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Answer sheet: 
	1.i) Human resource management (HRM or HR) is the strategic approach to the effective management of organization employees so that they help the business gain a competitive advantage, Commonly referred to as the HR Department, it is designed to maximize employee performance in service of an employer's strategic objectives. HR is primarily concerned with the management of people within organizations, focusing on policies and on systems. HR departments are responsible for overseeing employee-benefits design, employee recruitment, training and development, performance appraisal, and rewarding. HR also concerns itself with organizational change and industrial relations, e.g. balancing of organizational practices with requirements arising from collective bargaining and from governmental laws. 
Human resources overall purpose is to ensure that the organization is able to achieve success through people. HR professionals manage the human capital of an organization and focus on implementing policies, procedures and processes. They can specialize in recruiting, training, employee-relations or benefits. 
In construction, HRM is primarily concerned with ensuring that a project has sufficient human resources, with the correct skill-sets and experience, for the project to be successfully completed. 

HR managers have to be able to identify and document project roles and responsibilities, and develop a plan describing the end-to-end processes that will be required for the project/projects in order to determine its human resource requirements.
 
HRM typically involves the following core activities: 

· Role analysis. 
· Role specification. 
· Workforce planning. 
· Recruitment and selection of temporary and permanent staff as required. 
· Training and development. 
· Performance management. 
· Compensation (remuneration). 
· Legal issues. 
· Managing employee payroll, benefits and compensation. 
· Communicating with employees. 
· Resolving disputes. 
· Evaluating performance. 
· Managing employee relations. 
· Ensuring equal opportunities. 
· Making sure staff facilities are suitable and well maintained. 

Some HRM functions can be outsourced to external suppliers, such as those involving payroll functions, background checking, benefits administration, training, etc. 
[edit]
Challenges in construction 

· The construction industry is one of the most complex sectors within which to manage people.
· The operational realities faced by construction organizations, means there is a risk that the needs of employees are subject to performance concerns. 
· There can be insufficient time for strategic planning because of the tendency for construction projects to be awarded at short notice following a competitive tendering bid. 
· Several organizations may work together on a project, perhaps forming a joint venture or some other form of special purpose vehicle. 
· There tends to be a transient workforce that may be made up of different contractors and subcontractors. There is an increasing tendency for construction industry organizations to appoint sub-consultants and sub-contractors with skills suitable for particular projects, rather than making internal permanent appointments. This gives greater flexibility but can make training and long-term planning more difficult. 
· The workforce may work long hours, claim high travel expenses, have different nationalities, working cultures, etc. 
· Staff turnover tends to be quite high on construction projects. 
· Personnel change as projects progress and different skills and experience are required. 
· There are many health and safety risks, which must be managed. 
· There are excessive amounts of legal requirements that must be fulfilled. 
1.ii) Human Resource Development (HRD) is the framework for helping employees develop their personal and organizational skills, knowledge, and abilities.
HRD is one of the most significant opportunities that employees seek when they consider employers. The ability, and encouragement, to continue to develop their skills helps the employer retain and motivate employees.
Human Resource Development includes such opportunities as employee training, employee career development, performance management and development, coaching, mentoring, succession planning, key employee identification, tuition assistance, and organization development.
The focus of all aspects of Human Resource Development is on developing the most superior workforce so that the organization and individual employees can accomplish their work goals in service to clients.
Organizations have many opportunities for human resources or employee development, both within and outside of the workplace.
Human Resource Development can be formal such as in classroom training, a college course, or an organizational planned change effort. These are the options that employers have for developing employees. Formal training can add value to the workplace.
Human Resource Development can also be informal as in employee coaching by a manager or internal training and development classes taught by internal staff or a consultant. Mentoring by more experienced employees also accounts for employee development. It is especially useful as employees become more senior within your organization. 
Traditionally, executive leaders and senior managers are resistant to training classes and conference educational sessions. Healthy organizations believe in Human Resource Development and cover all of these bases. One option recommended, in preference to many other ways in which organizations develop employees, is to provide internal training with either internal staff or external facilitators or consultants. 
HRM stands for human resources management, which refers to the art of managing all aspects of the human work force at a company or organization. HRM aims at providing an optimal working environment for employees to utilize their skills to achieve the company’s intended output. 
As human resources management usually applies to big companies and organizations, it has sub categories, among which is HRD, which stands for human resources development. This is a component of HRM, that focuses on ‘nurturing’ employee’s skills. 
Because the process of hiring new employees can be long, expensive and burdensome, most companies employ the strategy of HRD to promote permanency of employees within the company, through this an employee is likely to progressively scale up the managerial ladder.
Human resources management of a company is often an independent department of its own composed of various sections including recruitment and retention, performance and appraisal management, HRD and compensation sections. However, HRD does not only focus on development of skills but also focuses on the personal development of employees. Peoples’ needs and expectations are ever growing and changing, this subdivision of HRM is specifically there to help employees cope with such and prepare them for future uncertainties.
Professionals working within the HRM department must have excellent people skills although this is more so with those particularly working in the HRD section. The HRD section needs to have professionals with impeccable people management skills, as they need to be able to realize talent within people from a cross section of backgrounds. The HRD unit is concerned with identifying strengths and weaknesses among different employees and devising training means that aim at making those skills complement the other.
In conclusion:
· HRD is a sub section of HRM.
· HRM deals with all aspects of the human resources function while HRD only deals with the development part.
· HRM is concerned with recruitment, rewards among others while HRD is concerned with employee skills development.
· HRM functions are mostly formal while HRD functions can be informal like mentorships.

1.iii) Every company needs a strategic reward system for employees that addresses these four areas; compensation, benefits, recognition and appreciation.
The rewards policy should recognize two types of employee activity, performance and behavior. 
Performance is the easiest to address because of the direct link between the initial goals employers set for their employees and the end results. 
Rewarding specific behaviors, that made a difference to your company is more challenging than rewarding performance, but you can overcome that obstacle by asking, "What am I compensating my employees for?" and "What are the behaviors I want to reward?" 
Example, are you compensating employees for coming in as early as possible and staying late, or for coming up with new ideas on how to complete their work more efficiently and effectively? In other words, are you compensating someone for innovation or for time they are sitting at a desk? There is obviously a big difference between the two.
When business owners think of reward systems, they typically put compensation at the top of the list. There is nothing wrong with that, since few people are willing or able to work for free. However, the right strategy should also include an incentive compensation plan that is directly linked to the goals of the company for that period. You might want to include some type of longer-term rewards for key individuals in your organization. Historically, this has often included some form of equity ownership.
Benefits are another type of reward in a strategic reward system; employees definitely notice the types of benefits employers provide. Companies that do not match or exceed the benefit levels of their competitors will have difficulty attracting and retaining top workers. 
Employers cannot diminish the importance of recognition and appreciation as integral components of a winning strategic reward system. These two elements rarely receive the attention they deserve from business owners, which is amazing because they are the low-cost/high-return ingredients. Employees like to know whether they are doing good, bad or average, so it is important that you tell them.
Recognition means acknowledging someone before his or her peers for specific accomplishments achieved, actions taken or attitudes exemplified through their behavior. Appreciation centers on expressing gratitude to someone for his or her actions. Show appreciation to employees by acknowledging excellent performance through simple expressions and statements. For example, a manager might send a personal note or stop by the employee's desk to convey appreciation. Another approach is to combine recognition and appreciation in the form of a public statement of thanks in front of the employee's co-workers or team, citing specific examples of what they've done that has positively impacted the organization.

1.iv) Introduction;

Discipline is very essential for a healthy industrial atmosphere and the achievement of organizational goals. Discipline in industry may be described as willing cooperation and observance of the rules and regulations of the organization. According to Brembless: “Discipline does not mean a strict and technical observation of rigid rules and regulations. It simply means working, co-operating and behaving in a normal and orderly way, as any responsible person would except an employee to do"

Importance of Discipline in industry;

Discipline is the very essence of life. The goals or objectives of industrial discipline should be very clearly.
 
· To ensure that employers & employee recognize each other’s rights and obligations.
· To promote constructive cooperation between the parties concerned at all levels.
· To maintain discipline in industry.
· To secure settlement of disputes & grievances by negotiation, cancellations, voluntary arbitration, etc.
· To eliminate all forms of force violence in industrial relation.
· To avoid work stoppages.
· Respect for the human personality.

 
Management personnel should set high standards. Discipline is the very precious step in life everywhere and every place. An industrial organization is an organic whole in which a variety of forces acts in union towards the attainment of its ultimate aims. Obviously, smooth and effective functioning demands a high degree of co-ordination among the various elements which from integral parts of an organization. In an industry, big or small work force is the major factor. Work force can be used effectively only if there is discipline in the industry. Maintain of discipline is a prerequisite for the attainment of maximum productivity not only of the workers but also of the whole nation. In this way, discipline is important in industry.
1.v) Termination of employment is an inevitable part of personnel activity within every company. However, understanding whether the termination was voluntary or involuntary is not something that everyone truly understands. Listed below are examples of some of the most common circumstances under which employment is terminated:
 
· Resignation – This is a voluntary employment termination initiated solely by an employee.
· Discharge – This is an involuntary employment termination initiated solely by the employer and is usually due to negative behavior or poor performance issues with the employee.
· Layoff – This is an involuntary employment termination initiated by the employer for non-disciplinary reasons. A layoff does not necessarily mean that employees will be rehired when the company is once again in a hiring mode. However, if a company is subject to a collective bargaining agreement that may determine “recall” rights in the event that the company plans to hire again.
· Retirement – This is a voluntary employment termination initiated by the employee meeting all requirements by the employer for retirement from the company.
Whether employers have a voluntary or involuntary termination within the company, it is always a good idea to document everything. Absent the documentation, employers are not building a strong defense to a lawsuit for discrimination or wrongful discharge. Even in the event that it is an amicable termination, which is generally the case with voluntary terminations, make sure that the event is documented in order to protect both the employee and the company.
Voluntary Termination. A voluntary termination occurs when an employee resigns or retires of their own will. Termination Without Prejudice. A termination without prejudice means an employee has been let go for reasons other than performance, behavior or attitude on the job, as in a layoff.
Involuntary separations occur when management decides to terminate its relationship with an employee because of either economic necessity or a poor fit between the employee and the organization. 
Examples of involuntary separations include discharges, layoffs, and downsizing or "right"-sizing (a term used by companies to make downsizing appear more pleasant, generally positioning it as an attempt to make the company the "right" size for its needs by implementing layoffs).

1.vi) Recruitment and selection are two phases of the employment process. 
The differences between the two are:

1. Recruitment is the process of searching the candidates for employment and stimulating them to apply for jobs in the organization, whereas selection involves the series of steps by which the candidates are screened for choosing the most suitable persons for vacant posts.

2. The basic purpose of recruitments is to create a talent pool of candidates to enable the selection of best candidates for the organization, by attracting more and more employees to apply in the organization, whereas the basic purpose of the selection process is to choose the right candidate to fill the various positions in the organization.

3. Recruitment is a positive process i.e. encouraging more and more employees to apply, whereas selection is a negative process as it involves rejection of the unsuitable candidates.

4. Recruitment is concerned with tapping the sources of human resources, whereas selection is concerned with selecting the most suitable candidate through various interviews and tests.

5. There is no contract of recruitment established in recruitment, whereas selection results in a contract of service between the employer and the selected employee.
Recruitment is the process of identifying that the organization needs to employ someone up to the point at which application forms for the post have arrived at the organization. Selection then consists of the processes involved in choosing from applicants a suitable candidate to fill a post.
	Basis
	Recruitment
	Selection

	Meaning
	It is an activity of establishing contact between employers and applicants.
	It is a process of picking up more competent and suitable employees.

	Objective
	It encourages large number of candidates for a job.
	It attempts at rejecting unsuitable candidates.

	Process
	It is a simple process.
	It is a complicated process.

	Hurdles
	The candidates does not have to cross over many hurdles.
	Many hurdles have to be crossed.

	Approach
	It is a positive approach.
	It is a negative approach.

	Sequence
	It proceeds selection.
	It follows recruitment.

	Economy
	It is an economical method.
	It is an expensive method.

	Time Consuming
	Less time is required.
	More time is required.



2.) From the demand side: Analyzing, reviewing and attempting to predict the numbers, by kind, of the manpower needed by the project to achieve its objectives; 
From the supply side: Attempting to predict what action is and will be necessary to ensure that the manpower needed is available when required; and finally 
Designing the interaction between demand and supply: So that worker skills are utilized to the best possible advantage of the project and genuine needs and desires of the individual employees are taken into account. 
The manpower plan represents a response of the personnel function to ensure that the necessary supply of people is forthcoming to allow the targets to be met. 
Steps in Manpower Planning Process: 
The steps in manpower planning are debated below: 
1. Forecasting Staffing Needs: 
The first step in the manpower planning process involves forecasting staffing needs and determining the actions needed to fulfill those needs. The most important step in forecasting staffing needs is a review of the project objectives and strategies. 
This includes reviews at both the business and the construction unit level. If the company is pursuing growth objectives then there may be a need to expand the size of the firm’s human resources. 
2. Forecasting Internal Supply: 
Once staffing needs have been calculated, managers are in a position to forecast the internal supply of human resources. A forecast of internal supply is derived from examining the kinds of human resources internal to the organization, the demographics of those resources and the stability of the people presently employed. 
This process may include a job analysis, which is a systematic study of what is done, when, where, how, why, and by whom in current and predicted jobs. The job analysis can be used to write job descriptions and job specifications. 
3. Forecasting External Supply: 
Once managers have forecast internal supply, they are in a position to forecast external supply. As with forecasting internal supply, this includes a review of skills, abilities, education, experience, and other qualifications needed for the job. Especially if the organization has always hired locally, this forecast may have implications for training to fill gaps. 
4. Correcting Shortage or Surplus: 
From the forecasts and the comparisons of supplies and needs, the organization is in a position to correct the imbalances. If there is a surplus in the organization, management needs to decide the value of the human resources to the enterprise and if it will carry a surplus until normal turnover and retirements correct the situation. 
If there is a huge imbalance and if management cannot tolerate the costs of carrying the surplus personnel then it might resort to involuntary pay cuts, part-time work, early retirements, and terminations. Alternatively, if there is a shortage of human resources in certain areas, cross training and hiring seem to be the only alternatives. 
Thus the four stages of the manpower planning process are: 
1. An evaluation or appreciation of existing manpower resources. 
2. An estimation of the proportion of currently employed manpower resources which are likely to be within the firm by the forecast date. 
3. An assessment or forecast of labour requirements if the organization’s overall objectives are to be achieved by the forecast date. 
4. Adoption of required measures to ensure that the necessary resources are available as and when required. 
While stages 1 and 2 are linked with the supply aspect of manpower, stage 3 represents the demand aspect of manpower. 
Analyzing training and development needs is the final part of a manpower planning effort, here some questions needs to be answered: 
(a) How many people need training and development? 
(b) Who are the specific individuals? 
(c) What kind of training is needed?   
Manpower planning also involves the following: 
· Managers must anticipate personnel shortages or vacancies and act to create or fill jobs before problems arise. 
· Managers must anticipate the types of training and development the personnel will need. 
· Managers must identify the particular skills and abilities of the present employees to help develop effective career paths for them. 
· Managers must evaluate the effect of human resource decisions and make any necessary changes. 
· Inventories of employee skills must  be maintained in computerized files. Including information about each employee’s educational and training background, experience, and special skills (e.g., foreign language proficiency). 
· Staffing changes -due to retirements, sick leaves and occasional personal emergencies must be anticipated. 
· When staffing changes are due to changes in programs or departments, manpower planning becomes more complicated. Budgetary considerations come into play. Employees associated with obsolete programs generally will not be kept on, unless they can be retrained or their skills utilized elsewhere. 
· Identifying the objectives at the construction/project site.
· Identifying the various departments and functions.
· Identify recruitments needs.
· Implementing recruitment as and when identified, making use of several techniques, e.g. internal, external recruitment, selection and finally placement. 
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