HUMAN RESOURCE
MANAGEMENT
ON-LINE

Katherine Michels, MHRD

Welcome to BU 306 90
Human Resource M anagement

COURSE DESCRIPTION

Study of job analysis and specifications; recruitment and selection of personnel;
induction and follow-up training and supervision; and job evaluation and
administration of wages, salaries, and incentives.

Prerequisite: EN 101, EN 102, COM 140, and MGT 300 or permission from
instructor.

OVERALL OBJECTIVES

* Understand HRM and itsimpact and contributionsto the entire
or ganization

* Provide an understanding of the HRM functions (HR needs assessment,
recr uitment, selection, orientation, training and development, compensation and
incentives, labor management relations ect. )

* Understand the Global per spective of HRM and the challengesthat inter national
business presentsto HRM



* Discusstheincreasing Work Force Diversity that HR managers are being
challenged with everyday

* Discusscurrent issuesin HRM

Aloha and welcome

If you have gotten to this point and are interested in taking this class, you should register with the
university. You will also want to e-mail me your name and e-mail address (if you have not
already preregistered on-line and received confirmation from me) so | can make sure you are on
my roster. (You can e-mail me at HRMgt@Juno.com) | hope you are excited about exploring
Human Resource Management. Thisis an exciting topic. | also hope that you will leam
information in this class that will be helpful in your current career or while you are starting your
career.

A table at the class Web page will help you find your way, through the course. Please carefully
review the syllabus for class expectations and assignments. Each week will be listed and will
contain the lecture, weekly readings and assignments.

The "web board" isfor our class discussions each week. We will use the web board to discuss
topics and cases as if we where in a classroom. Y ou can assess the web board on the table.

Keep in mind: Y ou will need to stay motivated! and keep up with the weekly
assignments and web board discussions. Because we are not meeting once aweek, you

should expect to spend thoée f8UF hours reviewing a1d undersiangding the material .... this
is after you have read the chapter just as you would read the chapter before you walk into
aclassroom. Y ou can then expect to spend time each week completing the assignment
and visiting our web board.



Syllabus
Human Resour ce M anagement

IMPORTANT: If you are having any difficulty, first investigate your
system, then get in touch with me

Welcometo our on-line Human Resour ce M anagement cour se.

TEXT

M anaging Human Resour ce by Gomez-Megjia 2"

edition, PrediceH,1998

COURSE QVERVIEW

The syllabus will familiarize you with how the classwill run and will share expectations
for the course. Because we will not meet every week to discussthe material, the web
board will be a valuabletool for our classcommunication. This classwill also bewriting
intensive. You will have many opportunitiesto reflect on the reading assgnments and
the case studiesto show that you comprehend the material.

Each week there will be areading assgnment and there will be a short lecture on the
material. The lecture does not replace the text. The lecture will point out areas of
emphasis and provide additional material not found in thetext. A short self-quiz will be
at the end of the weekly notesto reiterate the material. Often there will bealist of
discussion questions. Many of these discussion questions will be used for weekly short
papers. Our caseswill also be a valuabletool in this class. The cases give us an
opportunity to apply the material in thereadingsto real life situations. The cases will also
be a source for short papers.

At the end of the weekly notesyou will find linksto areas of interest related to our topics.
| encourage you to visit these sites. These linkswill also be used for Web Board
discussions.



EXPECTATIONS

Students are expected to read all the weekly assignments, complete the self-quiz and
review the discussion questions. Each week the students ar e expected to participate in
the class discussion on the" Web Board" and complete the weekly writing assignments.
The studentswill be expected to complete afinal project. And the studentswill need to
complete the final exam, in person (proctor ed) at the end of theterm.

The students ar e expected to keep up with the assignments and communicate with the
instructor. (Especially if a student is having problems)

The student can exnect support from theinstructor. | am available to help the students
get themost from our material. | will check my e-mail frequently and respond to your

questions and comments. | prefer that we communicate through e-mail although if you
feel it isnecessary, you can call me.

GRADING
Weekly Quizzes: 5 pointseach
Participation and Web Board discussions. 10 points each
Weekly Writing Assignments: 20 points each
Final projecf: 100 points total
. Final Exam: 100 Points

90% or higher on classrequirements=A
80% - 89% =B
70% - 79% =C
60% -69% =D
below 60% = F

Keep in mind that the catalog statesthat an

" A" isoutstanding scholarship and an unusual degree of intellectual initiative
"B" issuperior work donein a consistent and intellectual manner

" C" isan average gradeindicating a competent grasp of subject manner

It ispossibleto do well in thisclass, if the student keeps up with the readings and
completes each assignment in a competent manner. The following is detailed
information on the assignments.



E-MAILING QUIZZES AND WRITING
ASSIGNMENTS

Y ou should send me one e-mail with your quiz answers and writing assignment for the
week.

Y ou can write your answersin e-mail or you can cut and paste into your e-mail. Do
not use attachments for your weekly assignments.

IMPORTANT:
Use the following subject line for your assignment

WEEK 1- Quiz and Wrtg Assign  Last Name
sending the quiz and writing assignment (if there is one) together with your last name

For week two
WEEK 2 - Quiz and Wrtg Assign Last Name and so on...

For your Quiz Answers - put one answer per line, and use the letter corresponding to
your answer or aword.
For your Writing Assignment - include the question number you are responding to.

| hope this makes sending the assignments clear. Thiswill help me keep all of your
assignments organized to ensure you get credit for your hard work. Thank you in
advance for following these steps.

The self-quizzes will appear at the end of the weekly assignment. The quizzes are

designed to reiterate the importance of your becoming familiar with the matenal. They
are for you to self check your comprehension. Once you answer the questions on your
own, go back and check your answers with your text. After you correct your answers,
you will then e-mail me your answers. Put

(1) your name,

(2) coursetitle, and the

(3) week of the assignment at the top of your e-mail.

* Send your answers as an e-mail (not an attachment) numbering each question and
writing your answer besideit.

* Put one answer per line.

* Often you will be able to just write aword or A, B, or C, for your answer.

* Y our answers need to be correct to receive full credit.

* Answers to the quizzes are due the Tuesday following the week of the assignment.
(Quiz answers and writing assignments should be sent in one e-mail for the week)



WRITING ASSIGNMENTS (20 Pts each)

The writing assignments will be a combination of discussion questions about the reading
assignments and questions on the different cases.

At the week web page listed on the table, the writing assignment for the week will be
listed.

Below are some guidelines that should be followed for all writing assignments:

1.Weekly writing assignments will be two typed pages (800 words). Send your papers as
an e-mail. (not an attachment) They can be written in e-mail or they can be cut/paste into
e-mail. You will need to include your (1)name, (2)course title and (3)the week
number and (4)assignment title at the top of your paper. | will be receiving alarge

number of e-mails and you want me to be able to clearly identify that you have done the
weekly assignment.

2. Double Space between Paragraphs (single space within paragraphs)
3. Spell Check your Papers!

4. Proof read your papers for grammar errors.

5. Organize your thoughts before you begin writing. Keep in mind thisis an upper
division college class and you are expected to be able to write thoughtful, organized
papers. Each paper should have an introduction, body and conclusion.

6. Citereferences. Use APA  http://webster.commnet.edu/apa/apa_intro.htm
or MLA  hitp://webster commnet. edu/mlahtm

7. These papers are an opportunity for the student to show that they are grasping
the material. Asyou are writing your responses, you will want to support your
answers with the material that we have covered or outside sources. Asyou state
your answers (why you think one thing or another), you need to provide support.
These papers should show that you have read and understand the material.

8. Weekly assignments will be due on Tuesday after the week of the assignment. For
example: An assignment for week two will be due on the Monday following week two.

9. Writing assignments are graded as awhole. Spelling, grammar, organization and
content are all important. Keep in mind; your writing assignments are a representation of

your ability to comprehend the material and complete quality work.

Quiz answers and writing assignments will be sent in one e-mail


http://webster.commnet.edu/apa/gpa-intro.htm
http://webster.commnet.edu/apa/gpa-intro.htm
http://webster.commnet.edu/apa/gpa-intro.htm
http://webster.commnet.edu/apa/gpa-intro.htm
http://webster.commnet.edu/mla.htm
http://webster.commnet.edu/mla.htm

Each week you are expected to visit our Web board. The Web board can be accessed
by clicking on the table. (Sometimes 2 clicks are needed to hook up) | will post
"conferences' for each week with questions for discussion and | am first asking for your
responses. After you read the question (conference profile), you should read any
responses that are posted by other students. Once you have decided on your response,

you should thét #reply” to the question and  “pest” it to the web board. This response
will need support for your comments. Y ou may need to quote the book or use
information from a web site or other source (referenced) to support your response.

Y ou will then need to reply to at least one student's response on the Web board.

Y ou can reply to many different students' responses. During the week you will want to
check the web board to see if anyone responded to your comments. If someone did, you
may then want to reply back (generating a conversation).

IMPORTANT: When you go to the Web Board for the first time, you will need to
LOG IN and create a PASSWORD. Y ou will need aNEW LOG IN name and
PASSWORD for this class. UseaNEW Log In Name if you have had an On-line Class
before. Do not use a Log In name you have used before. Write down your Log In name
and Password with your class material in case you forget it.

The Web Board each week will have a number of different "Conferences" for the
week.

The Conferences will be labeled as:

Week Two A - Conference Title

Week Two B - Conference Title

Week Three A - Conference Title
Week Four B - Conference Title

Students will participate in Each Web Board Conference for the week unless otherwise
instructed.

The Categories for the Conferences Each Week will be:
Conference - a discussion question on atopic from the chapter material

Conference - a discussion question on a recent situation (from the news) that relates to
the material we are covering

Conference - a discussion question on aweb site that relates to our fopic



Conference - a conference for general questions on the material we are covering asked by
students and answer ed by students and/or theinstructor when needed. Thiswill give
students an opportunity to ask questionsto clarify information and other studentsthe
opportunity to explain material to see how well they understand it. This may also lead to
discussions on the topics.

Thisweb board isour classroom. The conferences should stimulate a discussion for the
class and between students. Dialogue back and forth will make thisweb board feel more
like a discussion in the classr oom.

Keep in mind, there may betimesthat you disagree with other student'sresponses. So it
isimportant to remember that we may disagr ee as long aswe respect each other's
opinion

EINAL EXAM (100 pts)

Therewill be an in person compr ehensive final exam at the end of the term. The exam
will be 10 weeks from the beginning of theterm. Thefirst Saturday in the term isweek
one and 10 Saturdays from then, will be the final exam. You need to plan now to
attend. The exam will be held at the main campus. Ttere will be an 1D check.

(If you are out of town for the class exam it will be up to you to coordinate a make up -
this means finding an approved proctor for the exam, and also coordinating with me or
the school to get the exam to that person .... please do not wait till the last minuteif thisis
necessary.) Consult the schedule for other exam information.

If you keep up with the weekly assignments, you should not have a problem with the
final exam.

EINAL PROJECT (100 pts)

Pick an areain the field of Human Resource Manageme-t today that interestsyou. You
may pick thistopic from the material that we have covered, or you may have another
topicin mind that you want to explore. Pick atopic that isof interest to you. Thiswill
make this project morerewarding for you. Thetext car, be a great source for topics.

If your topicisnot in our text, you will need to get instructor approval.

Interview: Onceyou have explored your topic, select a private or public for profit
arganization with a minimum of 50 employees. Resear ch the or ganization for a brief



history and organization structure. Contact the organization's HRM department and
make arrangementsto visit the organization and a HR representative.

You arelooking for how the organization conductstheir HR function and/or how they
handle the HRM issue you have chosen. Collect any literature (employee manuals,
company policy manual) that will support the information. You will need to take
extensive notesduring theinterview. With permission of the individual you are

interviewing, you may want to t&pe the interview aswell, to have an accurate account of
theinterview.

Before your interview, you are going to create a questionnaire. You need to have at least
8 questions. Your questions should be designed to engage the HR individual into
discussion and help you learn about your topic. (Don't use questionswith " Yes' and
"No" responses. Start your questionswith " explain how your company....", " what isthe
procedurefor ...") (Aninterview isa primary source - firsthand information). The
interview must bein person. The goal of thisinterview isfor you to learn first hand how
acompany handlestheir Human Resour ce functions.

Once you have completed theinterview(s), you will want to write a minimum of five
pages, discussing your organization and theinterview. Your paper will need to statethe
questions you asked and discusstheresponses. Your paper may go beyond your
guestionsif your interview led your discussion elsewhere.

I hope you will find thisinterview arewarding process. Hopefully you will find that your
guestions arejust the beginning of a discussion on your topic.

Thisassignment isthewriting assignment for week eight. Theinterview and the
writing assignment together areworth 100 points. Week eight writing assignment is due
the Tuesday following week eight.

Thisassignment can be sent through e-mail (cut and paste onto your e-mail). If the U. S.
Postal Servicewill be delivering your writing assignment, you will want to plan for your
paper to arrive by the Tuesday following the eight-week of class. You may also turn in
your paper at the Chaminade Fort Shafter office.

Theseinterviews will also be posted on the Web Board for everyonein the classto read.

This syllabus can be adjusted by theinstructor if needed.

Good Luck with theclass. | hope you find the class
information interesting and | look forward to
hearing all of your comments.



