Personal Learning Plan

Higher Business Management

MANAGEMENT OF PEOPLE

	Name:




	Workforce Planning

	I can describe the elements of workforce planning:
	
	
	

	· Skill analysis of current staff
	(
	(
	(

	· Staffing forecasts to meet demand
	(
	(
	(

	· Planning internal and external supply of staff (eg, job analysis, skills audit, growth objectives)
	(
	(
	(

	I can describe the following stages in the recruitment process:
	
	
	

	· Identify a job vacancy
	(
	(
	(

	· Prepare a job description
	(
	(
	(

	· Prepare a person specification
	(
	(
	(

	· Advertise the vacancy to INTERNAL sources and EXTERNAL sources
	(
	(
	(

	I can describe the advantages and disadvantages of the following selection methods:
	
	
	

	· Application forms
	(
	(
	(

	· CV/Letter of Application
	(
	(
	(

	· References
	(
	(
	(

	· Testing (Attainment tests, Aptitude tests, Intelligence tests, Psychometric tests and Medical tests)
	(
	(
	(

	· Interviews
	(
	(
	(

	· Assessment Centres
	(
	(
	(

	· I can describe the advantages and disadvantages of types of flexible working (part-time, flexi-time, job sharing, shift work, homeworking, compressed hours)
	(
	(
	(

	I can describe how ICT can be used in the recruitment and selection process
	(
	(
	(

	Training and Development

	I can describe the relevance of staff development and training to an organisation and employees (eg, upgrading skills, greater flexibility of a multi-skilled workforce, motivated staff, image)
	(
	(
	(

	I can describe the methods of staff training staff:
	
	
	

	· Apprenticeships 
	(
	(
	(

	· Graduate Training Schemes
	(
	(
	(

	· Corporate Training Schemes
	(
	(
	(

	· Work-based qualifications 
	(
	(
	(

	· Continuing professional development (CPD) including ‘on and off-the job training’ 
	(
	(
	(

	· Virtual Learning Environment (VLE)
	(
	(
	(

	· Coaching
	(
	(
	(

	· Mentoring
	(
	(
	(

	· Induction training
	(
	(
	(

	I can describe the benefits and costs of training staff
	(
	(
	(

	I can describe what is meant by staff appraisal:
	
	
	

	· One-to-one
	(
	(
	(

	· Peer-to-peer
	(
	(
	(

	· 360-degree
	(
	(
	(

	I can outline the costs and benefits of appraisal to organisations and employees 
	(
	(
	(


	Motivation and Leadership

	I can describe the following motivation theories:
	
	
	

	· Herzberg
	(
	(
	(

	· McGregor
	(
	(
	(

	· Maslow
	(
	(
	(

	I can describe the benefits of motivation
	(
	(
	(

	Non-financial methods of motivation
	
	
	

	· Job design
	(
	(
	(

	· Job enlargement
	(
	(
	(

	· Job rotation
	(
	(
	(

	· Empowerment
	(
	(
	(

	· Job enrichment
	(
	(
	(

	· Communication
	(
	(
	(

	· Training and development
	(
	(
	(

	· Staff support systems
	(
	(
	(

	· Teamwork
	(
	(
	(

	· Work environment
	(
	(
	(

	· Quality circles
	(
	(
	(

	Financial methods of motivation:
	
	
	

	· Profit sharing schemes
	(
	(
	(

	· Performance related pay
	(
	(
	(

	· Bonuses
	(
	(
	(

	I can describe the problems with financial incentives
	(
	(
	(

	I can describe the role of management in motivating employees
	(
	(
	(

	I can describe leadership styles and their costs and benefits:
	(
	(
	(

	· Autocratic
	(
	(
	(

	· Democratic
	(
	(
	(

	· Laissez-faire
	(
	(
	(

	I can describe how leadership styles are used and justified in a given business scenario
	(
	(
	(


	Employee Relations

	I can describe the meaning of the employee relations
	(
	(
	(

	I can describe the impact of positive employee relations (eg, meeting objectives, positive working environment, motivation)
	(
	(
	(

	I can describe legal and company policies and processes:
	
	
	

	· Grievance procedures
	(
	(
	(

	· Disciplinary procedures
	(
	(
	(

	· Dismissal
	(
	(
	(

	· Absenteeism
	(
	(
	(

	· Redundancy
	(
	(
	(

	I can describe the role of institutions and their impact on organisations and employees:
	
	
	

	· Advisory, Conciliation and Arbitration Services (ACAS)
	(
	(
	(

	· Employers’ Associations
	(
	(
	(

	· Trade Union Congress (TUC)
	(
	(
	(

	· Trade unions (eg, benefits of membership)
	(
	(
	(

	I can describe the following processes for employee relations:
	
	
	

	· Negotiation
	(
	(
	(

	· Consultation
	(
	(
	(

	· Arbitration
	(
	(
	(

	· Collective Bargaining
	(
	(
	(

	I can describe why employees and employers may take industrial action
	(
	(
	(

	I can describe different forms of industrial action and the effects it might have on the organisation
	(
	(
	(

	I can describe how organisations use employee participation and their costs and benefits:
	
	
	

	· Worker councils
	(
	(
	(

	· Works directors 
	(
	(
	(

	· Consultative committees (Quality Circles
	(
	(
	(

	Legislation 

	I can describe the impact of current legislation and how organisations have changed their behaviour to comply with the law
	
	
	

	· Health and Safety at Work Act (employer and employee duties)
	(
	(
	(

	· Equality Act 
	(
	(
	(

	· National Minimum Wage Regulations
	(
	(
	(

	· National Living Wage Regulations
	(
	(
	(

	NOTE:  Check for any new legislation …
	
	
	

	The role of technology in human resources

	I understand how technology can be used in human resource management:
	
	
	

	· Database
	(
	(
	(

	· Video conferencing
	(
	(
	(

	· Online application form
	(
	(
	(

	· Job advertising
	(
	(
	(

	· E-diary
	(
	(
	(

	· Presentation software
	(
	(
	(

	· Virtual learning environment (VLE) training
	(
	(
	(

	· Electronic testing
	(
	(
	(

	I can describe the costs and benefits of using technology
	(
	(
	(
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