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Part | For StudentsChapter I Introduction to Human ResourceManagement1.1 What Is Human Resource
Management(]

1.2 HRM Functionsl1.3 The Changing Environment of HRM1.4 The Changing Role of HRM1.5 Strategic Human
Resource Management1.6 Competencies of the Human Resource ManagerChapter 2 Career Planning2.1 Self
Development2.2 Roles in Career Development2.3 Factors That Affect Career Choices2.4 Becoming an
Entrepreneur: Four Steps to EntrepreneurshipChapter 3 Job Analysis3.1 What Is Job Analysis[]

3.2 Writing Job Descriptions3.3 Writing Job Specifications3.4 Job DesignChapter 4 Human Resource Planning4.1
Strategic Human Resource Planning4.2 Stages of Human Resource Planning4.3 Reasons for Human Resource
Planning4.4 How to Forecast Personnel Needs4.5 Forecasting the Supply of Inside Candidates4.6 Succession
PlanningChapter 5 Recruiting Employees5.1 Recruiting5.2 Labor Ma,'kets5.3 Strategic Recruiting Stages5.4
Recruiting Source Choices: Internal vs. External5.5 Recruiting Over the InternetChapter 6 Selecting Employees6.1
The Importance of Selection6.2 The Nature of Selection6.3 Environmental Factors Influencing Selection6.4 Basic
Requirements of Selection6.5 Selection Process6.6 Employment Tests6.7 Reference Checks and
Recommendations6.8 Physical ExaminationsChapter 7 Training Employees7.1 Employee Orientation7.2 The
Training Process7.3 Training Needs Analysis7.4 Training Techniques7.5 Creative Training Over the
InternetChapter 8 Permance Appraisal8.1 The Performance Appraisal Process8.2 Why Appraise Performancel]
8.3 Methods for Appraising Performance8.4, Performance Appraisal: Problems and Solutions8.5 How to Avoid
Appraisal ProblemsChapter 9 Organizational Renewal9.1 Organizational Change and Development9.2 HRM and
Total Quality Management9.3 How HR Helps to Create Team-based Organizations9. 4 How HR Helps to Build
Productive Teams9.5 What Is Business Process Reengineeringl]

9.6 Flexible Work ArrangementsPart [ For Teachers
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000000 O 4.4.2 Ratio AnalysisRatio analysis is a forecasting technique for determining future staff needs by
usingratios between sales volume and number of employees needed.Ratio analysis means making forecasts based
on the ratio between [0 1[0 some causalfactor (I like sales volumeld and [0 200 number of employees required [
for instance, number ofsalespeoplel] . For example, suppose you find that a salesperson traditionally generates
$500, 000 in sales. Then, if the sales revenue-salespeople ratio remains the same, you wouldrequire six new
salespeople next year [ each of whom produces and extra $500, 000 in sales] to produce the hoped-for extra $3
million in sales.Like trend analysis, ratio analysis assumes that productivity remains about the same——forinstance,
that each sales person can't be motivated to produce much more than $500, 000 insales each. If sales productivity
were to increase or decrease, then the ratio of sales tosalespeople would change. A forecast based on historical ratios
would then no longer be asaccurate.
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