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UNIT GUIDE INFORMATION

Unit Code 

DIP/BNF/ES/HRM712
Unit Title

Human Resource Management (HRM)
Unit Status

Essential
Unit Value

10.0



Learning Time
100 Hours (70GLH + 30UGLH)
Pre-requisite
None
Exemptions
None
Aims of the Unit

1 To provide an understanding of individual, group, organizational behaviour and their impact on human resource function as it operates in employing organization

2 To provide theoretical knowledge and practices in dealing with employees in the work environment so that they can make effective contributions to the organizational performance
3 To enable students to take full advantage of their study experience and to better prepare them for future employment or further study in the field of human resource management
Teaching and Learning Strategies

The course deliver is structured to be student-centered, and ‘real-world’ oriented, allowing students to relate their learning to their own experiences and to the wider business world around them in order to provide both conceptual and practical basis for the student learning
Practical activities, case studies, diagnostic questionnaires, group discussion, debate and presentation are essential and should be integrated into the teaching/ learning process whenever possible

Assessment Scheme

Assessment will be in accordance with current BDTVEC Certification & Assessment Policy. The weighting of the assessments will be as below:

	COMPONENT
	ASSESSMENT
	SKILL AREA
	WEIGHTING

	COURSEWORK

(70%)


	Assignment 1
(Case Study)

Assignment 2

(Case Study)
	509.1 – 509.3
509.4 – 509.6

	35%

35%



	PRACTICAL

(30%)


	Practical 
(Documentations of HR Department)

	509.7 – 509.8

	30%




Unit Structure

This Unit Guide is for use by students and teachers as a reference guide.  It is organized into Skill Areas which consist of:

1 Performance Objectives, which state the skill to be acquired

2 Enabling Objectives, which are the elements of skill a student must acquire to perform the Performance Objective competently

3 Performance Standards, which identify the minimum performance a student must demonstrate for a given Performance Objective

List of Recommended Books
1
Armstrong, M. A Handbook of Human Resource Management Practice (10th Edition), Kogan Page Ltd. USA
2
Bohlander, G. Managing Human Resources (12th Edition), South-Western College, USA

3
Currie, D. Introduction to Human Resource Management: A Guide to Personnel 
Practice. Chartered Institute of Personnel and Development, USA

4
Dessler, G. Human Resource Management (7th Edition) Prentice Hall, USA

	SKILL AREA

509

HUMAN RESOURCE MANAGEMENT



	PERFORMANCE OBJECTIVE


	ENABLING OBJECTIVES

	1 Describe nature and concept of  Human Resource Management (HRM)
(10 Hours)
PERFORMANCE STANDARD

Given scenarios,  correctly describe the nature and concept of Human Resource Management
	1 Describe the nature of HRM
· aims of HRM 
· employees’ needs identification
· improvement of organisational performance through human resource  

2 Describe the philosophy of HRM in terms of its
· system
· policy goals 

· characteristics 

3 Discuss changing nature of HRM due to
· globalization
· technological advances
· deregulation

· trends in the nature of work

· workforce diversity

· legal trends 
4
Discuss the role of the human resource functions in an organization 

· HR administrator

· facilitating and managing change

· human resource development

	2 Describe recruitment and selection process 
(15 Hours)
PERFORMANCE STANDARD

Given scenarios, correctly describe the application of recruitment and selection process 
	1 Discuss recruitment process

· define the term “recruitment”

· describe the methods of recruitment i.e. internal and external

· describe the recruitment process
2 Discuss employee selection process
· define the term “selection”

· describe the selection process

· explain different types of selection techniques 

3
Explain interview process

· planning and content

· types of interview

· methods of interview

· interview panels

· skills of interviewer/interviewee

· legal implications
3 Describe discrimination and equal opportunity in recruitment and selection

· racism

	3 Describe job analysis process 
(15 Hours)
PERFORMANCE STANDARD

Given scenario, correctly analyse and design job advertisements
	1 Explain job analysis

· define job analysis

· the purpose of job analysis

· techniques used in obtaining information for job analysis

2 Describe components of a job description and specification

3 Describe job evaluation

· purposes

· techniques (ranking and point system)
4 Define job advertisement

· AIDA concept 

· design job advertisement

· selection of media for advertisement

	4 Describe employee training and development 
(10 Hours)
PERFORMANCE STANDARD

Given scenarios, correctly design a training and development programme
	1 Explain training and development 

· define “training and development”

· benefits 

· key components  

· attitude

· skill

· knowledge

2 Discuss “training needs analysis”
· define “training needs analysis”

· its purposes

· techniques used 

3 Describe methods and types of training

· on the job training

· mentoring

· job rotation

· off the job training

· seminar

· conference

· workshop

· lecture

4 Explain the steps in implementing a training programme

· identify training needs

· set training objectives

· design training programme 

· implement the training programme

· evaluate the training programme

	5 Describe appraisal process and remuneration system
(15 Hours)
PERFORMANCE STANDARD

Given scenarios, correctly describe  the appraisal system and design a remuneration package
	1 Discuss performance appraisal 

· its definition 
· purposes
· the process

· methods used i.e. graphical rating scale, ranking scale and MBO

· advantages and disadvantages of each of the methods listed above

· criteria of assessment

· assessor and assessee

2 Explain different types of remuneration

· financial

· non-financial

· pay structure

3 Discuss types of benefits and compensation  
· entitlements
· pensions

· gratuity 

· Employee Provident Fund

· Supplementary Contributory Plan

· leaves
4 Explain how the financial motivation concept affect an employee performance at work

	6 Describe Health, Safety and Welfare at work 
(10 Hours)
PERFORMANCE STANDARD

Given scenarios, correctly describe the implications of health, safety and welfare at work
	1 Describe employment practices

· 
contract of employment 

· 
terms and conditions 

· 
signs and causes of poor welfare such as conflicts,

absenteeism 
· 
employee discipline procedures e.g grievance, disciplinary, capability, redundancy, out placement 
· 
remedials e.g transfer, promotion, demotion and dismissal

2 Describe health and safety standards at work 
· OSHA

· ISO

· Ergonomics 
· work Study

· motion study

· time study

· pollution (noise, light and vision, air, heat)

	7 Describe organizational development and change 
(10 Hours)
PERFORMANCE STANDARD

Given scenarios, correctly describe the impacts of organisational development and change 
	1 Explain organisational development

· its definition

· the benefits

· techniques used 

2 Explain change management 

· strategic change

· cultural change

· structural

· technological

· diversification

3 Discuss issues resulting from organisational development and change

	8 Describe human resource planning 
(15 Hours) 
PERFORMANCE STANDARD

Given scenarios, correctly  describe  human resource planning 
	1 Define human resource planning
· the purposes

· stages

· key issues

· forecast demand and supply of human resource

· distribution of age profiles
· retiring group

· new blood

2 Calculate labour drainage
· labour wastage

· labour turnover

· labour stability index

· absenteeism

3 Explain Human Resource Information System (HRIS)
4 Evaluate how to retain and control human resource planning
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