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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. Therefore, Fundamentals of 
Human Resource Management, Ninth Edition, focuses on human resource issues and how 
HR is a key component of any company’s overall corporate strategy. Fundamentals is appli-
cable 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”).

Preface
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Organization of the Ninth 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 intro-
duces HRM practices and the roles and responsibilities of HR professionals and other man-
agers in managing human resources. Chapter 2 looks at current trends that impact human 
resources in the workplace, including automation, robots, artificial intelligence, alterna-
tive work arrangements, and diversity and inclusion. Chapter 3 provides an overview of 
the major laws affecting employees and the ways organizations 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 
résumés 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
While preparing this new edition, we could not overlook the COVID-19 pandemic and its 
profound and possibly long-lasting effects on the way the world conducts business. As com-
panies were forced to temporarily (and in some cases permanently) close their doors, and 
more than 40 million U.S. workers filed for unemployment, professionals across organiza-
tions large and small continued to look for ways to keep their employees safe while still 
conducting business. Throughout the chapters, we have included examples of how compa-
nies and HR professionals have implemented strategies to keep operations moving forward 
during these uncertain times.

In addition, as we finalized the manuscript for this edition, the call for racial equality, 
social justice, and equal opportunity in the form of massive protests and demonstrations 
around the country found organizations large and small taking a deeper look into how they 
can become agents for positive change both in terms of their own workforce and within 
their communities. We have included two new cases in Chapters 1 and 2 describing how 
PwC and Adidas have taken steps to address racism and other related issues.

We have also added questions to the HR Analytics & Decision Making features to help students 
use their critical-thinking skills to understand the importance of data analytics. Also, we have 
included additional 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, 
to pertinent chapters. These videos are featured in Connect, along with questions related to chap-
ter content. Finally, we have written all-new HR in Small Business cases for 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 impor-
tant HR trends and topics.

 • Chapter 1 opens with a discussion about how technology continues to change the way 
work gets done and its impact on HRM. The chapter also includes updated information 
on the top qualities employers are looking for when recruiting recent graduates (Table 1.2) 
and new data to reflect current median salaries for various HRM positions (Figure 1.6).

 • Chapter 2 provides recent workforce statistics, as well as a discussion about various age, 
gender, and ethnic groups within the U.S. labor force. Illustrations have been updated 
to reflect current labor force data. Other recent trends discussed include the impact of 
COVID-19 on business operations; the restrictive immigration policies that have caused 
a shortage of workers to perform critical, low-paying jobs; the increased prevalence of gig 
workers and other alternative work arrangements; the importance of offering employees 
opportunities to learn new skills; and the push to address the importance of diversity and 
inclusion for all in today’s workforce.

 • Chapter 3 covers updates and features on the topic of sexual harassment; the effects of 
neurodiversity in the workforce; and employers’ ethical obligations to workers during 
a pandemic. In addition, illustrations have been updated to reflect current statistics on 
age discrimination, types of charges filed with the EEOC, and the rates of occupational 
injuries and illnesses.

 • Chapter 4 includes new discussions on the increasing use of robots and other types of 
automation to free up workers to perform tasks that require new and higher-level skills; 
the importance of workplace flexibility and the careful planning this new arrangement 
requires from HR and other managers; and employers’ responsibilities when it comes to 
ergonomics in workers’ remote workspaces.
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 • Chapter 5 covers the process of HR planning and addresses how some companies are 
taking steps to build a bigger talent pool from within the organization by developing 
skills in existing employees, training workers in hard-to-fill skills, and broadening their 
search criteria when seeking new employees from outside the organization—especially 
in a tight labor market. In addition, the discussion on campus recruiting describes how 
recruiters are scheduling individual sessions with prospective hires via Skype, Face 
Time, and Zoom due to the COVID-19 pandemic and how an AI start-up has launched a 
virtual event recruiting system to help companies match candidates with open positions.

 • Chapter 6 discusses how companies are using video games in the selection process, 
which tests different traits associated with emotional intelligence and risk taking. The 
chapter also discusses how organizations can measure cultural fit when it comes to the 
selection process; the pros and cons of using artificial intelligence in the hiring process; 
and the experience of an Ohio manufacturing company that hires employees who are in 
need of a second chance when it comes to life and work.

 • Chapter 7 looks at the increasing use of simulations and other tools in the employee 
training process; how Domino’s uses an interactive software program with an animated 
trainer to assist managers in training new hires; updated statistics on the different 
instruction methods used in the training process; and how strategies to deepen trainees’ 
involvement in the learning process can pay big dividends.

 • Chapter 8 discusses strategies to make employee development more inclusive for workers 
of color, persons with disabilities, and LGBTQ employees; how employees can use 
LinkedIn and its learning portal to help steer their career trajectory; statistics on the 
dearth of female executives at the top of major organizations; and the importance of a 
strong succession plan for top management positions.

 • Chapter 9 opens with a feature on how ADP helps its client companies achieve high 
performance. In addition, the chapter discusses the importance of empathy in the 
workplace and how it can lead to increased productivity and employee retention, 
and how U.S. employee engagement rates have hit a record high in recent years. In 
addition, a new discussion focuses on how employers can enable high performance from 
employees working remotely—even during a pandemic.

 • Chapter 10 discusses recent trends in managing employees’ performance and how such 
reviews are becoming more frequent and less formal. In addition, the chapter describes 
how companies are using data analytics to modify their performance management 
systems with input from employees and why “sugarcoating” employee feedback during 
reviews won’t help workers improve their performance.

 • Chapter 11 open with the story of insurance giant Aflac’s approach to establishing and 
maintaining strong relationships with its workers. In addition, the ethics of laying off 
employees via videoconferencing are discussed. The end-of-chapter Taking Responsibility 
case on manufacturing Lysol during COVID-19 underscores the importance of corporate 
values and workers’ untiring commitment to help in this time of need.

 • Chapter 12 provides updated pay data for women, men, and minorities and describes 
strategies companies are using to close the earnings gap. In addition, recent research 
suggests that many workers have begun to negotiate pay levels with their employers, 
possibly due to the stronger economy and lower national unemployment rate (prior to 
the pandemic). The end-of-chapter Managing Talent case focuses on how the TSA is 
working to improve its pay structure in an effort to retain employees.
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 • Chapter 13 focuses on recognizing employee contributions with pay, including new 
examples of how businesses are changing their approach to employee bonuses in an 
effort to retain and motivate their workforce. In addition, recent research points out 
that a majority of companies use variable pay as part of their total compensation to 
employees, as annual merit raises continue to be stagnant. The ethics of paying hazard 
pay are discussed in light of the impact of COVID-19 on front-line workers such as 
grocery employees, medical professionals, and police officers.

 • Chapter 14 updates information on employee benefits, Social Security, and taxes paid by 
both employers and employees.

 • Chapter 15 provides information on current trends and statistics in union membership. 
In addition, the chapter points out how unions are working together with companies to 
reduce benefit costs.

 • Chapter 16 includes a new discussion about companies being “born global” and 
the addition of material on the sixth dimension of Hofstede’s cultural dimensions, 
indulgence/restraint. New material has also been added to update the discussion 
on Brexit and the UK’s new points-based immigration plan that will reduce the free 
movement of workers from other European countries to the UK, which could have a 
negative impact on certain business sectors.

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 Ninth 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.
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Want to build your own course? No problem. Prefer to use our 
turnkey, prebuilt course? Easy. Want to make changes throughout the 
semester? Sure. And you’ll save time with Connect’s auto-grading too.

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. Visit www.
supportateverystep.com for videos 
and resources both you and your 
students can use throughout the 
semester.

Study made personal
Incorporate adaptive study resources like  
SmartBook® 2.0 into your course and help your  
students be better prepared in less time. Learn  
more about the powerful personalized learning 
experience available in SmartBook 2.0 at  
www.mheducation.com/highered/connect/smartbook



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

noe31143_fm_i-xxvi.indd xv 08/26/20  09:36 PM

Effective tools for efficient studying
Connect is designed to make you more productive with simple, flexible, intuitive tools that maximize  
your study time and meet your individual learning needs. Get learning that works for you with Connect.

Everything you need in one place 
Your Connect course has everything you need—whether reading on  
your digital eBook or completing assignments for class, Connect makes  
it easy to get your work done.

“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

Study anytime, anywhere
Download the free ReadAnywhere app and access your 
online eBook or SmartBook 2.0 assignments when it’s 
convenient, even if you’re offline. And since the app 
automatically syncs with your eBook and SmartBook 2.0 
assignments in Connect, all of your work is available 
every time you open it. Find out more at  
www.mheducation.com/readanywhere 

Top: Jenner Images/Getty Images, Left: Hero Images/Getty Images, Right: Hero Images/Getty Images

Calendar: owattaphotos/Getty Images

Students: Get Learning That Fits You

Learning for everyone 
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  
for more information.



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

xvi

noe31143_fm_i-xxvi.indd xvi 08/26/20  09:36 PM

Brief Contents

Preface viii

PART 1

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 100

PART 2

Acquiring, Training, and Developing 
Human Resources 131
 5 Planning for and Recruiting Human 

Resources 132
 6 Selecting Employees and Placing Them 

in Jobs 166
 7 Training Employees 199
 8. Developing Employees for Future 

Success 235

PART 3

Assessing and Improving 
Performance 269
 9 Creating and Maintaining  

High-Performance Organizations 270
10 Managing Employees’ Performance 299
11 Separating and Retaining 

Employees 335

PART 4

Compensating Human  
Resources 369
 12 Establishing a Pay Structure 370
 13 Recognizing Employee Contributions 

with Pay 401
 14 Providing Employee Benefits 428

PART 5

Meeting Other HR Goals 465
 15 Collective Bargaining and Labor 

Relations 466
 16 Managing Human Resources 

Globally 501

Glossary 000

Name and Company Index 000

Subject Index 000



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

xvii

noe31143_fm_i-xxvi.indd xvii 08/26/20  09:36 PM

Contents

Preface viii

PART 1

The Human Resource Environment 1
 1 Managing Human Resources 2
Introduction 2
Human Resources and Company Performance 3

HR Oops! Business Execs Doubt HR’s 
Message on Employee Experience 5

Responsibilities of Human Resource 
Departments 6
Analyzing and Designing Jobs 7
Recruiting and Hiring Employees 8
Training and Developing Employees 8
Managing Performance 9
Planning and Administering Pay and Benefits 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: Using HR Data to Solve Business 
Problems 12

Supporting the Organization’s Strategy 12
HR Analytics & Decision Making 13

Skills of HRM Professionals 14
Best Practices: At Merck, Analytic Skills Have 
a Measurable Impact 16

HR Responsibilities of Supervisors 17
Ethics in Human Resource Management 17

Did You Know? HR Is Focused on Employee 
Well-Being 18

Employee Rights 18
Standards for Ethical Behavior 19

Careers in Human Resource Management 20
Organization of This Book 22

Thinking Ethically: Whose Side Are  
You On? 23

Summary 24
Key Terms 24
Review and Discussion Questions 25
Self-Assessment Exercise 25
Taking Responsibility: PwC’s Anti-Racism Strategy 
Starts at the Top 26
Managing Talent: Old Navy’s Talent Strategy Fills in 
Some Gaps 26
HR in Small Business: Impossible Foods’ Business 
Mission 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

HR Oops! Employers Overloook the Potential 
of Older Workers 32

Best Practices: Helping Panda Express 
Workers Communicate 34

Skill Deficiencies of the Workforce 35
HR Analytics & Decision Making 36

High-Performance Work Systems 36
Knowledge Workers 37
Employee Empowerment 38

HRM Social: Employee Reviews Foster  
Better Communication 39

Teamwork 40
Focus on Strategy 40
Mergers and Acquisitions 41



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

xviii Contents

noe31143_fm_i-xxvi.indd xviii 08/26/20  09:36 PM

High-Quality Standards 41
Cost Control 43
Expanding into Global Markets 45

Did You Know? Outsourcing Is on the Rise 46
Technological Change in HRM 48
HR Information Systems 48
People Analytics 49

HR How To: Managing HR Implications  
of AI  50

Sharing of Human Resource Information 50
Change in the Employment Relationship 51
A Psychological Contract 51
Declining Union Membership 52
Flexibility 52

Thinking Ethically: How Solid Is Your Digital 
Footprint? 54

Summary 54
Key Terms 56
Review and Discussion Questions 56
Self-Assessment Exercise 57
Taking Responsibility: New on Restaurant Menus: 
Predictive Scheduling 57
Managing Talent: Adidas Races to Address Racial 
Injustice 57
HR in Small Business: Lob Aims High in Employee 
Retention 58
Notes 59

 3 Providing Equal Employment 
Opportunity and a Safe Workplace 61

Introduction 61
Regulation of Human Resource Management 62
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) 73
Businesses’ Role in Providing for Equal 
Employment Opportunity 74
Avoiding Discrimination 74

HRM Social: Hiring via Social Media Poses 
Discrimination Risk 76

Providing Reasonable Accommodation 79
Preventing Sexual Harassment 80

HR Oops! #MeToo Is Hurting Women, Some 
Say 82

Valuing Diversity 82

Best Practices: Accenture’s Inclusion and 
Diversity Policies Welcome All 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 a Workplace Safe from 
Gun Violence 87

Employee Rights and Responsibilities 88
Impact of the Occupational Safety and Health Act 88
Employer-Sponsored Safety and Health 
Programs 88
Identifying and Communicating Job Hazards 89
Reinforcing Safe Practices 90
Promoting Safety Internationally 91

Did You Know? Top 10 OSHA Violations in 
2019 92

Thinking Ethically: What Are Employers’ 
Ethical Obligations in a Pandemic? 93

Summary 93
Key Terms 95
Review and Discussion Questions 95
Self-Assessment Exercise 96
Taking Responsibility: Neurodiversity at Work: SAS 
Takes the Lead 96
Managing Talent: Google Continues Its Search for 
Diverse Talent 97
HR in Small Business: Buffer Isn’t Bashful about 
Mental Health 97
Notes 98

 4 Analyzing Work and Designing Jobs 100
Introduction 100
Work Flow in Organizations 101
Work Flow Analysis 101
Work Flow Design and an Organization’s 
Structure 102

HR Oops! Poor Planning for Robotic 
Automation 103



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

Contents xix

noe31143_fm_i-xxvi.indd xix 08/26/20  09:36 PM

Introduction 132
The Process of Human Resource Planning 133
Forecasting 134
Goal Setting and Strategic Planning 136

HR How To: Building a Bigger Talent Pool 138

Did You Know? Contracting Is Not Most 
Workers’ Normal Work 142

Implementing and Evaluating the HR Plan 143

Best Practices: Bayer Harvests Leadership 
from Strategic HR Planning 144
HR Analytics & Decision Making 145

Applying HR Planning to Affirmative Action 146
Recruiting Human Resources 146
Personnel Policies 147
Recruitment Sources 148
Internal Sources 148
External Sources 149

HRM Social: Recruiting Success via Social 
Networks 152

Evaluating the Quality of a Source 154
Recruiter Traits and Behaviors 155

HR Oops! Is Not So Clear Source-of-Hire 
Data 156

Characteristics of the Recruiter 156
Behavior of the Recruiter 157
Enhancing the Recruiter’s Impact 157

Thinking Ethically: How Fair Is Temp and 
Contract Work to Workers? 158

Summary 159
Key Terms 160
Review and Discussion Questions 160
Self-Assessment Exercise 161
Taking Responsibility: Facebook Struggles to Rebuild 
Employee Trust 161
Managing Talent: Techtonic Group Builds Its Own 
Labor Supply 162
HR in Small Business: Horizon Therapeutics Plans for 
Strong Future 163
Notes 163

 6 Selecting Employees and Placing Them 
in Jobs 166

Introduction 166
Selection Process 167
Reliability 168

Job Analysis 104
Job Descriptions 104
Job Specifications 105
Sources of Job Information 107
Position Analysis Questionnaire 108
Fleishman Job Analysis System 108
Analyzing Teamwork 109
Importance of Job Analysis 109

HRM Social: Required Skills for a Social-Media 
Specialist 110

Competency Models 111
Trends in Job Analysis 112

Did You Know? Automation Potential Affects 
Most Jobs 113

Job Design 113
Designing Efficient Jobs 114
Designing Jobs That Motivate 114

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

HR How To: Planning for Workplace 
Flexibility 120

Designing Ergonomic Jobs 121
HR Analytics & Decision Making 122

Designing Jobs That Meet Mental Capabilities and 
Limitations 122

Thinking Ethically: Are Employers Responsible 
for Ergonomics in Workers’ Homes? 124

Summary 124
Key Terms 126
Review and Discussion Questions 126
Self-Assessment Exercise 126
Taking Responsibility: Mayo Clinic Redesigns Work to 
Improve Care 127
Managing Talent: Flexibility Drives Uber’s Growth 127
HR in Small Business: Johnson County Library Checks 
Out Job Rotation 128
Notes 129

PART 2

Acquiring, Training, and Developing 
Human Resources 131
 5 Planning for and Recruiting Human 

Resources 132



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

xx Contents

noe31143_fm_i-xxvi.indd xx 08/26/20  09:36 PM

 7 Training Employees 199
Introduction 199
Training Linked to Organizational Needs 200
Needs Assessment 201

Did You Know? Many Service Workers Lack 
Basic Skills 202

Organization Analysis 202
Person Analysis 203
Task Analysis 204
Readiness for Training 204
Employee Readiness Characteristics 205
Work Environment 205

HRM Social:  LinkedIn Learning: Today’s 
Corporate Training Center 206

Planning the Training Program 207
Objectives of the Program 207
In-House or Contracted Out? 207
Choice of Training Methods 208
Training Methods 209
Classroom Instruction 209
Computer-Based Training 210

HR How To: Deepening Trainees’ 
Involvement 211

On-the-Job Training 212
Simulations 213

Best Practices: Virtual Reality at Verizon 
Generates Real Learning 214

Business Games and Case Studies 214
Behavior Modeling 215
Experiential Programs 215
Team Training 217
Action Learning 217
Implementing the Training Program 218
Principles of Learning 218
Transfer of Training 219

HR Oops! So Far, Anti-Harassment Training 
Has Not Ended Harassment 220

Measuring the Results of Training 221
Evaluation Methods 221

HR Analytics & Decision Making 222
Applying the Evaluation 223
Applications of Training 223
Orientation and Onboarding of New Employees 223
Diversity Training 224

Best Practices: Unilever Uses AI to Improve 
Selection Results 169

Validity 170

HR How To: Measuring Cultural Fit 172
Ability to Generalize 172
Practical Value 173
Legal Standards for Selection 173

HRM Social: Applicant Screening with Social 
Media Poses Risks 174

Job Applications and Résumés 176
Application Forms 177
Résumés 178
References 178
Background Checks 179

Did You Know? Most Employers Use Social 
Media in Employee Selection 180

Employment Tests and Work Samples 180
Physical Ability Tests 181
Cognitive Ability Tests 181
Job Performance Tests and Work Samples 182

HR Analytics & Decision Making 182
Personality Inventories 183
Honesty Tests and Drug Tests 184
Medical Examinations 185
Interviews 186
Interviewing Techniques 186
Advantages and Disadvantages of Interviewing 186
Preparing to Interview 188
Selection Decisions 188

HR Oops! Interview Failures--and How to 
Avoid Them 189

How Organizations Select Employees 189
Communicating the Decision 190

Thinking Ethically: How Fair Is AI In Hiring? 191
Summary 191
Key Terms 193
Review and Discussion Questions 193
Self-Assessment Exercise 194
Taking Responsibility: At PepsiCo, Workers with 
Disabilities Are Encouraged, Not Disqualified 194
Managing Talent: Office of Professional Management 
Upgrades U.S. Government Hiring 195
HR in Small Business: Nehemiah Manufacturing 
Provides a Second Chance 196
Notes 196



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

Contents xxi

noe31143_fm_i-xxvi.indd xxi 08/26/20  09:36 PM

Thinking Ethically: Should Companies 
Tell Employees They Have “High 
Potential”? 260

Summary 261
Key Terms 262
Review and Discussion Questions 262
Self-Assessment Exercise 263
Taking Responsibility: Employee Ambitions Drive 
Development at West Monroe Partners 263
Managing Talent: Mondelēz Bakes Development into 
Its Talent Strategy 264
HR in Small Business: At Conductix-Wampfler, Anyone 
Can Have a Mentor 265
Notes 266

PART 3

Assessing and Improving 
Performance 269
 9 Creating and Maintaining High-

Performance Organizations 270
Introduction 270
High-Performance Work Systems 271
Elements of a High-Performance Work System 272

Did You Know? Empathy Is Associated with 
High Performance 273

Outcomes of a High-Performance Work System 273
Conditions That Contribute to High 
Performance 275
Teamwork and Empowerment 275

HR Oops!  How Starbucks Recovered from a 
Decision Gone Wrong 276

Knowledge Sharing 276
Job Satisfaction and Employee Engagement 277
Ethics 278
HRM’s Contribution to High Performance 279
HRM Practices 279

HR How To: Enabling High-Performance 
Remote Work 281

HRM Technology 283
HRM Applications 283
Human Resource Information Systems 284

HR Analytics & Decision Making 285

Thinking Ethically: Internships: Opportunity or 
Exploitation? 227

Summary 227
Key Terms 229
Review and Discussion Questions 229
Self-Assessment Exercise 230
Taking Responsibility: Dollar General Trains 
Employees to Serve Others 230
Managing Talent: Huntington Ingalls Builds a 
Workforce to Do “Hard Stuff” 231
HR in Small Business: PM Mold Company Draws In 
Talent by Training 232
Notes 233

 8 Developing Employees for Future 
Success 235

Introduction 235
Training, Development, and Career 
Management 236
Development and Training 236
Development for Careers 237
Approaches to Employee Development 237
Formal Education 237

Best Practices: Valvoline’s Development 
Program Ensures Internal Advancement 238

Assessment 239

HR Oops! Simplistic Views of Leadership 240
Job Experiences 244

HR How To: Making Development More 
Inclusive 245

HR Analytics & Decision Making 249
Interpersonal Relationships 249
Systems for Career Management 251
Data Gathering 251
Feedback 252
Goal Setting 254
Action Planning and Follow-Up 254

HRM Social: Action Plan Ideas Using 
LinkedIn 255

Development-Related Challenges 255
The Glass Ceiling 255

Did You Know? Men Named John Outnumber 
Female CEOs 257

Succession Planning 258
Dysfunctional Managers 259



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

xxii Contents

noe31143_fm_i-xxvi.indd xxii 08/26/20  09:36 PM

Self 317
Customers 317
Errors in Performance Measurement 318
Types of Rating Errors 318
Ways to Reduce Errors 318
Political Behavior in Performance Appraisals 319

HR Oops! “Sugarcoating” Employee 
Feedback Doesn’t Help 320

Giving Performance Feedback 321
Scheduling Performance Feedback 321
Preparing for a Feedback Session 321
Conducting the Feedback Session 322
Finding Solutions to Performance Problems 322

HR How To: Delivering Positive Feedback 323
Legal and Ethical Issues in  
Performance Management 324
Legal Requirements for Performance 
Management 325
Electronic Monitoring and Employee Privacy 325

Thinking Ethically: What are the Ethical 
Boundaries of Tracking Employee 
Activities? 326

Summary 327
Key Terms 329
Review and Discussion Questions 329
Self-Assessment Exercise 330
Taking Responsibility: Asana’s Performance 
Management Aligns with Its Values 330
Managing Talent: Performance Management Boosted 
Service at Genpact 331
HR in Small Business: A New Foundation for 
Performance Management at RiverRock 332
Notes 332

 11 Separating and Retaining Employees 335
Introduction 335
Managing Voluntary and Involuntary 
Turnover 336
Employee Separation 338
Principles of Justice 338

HR How To: Dealing with Rude Behavior at 
Work 339

Legal Requirements 340
HRM Social: Firing an Employee for Social-
Media Use 342

Progressive Discipline 343

Human Resource Management Online: E-HRM 286
HRM Social: Companies Should Listen as Well 
as Talk on Social Media 287

Effectiveness of Human Resource 
Management 288
Human Resource Management Audits 288
Analyzing the Effect of HRM Programs 290

Best Practices: Data Helps KinderCare Build 
Success 291
Thinking Ethically: Is Analyzing Employee 
Sentiment an Invasion of Privacy? 292

Summary 292
Key Terms 293
Review and Discussion Questions 293
Self-Assessment Exercise 294
Taking Responsibility: Empowered Employees Achieve 
Excellence at Johnson Controls 295
Managing Talent: How Adobe’s People and Rewards 
Contribute to High Performance 295
HR in Small Business: Auto Dealers Sold on Employee 
Satisfaction 296
Notes 297

 10 Managing Employees’ Performance 299
Introduction 299
The Process of Performance Management 300
Purposes of Performance Management 301

Best Practices: Real-Time Performance 
Management at Goldman Sachs 302

Criteria for Effective Performance 
Management 303

Did You Know? Reviews Are Getting Shorter 
and More Frequent 305

Methods for Measuring Performance 305
Making Comparisons 306
Rating Individuals 307
Measuring Results 312
Total Quality Management 313
Sources of Performance Information 314
Managers 314
Peers 315
Subordinates 315

HRM Social: Using Apps for Real-Time 
Feedback 316

HR Analytics & Decision Making 316



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

Contents xxiii

noe31143_fm_i-xxvi.indd xxiii 08/26/20  09:36 PM

Equal Employment Opportunity 373
Minimum Wage 374

Best Practices:  Intel Boosts Women’s Pay to 
Close the Gender Gap 375

Overtime Pay 375
Child Labor 376
Prevailing Wages 377
Pay Ratio Reporting 377
Economic Influences on Pay 378
Product Markets 378
Labor Markets 378

Did You Know? A Majority of Workers Are 
Willing to Negotiate Pay 379

Pay Level: Deciding What to Pay 379

HR Analytics & Decision Making 380
Gathering Information about Market Pay 381

HRM Social: Crowdsourcing Pay Data 382
Employee Judgments about Pay Fairness 382
Judging Fairness (Equity) 382

HR Oops! Employees Doubt Their Pay Is 
Fair 384

Communicating Fairness 384
Job Structure: Relative Value of Jobs 385
Pay Structure: Putting It All Together 386
Pay Rates 386
Pay Grades 388
Pay Ranges 388
Pay Differentials 389
Alternatives to Job-Based Pay 389
Pay Structure and Actual Pay 390
Current Issues Involving Pay Structure 391
Pay during Military Duty 391
Pay for Executives 392

Thinking Ethically: What Conditions Shape 
Perceptions of Pay Fairness? 393

Summary 394
Key Terms 395
Review and Discussion Questions 395
Self-Assessment Exercise 396
Taking Responsibility: IKEA Tries to Provide a Living 
Wage for Workers 396
Managing Talent: TSA Tries to Improve Its Pay 
Structure 397
HR in Small Business: The Riveter Builds Empowering 
Pay Practices 398
Notes 398

Alternative Dispute Resolution 345
Employee Assistance Programs 346
Outplacement Counseling 346

Did You Know? Opioid Abuse Is a Problem for 
Workers and Employers 347

Employee Engagement 347
Job Withdrawal 348
Job Dissatisfaction 348

HR Oops! Employers Don’t See the Toll of 
Overwork 350

Behavior Change 351
Physical Job Withdrawal 351
Psychological Withdrawal 352
Job Satisfaction 353
Personal Dispositions 354
Tasks and Roles 354
Supervisors and Co-Workers 355

Best Practices:  Employees Are the Most 
Valuable Asset at Quicken Loans 356

Pay and Benefits 357
Monitoring Job Satisfaction 357

HR Analytics & Decision Making 359
Thinking Ethically: How Can Firing Be Done 
Ethically from a Distance? 360

Summary 360
Key Terms 361
Review and Discussion Questions 362
Self-Assessment Exercise 362
Taking Responsibility: When Making Lysol Became a 
Mission 363
Managing Talent: Walmart Refocuses Its Employee 
Retention Strategies 364
HR in Small Business: Why Employees Stay at Holiday 
Inn Mart Plaza 364
Notes 365

PART 4

Compensating Human 
Resources 369
 12 Establishing a Pay Structure 370
Introduction 370
Decisions about Pay 371
Legal Requirements for Pay 372

HR How To: Closing the Pay Gap 373



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

xxiv Contents

noe31143_fm_i-xxvi.indd xxiv 08/26/20  09:36 PM

HR in Small Business: A Sweet Incentive at Mr. Holmes 
Bakehouse 425
Notes 426

 14 Providing Employee Benefits 428
Introduction 428
The Role of Employee Benefits 429
Benefits Required by Law 430
Social Security 431
Unemployment Insurance 432

HR How To: Opting for Furloughs 433
Workers’ Compensation 434
Unpaid Family and Medical Leave 434

HR Analytics & Decision Making 435
Health Care Benefits 436
Optional Benefits Programs 436
Paid Leave 437
Group Insurance 438
Retirement Plans 442

HR Oops! Underused Retirement 
Benefits 444

“Family-Friendly” Benefits 446

HRM Social: Crowdfunding for College 
Savings Plans 448

Other Benefits 448
Selecting Employee Benefits 449
The Organization’s Objectives 449
Employees’ Expectations and Values 449
Benefits’ Costs 451

Best Practices: Bell Canada’s Mental-Health 
Initiative 452

Legal Requirements for Employee  
Benefits 452
Tax Treatment of Benefits 453
Antidiscrimination Laws 453
Accounting Requirements 454
Communicating Benefits to Employees 454

Did You Know? Many Employees  
Need Help to Understand Their  
Benefits 455
Thinking Ethically: Is It Fair Part-Timers 
Rarely Get Benefits? 456

Summary 456
Key Terms 458

 13 Recognizing Employee Contributions 
with Pay 401

Introduction 401
Incentive Pay 402

HR Oops! Incentivizing Stress 404
Pay for Individual Performance 404
Piecework Rates 405
Standard Hour Plans 405
Merit Pay 406
Performance Bonuses 407

Did You Know? Bonuses Typically Are Based 
on Multiple Metrics 408

Sales Commissions 409
Pay for Group Performance 409

Best Practices: AutoNation Offers a Choice of 
Commissions 410

Gainsharing 410
Group Bonuses and Team Awards 411
Pay for Organizational Performance 411
Profit Sharing 412
Stock Ownership 413
Balanced Scorecard 414

HRM Social: Social-Media Measures for a 
Balanced Scorecard 416

Processes That Make Incentives Work 416
HR Analytics & Decision Making 417

Participation in Decisions 417
Communication 418
Incentive Pay for Executives 418

HR How To: Making Incentive Pay Part of a 
Total-Rewards Package 419

Performance Measures for Executives 419
Ethical Issues 420

Thinking Ethically: Should Workers Get 
Hazard Pay in a Pandemic? 421

Summary 421
Key Terms 423
Review and Discussion Questions 423
Self-Assessment Exercise 423
Taking Responsibility: BNY Mellon Shares the Wealth 
with Employees 424
Managing Talent: Employees Are Getting a Bite of 
Apple’s Stock 424



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

Contents xxv

noe31143_fm_i-xxvi.indd xxv 08/26/20  09:36 PM

The Process of Organizing 482
Management Strategies 483
Union Strategies 484
Decertifying a Union 485
Collective Bargaining 485
Bargaining over New Contracts 485
When Bargaining Breaks Down 487
Work Stoppages 487
Contract Administration 489
New Approaches to Labor Relations 491
Labor–Management Cooperation 491
Nonunion Representation Systems 492

Thinking Ethically: Free Ride or Free 
Speech? 493

Summary 493
Key Terms 495
Review and Discussion Questions 495
Self-Assessment Exercise 495
Taking Responsibility: Teamsters and UPS Strike a 
Deal for the 21st Century 496
Managing Talent: Ford and UAW Ride a U-Turn in 
Demand 497
HR in Small Business: Kickstarter Employees Vote to 
Unionize 498
Notes 498

 16 Managing Human Resources Globally 501
Introduction 501
HRM in a Global Environment 502

Best Practices: Chobani’s Global Outlook Was 
in Place Right from the Start 503

Employees in an International Workforce 503
Employers in the Global Marketplace 504
Factors Affecting HRM in International 
Markets 506
Culture 506

HR Analytics & Decision Making 508
Education and Skill Levels 509
Economic System 510
Political-Legal System 511
Human Resource Planning in a Global 
Economy 512

Did You Know? Work-at-Home Options Most 
Common in Developed West 513

Review and Discussion Questions 458
Self-Assessment Exercise 459
Taking Responsibility: Kronos Trusts Employees 
Enough to Give Unlimited PTO 460
Managing Talent: Investing in Young Workers at Credit 
Suisse 460
HR in Small Business: Bombas Makes Socks Well and 
Treats People Better 461
Notes 462

PART 5

Meeting Other HR Goals 465
 15 Collective Bargaining and Labor 

Relations 466
Introduction 466
Role of Unions and Labor Relations 467
National and International Unions 468
Local Unions 469
Trends in Union Membership 469
Unions in Government 471

Did You Know? Profile of a Typical Union 
Worker 472

Impact of Unions on Company Performance 472
Goals of Management, Labor Unions, and 
Society 473
Management Goals 473

Best Practices: UAW Helps Spirit AeroSystems 
Reduce Benefits Costs 474

Labor Union Goals 474
Societal Goals 475
Laws and Regulations Affecting Labor 
Relations 476
National Labor Relations Act (NLRA) 476

HRM Social: Employee Rights in the Social-
Media Era 477

Laws Amending the NLRA 479
National Labor Relations Board (NLRB) 480

HR How To: Writing an Employee Handbook 
That Follows NLRB Guidance 481

Union Organizing 481
HR Oops! When Offensive Speech Is 
Protected 482



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

xxvi Contents

noe31143_fm_i-xxvi.indd xxvi 08/26/20  09:36 PM

Managing Expatriates’ Performance 526
Compensating Expatriates 526
Helping Expatriates Return Home 528

HR Oops! Expats Often Become 
Ex-Employees 529

Thinking Ethically: What Do Employers 
Owe LGBT Employees in Expat 
Assignments? 530

Summary 531
Key Terms 532
Review and Discussion Questions 532
Self-Assessment Exercise 533
Taking Responsibility: Automation Changes 
Bangladesh Garment Industry 533
Managing Talent: Geely Goes Global with Volvo (and 
Others) 534
HR in Small Business: RM International Builds a 
Cultural Bridge for Tech Innovators 535
Notes 535
Glossary 000
Name and Company Index 000
Subject Index 000

Selecting Employees in a Global Labor 
Market 513
Training and Developing a Global 
Workforce 515
Training Programs for an International 
Workforce 515
Cross-Cultural Preparation 515
Global Employee Development 516
Performance Management across  
National Boundaries 517
Compensating an International  
Workforce 517
Pay Structure 518
Incentive Pay 519
Employee Benefits 519
International Labor Relations 520

HR How To: Making the Most of an Expat 
Assignment 521

Managing Expatriates 521
Selecting Expatriate Managers 522
Preparing Expatriates 522

HRM Social: Social-Media Usage Keeps 
Expats in the Loop 525



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

noe31143_ch01_001-028.indd 1 07/31/20  10:55 PM

The Human Resource 
Environment

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

PA
RT O

N
E



Test FileRev.Confirming PagesConfirming PagesRevised PagesFirst Pages

noe31143_ch01_001-028.indd 2 07/31/20  10:55 PM

Managing Human  
Resources

Introduction
According to David Windley, the CEO of IQTalent Partners, 
this is an excellent time to be working in human resource 
management. Internet-based technology is changing the 
way work gets done, automating many tasks once carried 
out by humans. As Windley sees it, this will result in orga-
nizations needing people for their creativity and good 
judgment, not their ability to carry out routine, repetitive 
tasks. When machines are doing routine work, what dif-
ferentiates companies will be having the best—the most 
creative, the most insightful—people and setting up an 
environment in which they can and will contribute. Doing 
this requires professionals with high ethical standards 
and strong skills in applying data to complex situations.

For those who specialize in HR, these changes put 
them in the key role of providing talent, keeping talent, 
and bringing out the best in talent. Windley sees this 
because his own career was in human resources. At the 
age of 27, he took his first job heading an HR department, 
at a company called Mediagenic (now Activision). He later 
held executive roles at Intuit, Microsoft, Yahoo, and others. 
Windley says one of his greatest challenges was imple-
menting a cultural shift in a company—taking managers 
who had viewed their individual units as separate king-
doms and persuading them to unite in a common purpose.

Windley, who holds bachelor’s and master’s degrees 
in business, says he chose human resource management 
as a career because the “people side of business” was 
what interested him the most. At an early age, he could 
see that doing a good job at acquiring and managing 
people would have more impact on a business’s success 
than working on just about any other kind of business 
resource. Now that he runs his own company, he is deliv-
ering HR expertise to clients by helping them find talent. 
Windley remains active in the field, serving as chair of the 
board for the Society for Human Resource Management.1

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.

1
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The H
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an Resource Environm
ent

As technology changes the way work gets done, human 
resource management has become an important partner 
in developing and implementing corporate strategies.
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As business leaders like David Windley know from experience, a company’s success 
requires skillful human resource management (HRM), the policies, practices, and sys-
tems that influence employees’ behavior, attitudes, and performance. Many companies refer 
to HRM as involving “people practices.” Figure 1.1 emphasizes that there are several impor-
tant HRM practices that should support the organization’s business strategy: analyzing 
work and designing jobs, determining how many employees with specific knowledge and 
skills are needed (human resource planning), attracting potential employees (recruiting), 
choosing employees (selection), teaching employees how to perform their jobs and prepar-
ing them for the future (training and development), evaluating their performance (perfor-
mance management), rewarding employees (compensation), and creating a positive work 
environment (employee relations). An organization performs best when all of these prac-
tices are managed well. At businesses and other organizations with effective HRM, employ-
ees 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 
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 

Human Resource 
 Management (HRM)
The policies, practices, 
and systems that 
influence employees’ 
behavior, attitudes, and 
performance.

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

FIGURE 1.1
Human Resource Management Practices
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