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Abstract
This report has looks to draw out some of the key concepts and practices of human resource management. In introduces ideas surrounding HR planning, recruitment and reward management. In highlighting certain ideas and examples of good HRM, it subtly suggests ideas for improvement within any organisation. 

























1.1
Human resource planning involves pre-empting an organisations future skills and labour requirements, in line with future business strategy (Price, A, Human Resource Management in a Business Context) HR planning is needed for various reasons. It is needed to help organisations assess future recruitment needs, to anticipate and possibly avoid redundancies. Without HR planning, organisations would find it difficult to formulate training programmes and to develop promotion and career development policies. HR Planning also places great emphasis on succession planning. Various types of information are required when carrying out a HR plan. This includes time series data of past staff numbers, work productivity figures, work study information such as the number of staff needed to carry out certain tasks and   current

and forecasted labour turnover rates.
The main stages involved in the HR planning process must be considered in generic terms. Firstly, a company will have to set a strategic direction it terms of outcomes it wants to achieve. Secondly, a HRM system would have to be put in place to increase the chances of success. Thirdly, total workforce planning would have to take place. This would mean deciding on the number and types of skill level of personnel the organisation requires. Fourthly, the organisation would then have to find the types of employees required, assess, integrate and retain them within the organisation. Fifth, the organisation must then invest in developing its human resources to raise levels of performance. And finally, the organisation must then look to assess and sustain it’s performance levels with the view to make any necessary changes (Adjust system)
1.2
Different organisations within Siemens have different recruitment processes. For the purpose of this report, we will compare the recruitment processes for the Siemens Commercial Academy (SCA) and Siemens IT Solutions and Services (SIS). The first thing to note is that both organisations recruit externally.
In the SCA when a vacancy arises, a job description is first written or updated and an employee specification is written. The job description lists the duties of the job whilst the employee specification gives details of the experience, skills and abilities needed to carry out the job. This is also the same procedure carried out within SIS.
The next stage in the

SCA recruitment process consists of intensive advertising. The main forms of media used to advertise vacancies are the internet and school and college fairs. Advantages of advertising the SCA on the internet include the vast number of possible candidates that could be reached. It also means the advert is up and running 24 hours a day. Updating of the advert can also be done very easily almost instantly. The main disadvantage of this media however, is the cost of designing and maintaining the site to ensure it’s up to date. Advertising the SCA at school and college fairs is also a good method. There is a more personal feeling of interaction. It also gives the ability to target specific people or areas. However, it can be said to be limited in its reach and quite expensive and time consuming.   
Similar to the SCA process, SIS focus on posting the vacancy on the intranet and on the Siemens website. This is due to the fact that there tends to be a greeter focus on internet recruitment within SIS in comparison to SCA strictly external recruitment focus.
The next stage in the receipt of applications and CV’s. For both SIS and SCA, most applications are received electronically/online. This is a good part of the process which saves a lot of paper wastage and makes applications easier to review. During this stage, CV’s of applicant to both SIS and SCA are assessed against key criteria including experience and qualifications. It must be said however, that both organisations will have very different sets of key criteria due to the diverse posts 

which they would be trying to fill. Once completed, a shortlist of suitable candidates would then be drawn up.
Although both businesses conduct interviews for the short listed candidates, the difference is that SCA conduct the first interview over the telephone whilst SIS normally conduct a face to face interviews which is normally a panel interview. In comparing these two methods, both have their benefits and drawbacks. The telephone interview used by the SCA is good in the fact that it reduces the level of anxiety that would normally be experienced by the candidate. However, as it is based on technology, it is susceptible to events such as the phone cutting half-way through the interview. SIS panel interviews also aren’t without their flaws. Although the main benefit is that a number of assessors can compare notes on the candidate, disagreements that could occur between interviewers could lead to a candidate being judges unfairly (BPP, working with and leading,2004)
The main difference between the SIS and SCA recruitment procedure is that a decision to recruit a candidate into SIS is normally made after the first interview, whereas the SCA normally tend to hold one or more selection centres before selecting the final candidate. Once SIS makes a decision on the candidate, references are simply requested. Once received, training and induction takes place. 
Further on, the SCA assessment centres normally consist of a range of group and individual activities including giving a personal presentation. One of the main benefits of these assessment

centres is that they are quite effective in predicting the future performance of employees. The main drawback is the cost of running the assessment centre. However the cost may be balanced out by the reduction in the risk of hiring the wrong person. (LaRue, J, 1989) As is the same in SIS, a decision s then made on the candidate to be chosen, references are received, contracts are signed and induction and training can begin.
1.3
An interview is a selection procedure which is used to envisage future job performance on the basis of an applicant’s response to a series of questions. These can either be for the basis of assessment or retrieval of information (Rigney & Associates, 1993). In evaluating the interview a selection process, there are many advantages and disadvantages. 
One of the main advantages of interviews is that they help the interviewer to determine whether or not the applicant has the communication or social skills which may well be required to carry out the role. However, a disadvantage of this is that interviewers form stereotypes concerning the characteristics they believe are required for success on the job.
Another advantage is that it enables the interviewer to assess the level compatibility between the applicant and the existing employees. A downside to this however is that decisions tend to be made within the first few minutes of the interview with the remainder of the interview being used to simply validate or justify the original decision.
The allowance for the applicant to ask questions during the interview 

can be seen as a bonus to both parties. It particular for the interviewer, questions may reveal additional information useful for making a selection decision. A possible drawback to the applicant however is that negative information, when disclosed by the interviewer, is normally given more emphasis.
Overall, interviews as a traditional and well recognised selection technique have their benefits and drawbacks. All in all, they do tend to be practical in most cases when carried out correctly, within an appropriate context e.g. one-on-one interviews. As long as an adequate job description and specification of the requirements for the position are provided to the interviewer(s) and training is provided, interviews are in summary very useful (HR-Guide, 2001)
Aside from interviews, there are alternative selection techniques which can be employed. One of these alternative methods is to have standardised testing for all applicants, and to make a choice on which applicant to employ based on the result of these tests. The main type of test that would be used in a recruitment situation would be a cognitive test. This would normally test the applicant’s general intelligence (mental ability). The main advantage of such tests in a selection context is that they are highly reliable in terms of validity. They also tend to cost less than running personality tests or an assessment centre. In addition, verbal reasoning and numerical tests have shown high validity for a wide range of jobs. However, using tests as a selection technique doesn’t come without its

drawbacks.   For one, differences between males and females in abilities (e.g. knowledge of mathematics) may negatively impact the scores of female applicants. Another flaw is the level of job analysis that would have to take place before can be properly designed. Due to the difference between a real job situation and an artificial test, there isn’t always a direct relationship between an applicant’s ability on the test and on the job.
One other technique is reference checking. This is a method by which a potential employer can verify information which the candidate has supplied. A key strength of references is that they can provide very useful information to the selector. This includes information such as strengths and weaknesses of the candidate and remarks regarding the candidates suitability for the job. Although useful, references must also be treated with caution by employers. For example, a previous employer may be prejudice towards the applicant in question leading to a malicious or highly favourable reference being supplied (N, Cliff, 2003)                                             
1.4
SIS and SCA both operate selection procedures specific to the needs of their organisation. The main similarity between these two procedures is that they both select candidates based on a predetermined set of criteria. The key difference however is the way which these criteria are applied.
Once both SIS and SCA have identified a vacant position within the organisation, a key selection criterion (KSC) is prepared for the vacant position prior

to any advertising of the position or receive of applications. Although some may see this as an unimportant procedure, it is very crucial as the selection decision will have to be based on this KSC. 
The KSC forms an integral part of the selection process for both SIS and SCA. Based on the KSC, applications are sorted into ‘possible’, ‘unsuitable’ and ‘marginal’. Candidates are also then scrutinised during interviews and pre-set questions are based predominantly on the KSC. Running interviews in accordance to KSC is a sign of good practice from both SIS and SCA seen as it creates a level playing field for all candidates, reducing chances of bias.

The fact that both SIS and SCA send out letters to unsuccessful candidates from the onset of the selection procedure, is also good practice as it wouldn’t waist any valuable time these candidates could spend looking for another job. Even if certain candidates are unsuccessful, they can still consent to their details being kept on the SIS or SCA HR database for future reference. Yet again, this can also be said to be ‘best practice’ as these individuals can easily be contacted if a suitable vacancy comes in the future.

Overall, both the SIS and SCA selection procedure fall well in line with what many would regard as best practice. For one, no part of either procedure breaks any form of legal legislation, neither is there much room for bias. The fact that both sets of procedure are standardised and selection decision is based on these KSC, further ensures consistency and equal opportunities (Homans,

D, 2000)
2.1
Job evaluation is a technique, used to judge the size of one job relative to others. It does not directly determine pay levels, but will establish some form of internal ranking of jobs. 
The two most common methods of job evaluation that have been used are, whole job ranking, where jobs are taken as a whole and ranked against each other and the second method is one of awarding points for various aspects of the job. In the points system various aspects or parts of the job such as education and experience required to perform the job are assessed and a points value is awarded (i.e. the higher the educational requirements of the job the higher the points scored). 
In order to evaluate the process of job evaluation, there are a few points which must be drawn out.   The process of job evaluation is only useful and fair within if all jobs within an organisation are evaluated using a standardised evaluation scheme. Before job evaluation takes place, those evaluating the job will have to gain a thorough understanding of what the job entails (e.g. skill/qualifications required, amount of supervision required). Overall the process of job evaluation if carried out properly can aid an organisation in highlighting duplication of tasks and gaps between different jobs and functions (Roger Edgell, 2008)
Spanning from this, there are various factors which determine pay/salary. The single most important factor influencing an individual’s rate of pay is the kind of work performed and the level of education and experience required to carry

out the job. For example, a secretary at a front desk is highly unlikely to receive the same salary as a software engineer seen as the level of qualifications require for both jobs are very different.
Supply and demand for labour is another major factor influencing pay. Individuals with certain skills may be in varying degrees of demand. Sometimes the demands vary across specific locations. At other times, they are national in scope. Those who have the particular knowledge, skills, and credentials that are in high demand and can normally request and will usually receive premium wages. This is normally the case when demand for a certain caliber of employees is high but supply is low.

One other factor determining pay levels is the profitability if an organisation. It is generally accepted that employees working for a highly profitable business (e.g. Siemens) have a greater chance of receiving higher wages than those working for a less profitable enterprise (ASLA, 1997)

2.2
The main benefit of having a reward system is that it tends to motivate employees to perform better, and also instills a culture within the organisation where employee performance and contribution is valued. On the other hand, the main disadvantage is that it comes at the expense of the organisation. In addition, assuming that employees of an organisation are only motivated by pay is a tunnel vision and simplistic view of employee mentality. (Wilson, T B)
Aside from this, there are a wide range of reward systems which any organisation can put in place.
One type

of system is fringe benefits. These are payments made to employees which don’t shape in the form of a salary or wages. For example, things like a company car or subsidised meals. The main advantage of fringe benefits is that the employer does not have to pay National Insurance contributions making them cheaper and more favourable amongst most employers. On the other hand, a disadvantage is that fringe benefits can cause status problems amongst employees.
Another type of reward system is performance related pay (PRP). This is when the annual salary or additional payments to an employee are linked to their performance on the job. This will we assessed based on a range of performance criteria (e.g. customer service, quality). The main benefit of PRP is that it tends to stretch the ability of employees a further especially when their target related. However, there are some problems with PRP. The fact that it is based on individual achievement could lead to disagreements about how certain performance criteria should me measured. It also relies heavily on employee reactions to the system. If employees do not react by working harder, the system is more than likely to fail. PRP can also affect the working environment negatively in terms of employee relations. For example, if one employee becomes jealous of what another employee is rewarded, it could affect their working relationship and motivation, ultimately having a detrimental effect on performance. Hall (1999: 509-510) Hall, D et al (1999) Business Studies 2nd Edition, United Kingdom, Causeway

Press Ltd
2.3
Motivational theory and reward are two things which are difficult to separate. The way in which the two are related depends on ones understanding, agreement and disagreement with different theories. 
The main link between motivation theory and reward are what the nature of the rewards would be within different theories. 
For example, the link between Maslows’ Hierarchy of Needs is that employees are motivated by rewards which satisfy their higher level of needs (i.e. esteem and self actualisation). The nature of rewards within this theory includes things such as status within an organisation, promotion, appreciation and respect from other employees. Also things such as personal development and challenge would be part of the mix.
Herzberg’s two factor motivational theory relates better to and focuses more on intrinsic rewards rather than extrinsic. According to this theory, the concept of job enrichment is what truly motivates employees. Reward such as the upgrading of responsibilities in order to challenge the employee is the beset form of reward within the work place.
In applying these ideas in a business context, the way in which motivational theory and reward would relate within an organisation, will depend on the corporate culture of the organisation. Depending on which type of motivational theory the organisation operates by will ultimately influence what type of rewards and incentive systems it puts in place for its employees.
2.4
Various organisations have different ways of monitoring employee performance. For

the purpose of this report, we’ll consider a generic approach to monitoring performance.
In an effective organisation, work is planned out in advance. Planning means setting performance expectations and targets for employees to work towards achieving. These objectives should be SMART (Specific, measurable, achievable, realistic, time-constrained) and should also help the organisations overall towards achieving it’s objectives. Employees should be involved in the planning process so they understand the personal and organisation goals. 
The next stage in this approach would be to continually monitor employee performance against targets. This means consistently measuring performance and providing ongoing feedback to employees. Ongoing monitoring provides the opportunity to check how well employees are meeting predetermined standards and to make changes to unrealistic or difficult standards. Unacceptable performance can also be identified and addressed.
The general approach within most organisations would be to develop employee performance through training and giving higher levels of responsibility, as this is the only way employees will gain quality experience. Providing training and developmental opportunities encourages good performance and helps employees keep up with changes in the workplace, such as the introduction of new technology. It also helps employers to identify developmental needs. 
Overall, all this approach would be pointless if rewards for good performance aren’t put in place. Rewarding means recognising employees, individually

and as members of teams for their performance and acknowledging their contributions to the organisation. A good principle is to understand that recognition is an ongoing, natural part of day-to-day business. Recognition or reward isn’t always financial. A simple thank you in most cases is more than sufficient and goes a long way. (U.S. Office of Personnel Management, 2004)
Conclusion
In summary, this report has looked to draw out some of the key concepts and practices of human resource management. This includes ideas surrounding HR planning, recruitment and reward management. If some of the concepts and ideas highlighted in this report were to be implemented within an organisation, it would most certainly improve overall performance.
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