits 290 

Best Practices: Data Taught KinderCare How 
to Build Success 292 

Analyzing the Effect of HRM Programs 292 

Thinking Ethically: Is Analyzing Employee 
Sentiment an Invasion of Privacy? 294 

Summary 294 

Key Terms 295 

Review and Discussion Questions 295 

Self-Assessment Exercise 296 

Taking Responsibility: The Container Store Continues 
to Put Employees First 297 

Managing Talent: How Adobe's People and Rewards 
Contribute to High Performance 297 

HR in Small Business: Tasty Catering Serves Up 
Employee-Friendly Culture 298 

Notes 299 

10 Managing Employees' Performance 301 

Introduction 301 

The Process of Performance Management 302 

Purposes of Performance Management 303 

Best Practices: Goldman Sachs Makes 
Performance Management a Priority 304 

Criteria for Effective Performa nee 
Management 305 

HR Oops!: Employees Unclear on 
Performance Expectations 307 

Methods for Measuring Performance 307 
Making Comparisons 307 
Rating Individuals 309 

Did You Know?: Top Metrics in Performance 
Appraisals 310 

0 
.... 

0 
0 

0 O 
0 Cl 

0 0 

a 

0 
0 0 0 

• -

0 
0 

0 

0 
0 

0 

V 0 0 
V' a 

0 

0 0 0 
0 

0 
0 0 0 

0 
0 0 0 

0 0 0 0 
0 0 0 0 0 0 

0 -
Measuring Results 314 
Total Quality Management 3 16 

Sources of Performance Information 316 
Managers 3 1 7 
Peers 317 
Subordinates 31 7 

HRM Social: Apps Are Enabling Real-Time 
Feedback 318 

Self 3 19 
Customers 3 19 

Errors in Performance Measurement 320 
Types of Rating Errors 320 
Ways to Reduce Errors 320 
Political Behavior in Performance Appraisals 32 1 

Giving Performance Feedback 322 
Scheduling Performance Feedback 322 

HR Analytics & Decision Making 323 

Preparing for a Feedback Session 32 3 
Conducting the Feedback Session 323 

Finding Solutions to Performance Problems 324 

HR How To: Delivering Positive Feedback 325 

Legal and Ethical Issues in 
Performance Management 326 
Legal Requirements for Performance Management 32 7 
Electronic Monitoring and Employee Privacy 327 

Thinking Ethically: What are the Ethical 
Boundaries of Tracking Employee 
Activities? 328 

Summary 329 

Key Terms 331 

Review and Discussion Questions 331 

Self-Assessment Exercise 332 

Taking Responsibility: Asana's Performance 
Management Aligns with Its Values 332 

Managing Talent: Deloitte's Approach to Performance 
Management Pays Off 333 

HR in Small Business: Retrofit's Mobile Performance 
Management 334 

Notes 334 

11 Separating and Retaining Employees 337 

Introduction 337 

Managing Voluntary and Involuntary 
Turnover 338 

Employee Separation 340 
Principles of Justice 340 

V "" 0 a 
0 0 0 

0 
0 

0 
0 
0 0 0 

0 0 0 0 

0 

0 0 

0 00 0 

0 O 0 
-



pic23.jpg

0 - G V 
0 

0 
0 0 0 0 

0 0 D 
0 0 0 

0 0 0 0 - 0 

HR How To: Handling Rude Behavior 341 

Legal Requirements 342 

HRM Social: Firing an Employee for Socia/­
Media Use 344 

Progressive Discipline 345 
Alternative Dispute Resolution 34 7 
Employee Assistance Programs 348 
Outplacement Counseling 348 

Did You Know?: Opioid Abuse Is a Problem for 
Workers and Employers 349 

Employee Engagement 349 

Job Withdrawal 350 
Job Dissatisfaction 350 
Behavior Change 352 
Physical Job Withdrawal 353 
Psychological Withdrawal 353 

HR Oops!: Employees Say Anything to Stay 
Away from Work 354 

Job Satisfaction 355 
Personal Dispositions 355 
Tasks and Roles 356 
Supervisors 011d Co-Workers 357 

Best Practices: At Quicken Loans, Employees 
Are the Most Valuable Asset 358 

Pay and Benefits 359 

HR Analytics & Decision Making 359 
Monitoring Job Satisfaction 360 

Thinking Ethically: /s it Ethical to Fire by 
Texting or Tweeting? 362 

Summary 362 

Key Terms 363 

Review and Discussion Questions 363 

Self-Assessment Exercise 364 

Taking Responsibility: Yahoo's Struggle to Get 
Employees Cheering Again 365 

Managing Talent: Walmart Refocuses Its Employee 
Retention Strategies 365 

HR in Small Business: Happy Employees the Key to 
Radio Flyer's Success 366 

Notes 367 

Compensating Human Resources 371 

12 Establishing a Pay Structure 372 
0 

.... a 
0 

0 
0 O 0 

0 0 0 
0 0 0 

0 0 0 

V 

0 

0 • - 0 

D 0 - G 

0 0 0 
0 0 0 0 

0 ... 
0 0 0 

0 0 0 0 Contents XXI II 
0 

0 0 
0 0 0 

0 -

Introduction 372 

Decisions about Pay 373 

Legal Requirements for Pay 374 
Equal Employment Opportunity 374 

HR How To: Closing the Pay Gap 375 

Minimum Wage 376 
Overtime Pay 376 
Child Labor 378 
Prevailing Wages 378 
Pay Ratio Reporting 3 78 

Economic Influences on Pay 379 
Product Markets 379 
Labor Markets 379 

Did You Know?: A Majority of Workers Are 
Reluctant to Negotiate Pay 380 

Pay Level: Deciding What to Pay 381 
Gathering Information about Market Pay 381 

HR Analytics & Decision Making 382 

HRM Social: Crowdsourcing Pay Data 383 

Employee Judgments about Pay Fairness 383 
Judging Fairness (Equity) 384 

HR Oops!: Employees Doubt Their Pay Is 
Fair 385 

Communicating Fairness 385 

Job Structure: Relative Value of Jobs 386 

Pay Structure: Putting It All Together 387 
Pay Rates 387 

Best Practices: Parkland Health Rethinks 
Entry-Level Pay Rates 389 

Pay Grades 389 
Pay Ranges 390 
Pay Differentials 391 
Alternatives to Job-Based Pay 391 

Pay Structure and Actual Pay 392 

Current Issues Involving Pay Structure 393 
Pay during Military Duty 393 
Pay for Executives 393 

Thinking Ethically: /s Pay Disparity in the 
Fast-Food Business Ethical? 395 

Summary 395 

Key Terms 39 7 

Review and Discussion Questions 397 

Self-Assessment Exercise 398 

Taking Responsibility: IKEA Tries to Provide a Living 
Wage 398 
a u ,... G 

0 0 0 0 
0 

0 
0 0 0 

0 

0 0 

0 0 
0 -



pic24.jpg .. a 0 0 
0 

0 O 
0 0 • 

Contents 0 0 XXIV 
0 

0 0 0 
t 

Managing Talent: How Target Aims for Competitive 
Employee Wages 399 

HR in Small Business: Jet.corn's No-Haggle Approach 
to Compensation 400 

Notes 400 

13 Recognizing Employee Contributions 
with Pay 403 

Introduction 403 

Incentive Pay 404 

Did You Know?: Merit Pay Helps Retain 
Workers 406 

Pay for Individual Performance 406 
Piecework Rates 406 
Standard Hour Plans 407 
Merit Pay 407 

HR Analytics & Decision Making 409 
Performance Bonuses 4 10 
Sales Commissions 4 10 

Best Practices: AutoNation Offers a Choice of 
Commissions 411 

Pay for Group Performance 412 
Gainsharing 4 12 
Group Bonuses and Team Awards 4 12 

Pay for Organizational Performance 413 
Profit Sharing 4 13 
Stock Ownership 4 14 

HR Oops!: Thanks, but We'd Rather Have 
Cash 415 

Balanced Scorecard 417 

HRM Social: Social-Media Measures for a 
Balanced Scorecard 418 

Processes That Make Incentives Work 419 
Participation in Decisions 4 19 
Communication 4 19 

HR How To: Making Incentive Pay Part of a 
Total-Rewards Package 420 

Incentive Pay for Executives 420 
Performance Measures for Executives 42 1 
Ethical Issues 421 

Thinking Ethically: Can Incentives Promote 
Ethics? 422 

Summary 423 

Key Terms 424 

Review and Discussion Questions 424 
0 0 

0 

.. 
0 O 

0 0 
0 0 

-

a 

0 
0 0 0 

• -

0 
0 

0 

0 
0 

0 

g a 0 
V' a 

Cl 

0 0 0 0 0 0 0 0 0 0 0 0 
0 0 0 

0 0 0 0 0 0 0 
0 -

Self-Assessment Exercise 425 

Taking Responsibility: BNY Mellon Shares the Wealth 
with Employees 425 

Managing Talent: Employees Are Getting a Bite of 
Apple's Stock 426 

HR in Small Business: Chobani Founder Plans to Share 
the Wealth 427 

Notes 427 

14 Providing Employee Benefits 430 

Introduction 430 

The Role of Employee Benefits 431 

Benefits Required by Law 432 
Social Security 433 
Unemployment Insurance 434 
Workers' Compensation 435 
Unpaid Family and Medical Leave 435 
Health Care Benefits 436 

HR How To: Keeping Up with U.S. Health Care 
Laws 437 

Optional Benefits Programs 438 
Paid Leave 438 
Group Insurance 440 
Retirement Plans 443 

Best Practices: How Microsoft Made Financial 
Health Contagious 446 

"Family-Friendly" Benefits 44 7 

HRM Social: Crowdfunding for College 
Savings Plans 449 

Other Benefits 449 

Selecting Employee Benefits 450 
The Organization's Objectives 450 

HR Analytics & Decision Making 451 
Employees' Expectations and Values 452 
Benefits' Costs 453 

HR Oops!: Some Companies Are Clueless 
about Wellness ROI 454 

Legal Requirements for Employee 
Benefits 454 

Tax Treatment of Benefits 455 
Antidiscrimination Laws 455 
Accounting Requirements 456 

Communicating Benefits to Employees 456 

Did You Know?: Many Employees 
Need Help to Understand Their 
Benefits 457 

g 0 0 
.. a 

0 0 0 
0 0 0 0 0 0 0 Cl 0 0 

0 0 0 
0 0 0 0 0 0 

0 0 -



pic25.jpg

0 
V' 0 

0 
0 

0 O 
0 0 

0 0 

+ 
0 

0 

Thinking Ethically: Is It Fair Part-Timers 
Rarely Get Benefits? 458 

Summary 458 

Key Terms 460 

Review and Discussion Questions 460 

Self-Assessment Exercise 461 

Taking Responsibility: Kronos Trusts Employees 
Enough to Give Unlimited PTO 462 

0 

0 0 

-

V 

0 0 

0 

0 

Managing Talent: Investing in Young Workers at Credit 
Suisse 462 

HR in Small Business: Why Kickstarter Kicked Out 
Unlimited Vacation 463 

Notes 464 

Meeting Other HR Goals 467 

15 Collective Bargaining and Labor 
Relations 468 

Introduction 468 

Role of Unions and Labor Relations 469 
National and International Unions 4 70 
Local Unions 4 71 
Trends in Union Membership 4 71 
Unions in Government 473 

Did You Know?: Profile of a Typical Union 
Worker 474 

Impact of Unions on Company Performance 4 7 4 

Goals of Management, Labor Unions, and 
Society 475 
Management Goals 475 

Best Practices: Desire for More Jobs Unites 
Lear and the UAW 476 

Labor Union Goals 4 76 
Societal Goals 477 

Laws and Regulations Affecting Labor 
Relations 478 
National Labor Relations Act {NLRA) 4 78 

HRM Social: Employee Rights in the Socia/­
Media Era 479 

Laws Amending the NLRA 481 
National Labor Relations Board (NLRB) 482 

HR How To: Writing an Employee Handbook 
That Follows NLRB Guidance 483 

0 
.. a 

0 
0 

0 O 
0 a 0 

0 0 

0 
0 0 0 

• -

g 

0 0 

0 

0 

0 0 
.... a 

0 

0 
0 

0 

0 

0 
0 

0 

0 0 
0 0 0 0 

0 0 0 0 0 0 0 
0 

0 0 0 
0 -

Union Organizing 483 
The Process of Organizing 484 
Management Strategies 484 
Union Strategies 485 
Decertifying a Union 486 

Collective Bargaining 486 
Bargaining over New Contracts 488 
When Bargaining Breaks Down 488 
Work Stoppages 488 

Contract Administration 490 

Contents XXV 

HR Oops!: Arbitration Agreement Gets Out of 
Hand 491 

New Approaches to Labor Relations 493 
Labor-Management Cooperation 493 
Nonunion Representation Systems 494 

Thinking Ethically: Free Ride or Free 
Speech? 495 

Summary 495 

Key Terms 49 7 

Review and Discussion Questions 497 

Self-Assessment Exercise 497 

Taking Responsibility: Teamsters and UPS Strike a 
Deal for the 21st Century 498 

Managing Talent: Teachers Win over Unions and State 
Government 499 

HR in Small Business: Huffington Post Accepts 
Collective Bargaining 500 

Notes 500 

16 Managing Human Resources 
Globally 503 

Introduction 503 

HRM in a Global Environment 504 

Best Practices: Chobani's Global Outlook Was 
in Place from Its Founding 505 

Employees in an International Workforce 505 
Employers in the Global Marketplace 506 

Factors Affecting HRM in International 
Markets 508 
Culture 508 

HR Analytics & Decision Making 510 

HR Oops!: Cross-Cultural Management 
Missteps 511 

Education and Skill Levels 511 
0 

0 0 
0 0 0 0 

0 0 0 
0 0 0 0 

0 
0 0 0 

0 -



pic26.jpg

• 
XXVI Contents 

Economic System 512 
Political-Legal System 513 

0 

0 

t 

Human Resource Planning in a Global 
Economy 514 

Selecting Employees in a Global Labor 
Market 515 

Training and Developing a Global 
Workforce 516 
Training Programs for an International 
Workforce 5 16 
Cross-Cultural Preparation 51 7 

0 0 

0 D 
0 

0 
0 

HRM Social: Online Communities Support 
Expats' Spouses 518 

Global Employee Development 519 

Performance Management across 
National Boundaries 519 

Compensating an International 
Workforce 519 
Pay Structure 520 
Incentive Pay 52 1 
Employee Benefits 52 1 

International Labor Relations 522 

.. a 

0 O 

0 0 

-

HR How To: Making the Most of an Overseas 
Assignment 523 

0 
.. a 

0 
0 

0 O 
0 0 

0 0 

0 
0 0 0 

-

0 
0 

0 

0 
0 

0 

u a 0 
V' 0 

Cl 

0 0 0 
0 

0 
0 0 0 

0 
0 0 0 

0 0 0 0 
0 0 0 0 0 0 

0 -

Managing Expatriates 523 
Selecting Expatriate Managers 524 
Preparing Expatriates 524 
Managing Expatriates' Performance 527 
Compensating Expatriates 52 7 

Did You Know?: The Most Expensive Cities 
Are Concentrated in Asia 529 

Helping Expatriates Return Home 531 

Thinking Ethically: What Do Employers Owe 
LGBT Employees in Expat Assignments? 531 

Summary 532 

Key Terms 533 

Review and Discussion Questions 533 

Self-Assessment Exercise 534 

Taking Responsibility: Automation Changes 
Bangladesh Garment Industry 534 

Managing Talent: Geely Goes Global with Volvo (and 
Others) 535 

HR in Small Business: How 99designs Created a 
Global Enterprise with Just a Few Employees 536 

Notes 537 

Glossary 539 

Name and Company Index 549 

Subject Index 564 

g 0 0 
.. 0 

0 0 0 
0 

0 
0 0 0 

0 
0 0 0 

0 0 0 0 
0 0 0 0 0 0 

0 0 -



pic27.jpg

CHAPTER 1 
Managing Human Resources 

CHAPTER 2 
Trends in Human Resource 
Management 

CHAPTER 3 
Providing Equal Employment 
Opportunity and a Safe Workplace 

CHAPTER 4 
Analyzing Work and Designing Jobs 

--IT• 11 • 11 • 11 • 11 • 11 



pic28.jpg

- 0 0 0 - 0 0 0 0 0 0 0 
0 0 

0 O 0 
0 0 0 

0 0 0 0 0 0 0 0 
D 0 0 0 D 0 0 

0 0 0 
0 0 

0 0 D 0 0 

' - 0 0 -

Managing Human 
Resources 

Introduction 
Imagine starting a business: What would be your top 

concern? Typically, business founders start by focusing 

on the product or service they will offer to meet a need. 

Dr. Amy Baxter saw the problem of needle pain when 

treating children in emergency rooms. Her research into 

how to treat the problem with a combination of cold and 

vibration led her to found VibraCool, offering devices 

for health care providers and athletes. Becky Robinson 

observed that authors need help grabbing the attention 

of book buyers, so she formed Weaving Influence to pro­

vide assistance with online marketing and publicity. 

A focus on producing and selling a product is an obvious 

way to get a business off the ground. But when it works, 

continued success requires more and more people to run 

the business. Baxter tried to meet the need for people at 

VibraCool by picking them herself. A candidate said she 

knew how to create effective marketing materials, so the 

doctor brought her onboard. The candidate failed to deliver, 

requiring Baxter to invest time and effort to undo the hiring 

mistake. At Weaving Influence, Robinson tried to take 

care of hiring employees and managing their pay. But she 

noticed that when she set aside time for those responsibili­

ties, she wasn't selling services, and revenues would fall. 

Both founders realized they needed help. As Robinson 

began to require more specialized talent than she could 

get from her own circle of acquaintances, she brought in 

help from an expert in human resources. Baxter reacted 

to her poor hiring decision by doing the same. Each busi­

ness owner acknowledges that her company is stronger 

when she focuses on her own areas of knowledge.1 
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What Do I Need to Know? 
After reading this chapter, you 
should be able to: 

LO 1-1 Define human resource management, 
and explain how HRM contributes to an 
organization 's performance. 

LO 1-2 Identify the responsibilities of human 
resource departments. 

LO 1-3 Summarize the types of competencies 
needed for human resource management. 

LO 1-4 Explain the role of supervisors in human 
resource management. 

LO 1-5 Discuss ethical issues in human resource 
management. 

LO 1-6 Describe typical careers in human resource 
management. 
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CHAPTER 1 Manag ing Human Resources 3 

As business founders like Amy Baxter and Becky Robinson have discovered, a company's 
success requires skillful human resource management (HRM), the policies, practices, 
and systems that influence employees' behavior, attitudes, and performance. Many compa­
nies refer to HRM as involving "people practices." Figure 1.1 emphasizes that there are sev­
eral important HRM practices that should support the organization's business strategy: 
analyzing work and designing jobs, determining how many employees with specific knowl­
edge and skills are needed (human resource planning), attracting potential employees 
(recruiting), choosing employees (selection), teaching employees how to perform their jobs 
and preparing them for the future (training and development), evaluating their performance 
(performance management), rewarding employees (compensation), and creating a positive 
work environment (employee relations). An organization performs best when all of these 
practices are managed well. At businesses and other organizations with effective HRM, 
employees and customers tend to be more satisfied, and the companies tend to be more 
innovative, have greater productivity, and develop a more favorable reputation in the 
community.2 

In this chapter, we introduce the scope of human resource management. We begin by 
discussing why human resource management is an essential element of an organization's 
success. We then turn to the elements of managing human resources: the roles and skills 
needed for effective human resource management. Next, the chapter describes how all man­
agers, not just human resource professionals, participate in the activities related to human 
resource management. The following section of the chapter addresses some of the ethical 
issues that arise with regard to human resource management. We then provide an overview 
of careers in human resource management. The chapter concludes by highlighting the HRM 
practices covered in the remainder of this book. 

Human Resources and Company Performance 
Managers and economists traditionally have seen human resource management as a neces­
sary expense, rather than as a source of value to their organizations. Economic value is usu­
ally associated with capital-cash, equipment, technology, and facilities. However, research 
has demonstrated that HRM practices can be valuable. 3 Decisions such as whom to hire, 
what to pay, what training to offer, and how to evaluate employee performance directly 

FIGURE 1.1 
Human Resource Management Practices 

Strategic HRM 
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Human Resource 
Management (HRM) 
The policies, practices, 
and systems that 
influence employees' 
behavio~attitudes,and 
performance. 

LO 1-1 Define human 
resource management, 
and explain how HRM 
contributes to an organi­
zation's performance. 

Company 
Performance 
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4 PART 1 The Human Resource Environment 

FIGURE 1.2 
Impact of Human 
Resource Management 

Human Capital 
An organization's 
employees, described in 
terms of their training, 
experience, judgment, 
intelligence, relation­
ships, and insight. 

affect employees' motivation and ability to provide goods and services that customers value. 
Companies that attempt to increase their competitiveness by investing in new technology 
and promoting quality throughout the organization also invest in state-of-the-art staffing, 
training, and compensation practices.4 

The concept of "human resource management" implies that employees are resources of 
the employer. As a type of resource, human capital means the organization's employees, 
described in terms of their training, experience, judgment, intelligence, relationships, and 
insight-employee characteristics that add economic value to the organization. In other 
words, whether it manufactures automobiles or forecasts the weather, for an organization to 
succeed at what it does, it needs employees with certain qualities, such as particular kinds of 
training and experience. Employees in today's organizations are not interchangeable, easily 
replaced parts of a system but a source of the company's success or failure. By influencing 
who works for the organization and how those people work, human resource management 
therefore contributes to basic measures of an organization's performance, such as quality, 
profitability, and customer satisfaction. Figure 1.2 shows this relationship. 

In the United States, low-price retailers are notorious for the ways they keep labor 
costs down. They pay low wages, limit employees to part-time status (providing few or no 
employee benefits), and alter schedules at the last minute in order to minimize staffing 

when store traffic is light. But as the demand for workers has risen 
over the past few years, these companies tend to lose employees­
often their best performers-to competitors. Some retailers are 
trying to up their game by becoming more desirable employers. 
The owner of a Wendy's franchise raised average pay by almost 
$1 per hour and began offering workers more flexible schedules. 
At the corporate level, Starbucks rolled out its College Achieve­
ment Plan, covering employee tuition for online courses from 
Arizona State University. 5 

At Google, the company's focus is on making employees 

feel valued, trained , and well compensated. In turn, there is 

a low turnover rate and a high degree of satisfaction. 
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Human resource management is critical to the success of orga­
nizations because human capital has certain qualities that make 
it valuable. In terms of business strategy, an organization can suc­
ceed if it has a sustainable competitive advantage (is better than com­
petitors at something and can hold that advantage over a sustained 
period of time). Therefore, we can conclude that organizations need 




