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Y SCOPE OF THE PRESENTATION

* CHANGING WORLD AND UNDERSTANDING IN HR MANAGEMENT

* CHANGING SCOPE OF HR AND ORGANIZATION DEVELOPMENT
e PERSPECTIVE TOWARDS HUMAN

* PURPOSES AND CHARACTERISTICS OF HR
e STRENGTHENING HR AND TRAINING

* RECRUITING STAGES

* WORKER AND BUSINESS RELATIONS

Common borders. Common solutions.

N

lllllllllll

COOPERATION

S



E Project funded by
EUROPEAN UNION

PRODUCTION

CROSSBORDER

MARKETING

X

\ 7 ‘;r ":; s
Promoting Tea as the Engine of Growth

for the Black Sea Basin Area

ENTERPRISE

Common borders. Common solutions.
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WHAT IS HR MANAGEMENT?

 STAFFING e PROTECTION OF EMPLOYEES

 JOB ANALYSIS e SAFETY

e ENSURING APPLICATION AR o

« SELECTION

e RELATIONS WITH THE RELATIONS

* REWARDS

. JOBEY AT e PARTICIPATION

« PERFORMANCE EVALUATION * INTEGRATION

e INCENTIVES

* EMPLOYEE DEVELOPMENT
* NEED ANALYSIS

* PERFORMANCE EVALUATION
CROSS BORDER

.\f ;'-“‘_' ' .s)‘ il



TER Black §'ea

CROSS BORDIR &
Promcting Tea as the Engine of Growth COOPERATION

A _aa far the Black Sea Basin Area

Human Resources;

—



O ? |Eﬂ Black a3
............
v Promcting Tea gineofGrowth. . cooriraTion O
ff‘Bl kyF A

Pre ']r"‘:r ed i’

@) Importan;e of Human Resources

—

There are many various benefits provided by the efficient use of
Human resources to the business organizations in today’s competitive
environment. These may be listed as:

*Gaining advantage over the competitors, O
*Being able to make more profit,

*Increasing their profitabilities, & .

o |
*Increasing the quality of their products, etc. \—/
Common borders. Commor%lutlons
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Y & “Importance of Human Resources

v HR management serves as the leverage for the enterprises.

V' Itis important for that the companies ensure a competition advantag
in compliance with the strategic goal of the company, together with

the process of directing the employees efficiently and maintain this _

advantage,
v Keep pace with the changing conditions in a short period,

V' Increase the satisfaction and life qualities of the emp@
5
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“ WEAKN ESSES

'

* Lack of medium-, long-, and short-term stragtegic plans in the sector

* Failing to use the current capacity of the private sector

* High initial investment costs in developing new product

* Production without marketing unit in some of the private sector companies

* Failing to carry out optimization in the production processes throughout the sector

* Insufficient in-service training in the companies

* Insufficient efficiency of the engagement directors employed pursuant to Law Nr. 5179 on
employment of engagement directors, failing to cover their wages regularly, and
employing them seasonal.

Failing to manage their family companies in line with
corporateness

* R&D studies are not conducted sufficiently in the sector
 Lack of personel benefits of the employees

g‘? cnosssonm
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« Companies do not study sufficiently in the matters of new product development
and R&D studies

 Companies are unqualified in foreign trade field and have insufficient knowledg
* Insufficient sensitivity of the representatives in the sector against the

organized trainings, meetings, etc.
* Many companies have not prepared the business plan and strategic plan
 Companies do not utilize information technologies sufficiently
e Failing to carry out tea farming with scientific methods -3
* In-service trainings are insufficient in the companies R e
« Qualified labour of the companies is insufficient L TSy o

Common borders. Common solutions.
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-~ Pt(rpc;ses of HUman Resources Management

General purpose of the human resources management is to ensure
that the employees of the org ceed and thus the organization

earns success.
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Purposes adopted by the human resources management in order to
achieve this result are;

'

V' To increase the profitability,
v To increase the quality of the business life,
V' To increase the legal conformity of the company,

v To gain competitive advantage, © \

v To guarantee the labour eIast|C|ty O N \—/
Common borders. Commor%lutlons
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e HR is the STRATEGIC PARTNER of the company

* |f you cannot measure, you cannot manage either
(PUKO and SMART)

* We need HR in order to be efficient (Competition)

e |t is referred as the «Human Resources Value"

* One person cannot know everything (Corporateness and Delegation) is important (Operational Blindness

e [K’va suirekli olarak yatirim yapilmasi ve gelistirilmesi gerekir (Egitim ve Danismanlik)
e HR is focused on the human, which is the most important resource in the development of the company.

* The basis of 21st century is creativeness and different thinking. The only resource we have is humar
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?) OPERATIONAL BLINDNESS...

TURKIYE'NIN SORUNU:

o® o e

ISLETME KORLUGU

IBB Saglik Daire Baskanligi is saghgi ve guivenligi
2 . tizerine hllmduulmm semineri diizenlendi. Semi-
YOGUNLUK, FIRSATLARI TEPMENIZE YOL ACMASIN...

- nerde konugan Prof. Dr. Nevzat Tarhan Ttirki-
e\ T e ’  ye ‘deki birgok kazanim isletme koriigiinden

| mevdana geldigini sovledi. SAYFA 4 D
Common borders. Common solutions. ;“"""""""’"‘""------------;-/
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SCOPE AND PROCESS OF HR...

Mission

=
Strategic Goals O/

Need for Personnel

Personnel Selection

Orientation oo

Personnel Improvement ‘ NN/

Dismissal
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Correct job

Correct time
Correct place




GOALS

228 Efl

EMPLOYEES

HRM TRAINING
HUMAN " 7--- I\
RESOURCES Q

MANAGEMENT PERSONNEL
G RECRUITMENT

\d

REWARDING
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Personnel
Affairs

Information HR Planning
Systems

Job analysis, joh
Occupational _ definition and
Health and competence

analysis
Safety Human

Resources
Management

Industrial :elrs?(pnel 5
Activities election an
Placement

Job Evaluation Training and

and Career

Wages / Development
/' Performance

Evaluation
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~ ﬁrinciples%f Human Resources Management

2- Principle of Career :

3- Principle of Equality

4- Principle of Confide

5- Principle of Neutrality“

Common borders. C §n
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Personel Yonetimi Anlayist

Insan Kaynaklar Yénetimi Anlayisi

Takrik odaklidir.

Strateji edaklidir,

Kisa vadelidir ve drgiitlenmenin diger

alanlarindaki politikalara karsilik werir.

Uzun vadelidir ve drgiitlenmenin diger
alanlarindaki politikalarini w&nlendirir,

Serunlart genel bir cerceve olmaksizin ayr ayr
ele alir

Sorunlan érgiitlenmenin yararina olan agik bir
bigimde tanirnlanmig ve titm drgtitle iliskili bir
cergeveye yerlestirir,

(aliganlarin karar almava cok az dahil
oldulkdan, geleneksel calisma seldlleri olan
srefitlenrnelerde gorliir,

(Caltganlart karar almawa dahil etrmenin nerni
tizerinde durur,

Sendikalagrnis srgiitler goriilebilir,

Bireysel, bagimsyz anlagmalan regwik eder we
sendikalarin iizerinde daha az durur.

Birey gruplarina ayni adiilleri ve kogullan
safilarnaya odaklanir,

Miinferit séelesmeler ile ficret we &diil
sisternlerine odaklanir.

Fersonel fonksivonu faalivetlerinin —ise alim,
secrme ve egitimn, vb. —hepsinde uzmanlagmaya
calisir,

Common borders. Common

Diaha ¢ok politika, planlarma, izleme ve
degerlendirmeye odaklanmak icin ise alim,
secme ve deferlendirme, vb. personel

fcin sil;fonu faalivetlerini béltim yénerticilerine
ﬁglyalgnsa'ya caligir

Kaynals: Canan Cetin, Temel Isletmecilige Giris, [stanbul: Beta Yayinlani, 2012, 5,242,




HUMAN/RESOURCES MANAGEMENT: INCLUDES ALL ACTIVITIES REGARDING HOW THE HUMAN

RESOURCES SHALL BE OBTAINED AND HOW THIS RESOURCE SHALL BE UTILIZED
IN THE MOST EFFICIENT MANNER.

PERSONNEL MANAGEMENT HUMAN RESOURCES MANAGEMENT
Sees the employees as the cost elements. It is human-focused, sees the humans as the
It is job-focused. resources it have to improve.

It tends to carry out its activities It is in coordination with all units of the
independently from the company. company.

The traditional personnel management is HR is under the responsibility of all managers.

deemed as an area of expertise.

The traditional personnel managers have HR Managers are in strategic partnership
very few power and prestige. with the senior management.
It deals with daily routine works. It endevaours to improve the qualified labour

and to enable the organization gains
competitive advantage.
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Strategic Human Resources Management: It is formulating the personnel’s
competences and behaviours, and HR systems, policies and applications
that produce the competences and behaviours needed by the institution

to achieve the strategic goals.

Intellectual Capital Management: It includes the human, structural and
relational assets existing in a company. Within this scope, all intangible assets
having the potential to creat value for the company, fall under this capital. Its
most essential capital is HUMAN.

a. Structural Capital: It is the intellectual properties and infrastructure capital.
(Patents, trade secrets, brands, prestige, information infrastructure, network
structure, values of the company, etc.)

b. Relational Capital: It is the knowledge formed due to the relations with
the other persons and institutions out of the company. (Customers, the market
addressed, competitors, etc.)
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Islermenin Stratejik Diurumu

[

Isleimenin Giiclii ve Zaysf Yonleri

Orgii tsel Performans

V

Isletmenin Stratejilk Plan
Ornegin:

- Cografi olarale geniglemeli mi?
- Giderler lasilmali mi?

- Cegidendirme yapdmali mi?

Isletmenin [nsan Kaynaklar: (ve
diper fonksivonel Scravejileri

Tem el politikalann neler oldugunoun
belirlenm asi

Insan leaymaldarninn, sacme ve
yerlegtirme, epitim, deperlandicm e
we Ticretlem & sistem lari ile igletmenin
stratajile plarury izlamesinin
saplanmas

Common borders. Common solutions.

2013, s.107.

Kaynale: Gary Dessler, Human Resources Management, 13, Basla, USA: Peamson Education Ltd,

lum Sekil 1.1: Isletmenin Stratejils Planlar Ile Insan Kaynaldar: Strarejileri lliglsisi
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_/Talent |Mémgement The powe¥ existing in the organism regarding to learn
any company, carry out a work, or comply with a situation successfully, and

and which is congenital.
After the crisis in 2009, the companies have been in search of talented employees.

The talented persons need;
v To undertake challengmg and self-improving works

v To improve their careers &)
v The guidance or coaching of another person

v To establish the balance of work and private life
v A working environment that is flexible and encourages creatlvgless | \ -

V' A leadership that is strategically directive ey
Vv Health facilities - ﬁjp
v/ To work against a satisfactary salary. c0mm%#so|u_€jons. )

(”\
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*WHITE COLLAR
*BLUE COLLAR

*GOLD COLLAR
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* HUMAN RESOURCES MANAGEMENT AND ORGANIZATION
* HUMAN RESOURCES PLANNING AND JOB ANALYSES
* FINDING AND SELECTING HUMAN RESOURCE
* JOB PREPARING AND HUMAN RESOURCE TRAINING
* PERFORMANCE ASSESSMENT AND CAREER MANAGEMENT
* JOB ASSESSMENT AND WAGE MANAGEMENT
* DISCIPLINE AND MOTIVATION
* WORKING RELATIONS
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Field 6bActivity GidumamResduecésavlanagement:
HR management has 4 primary fields of activity.

Primary Field of Activity Basic Functions Description

Availability of human resource in the
Human Resources desired place and time, and in the number
Planning and with the qualification (Making short-
medium-long-term plans)

To examine and define the works being
carried out in the organization, in detail,

Job Analysis and to determine the qualifications of the
persons who shall carry out these works,
etc..

Job Design Increasmg quality, decreasing the costs,
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Primary Field of Activity Basic Functions Description

It is the search of the source (internal and
Finding Personnel external), from which the candidates having
the desired qualifications, to be found.

Selection of the candidate pools created, via

Selecting Personnel .
5 various methods.

Job Placement and Offering the job, concluding the contract,
Procuring Human Resources Preparation orientation
Fair salary, job assessment, and establishing
Salary
the performance system, etc.
Increasing Organizational Remaining as the member of the organization,
Commitment acting for the purposes of the organization, etc.

Ensuring Occupational Health  Keeping their status at the high levels in terms
and Safety of their physical, moral, and social status

.. , Union activities, etc...
Maintaining Job Relations

Keeping Human Resources Organizing Social Activities Picnic, tournament, etc.
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“% Primary Field of

Activity

Basic Funchons

Description

Increasing the Individual
and Organizational
Performance

Performance Assessment

Performance assessment system must be
established.

Rewarding

Those with high performance must be
rewarded.

Training and Improvement

Training must be planned for qualified
persons.

Career Planning

Career planning must be carried out in line
with the purposes of the company and goals
of the personnel.

DisiplineEtme

Sanctions must be imposed for those having
low performance and non-complying with
the rules.

Assessment

All works must be assessed in terms of the
cost and efficiency.
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OrganizationabStrudturerof theHumanResources Department: Factors affecting
«the place of HR within the general structure of the company:

a. Perspective of the Senior Management Towards Human:
Anything that senior management does not believe cannot be successfull.
If the management have faith, then HR department gains prestige.

b. Organizational Culture: They are the attitudes and behaviours that are
thought and determine how the works shall be carried out.

c. Size of the Organization: Since the small companies have less employees,
generally they do not have HR unit. As the number of the employees increases,
HR department is established.

d. Geographic Approach: When the company grows and divided into the
regions, a separate HR unit is established for each region.
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e. Nature of the Activities: Nature of the activities differs depending on the
number and type of products, and technology used. Structure of HR in the
fields of activity that do not require much knowledge is different from the
Structure of HR in places having activities requiring high level competence.

f. Qualification of the Employees: As the qualifications of the employees
working in the organization increase, then their needs and expectations
increase either.

g. Unionization Rate: HR’s structure takes form depending on the
unionization status in the organizations.
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Assistant Assistant Assistant
Gen. Manager Gen. Manager Gen. Manager

Production Financial and

Marketing

Accounting Purchasing
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HR Manager

Training and Civil Defense Health and

Improvement Accrual And Occupational lSocial Services
Specialist Bureau Safety Specialist Specialist

Administrative
Affairs

Bureau

Statistics and
Archive Specialist
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Importance of Human Resources Planning for the Organization;

It is important in terms of:
a.Foreseeing the depressions in the need of labour, and ensuring that

the needs are met accordingly,

b.Ensuring that the optimum profitability is obtained from the knowledge of the
labour,

c.Making contribution into the development process of organizational planning,

d.Revealing the specific labour qualifications needed,

e.Increasing the efficiency of human resources management at all organizational
levels.
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vt Factors Affecting the Humcm Resources Planning

EXTERNAL FACTORS

DESCRIPTIONS

Peripheral Uncertainties

Economical crisis,needs for new customers, changing
markets

Competitive Conditions

Human resource structure of the competitors, ease of
accessing to market, etc.

Technology Industry 4.0
Laws Retirement age, seniority indemnity, etc.
INTERNAL FACTORS DESCRIPTIONS

Organizational Strategy

HR Strategies of the Organizations

Geographic Differentiations

Personnel recruitment out of the country, in which the main
company is established

Characteristics of Current

Personnel turnover rates, absence rate, etc.
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Auxiliary Instruments in Determining the Human Resources Demand: Job analysis
information and information on personnel turnover rates are important. This
information is under the responsibility of HR.

- Job Analysis: It is the study that investigates and reveals the quality, quantity,
requirements, and working conditions of a job via various methods. When
conducting job analysis:

WHAT DOES THE PERSONNEL DO FUNCTION OF PERSONNEL

How Does the Personnel Carry Out the Work Methods and techniques

Which Type of Auxiliary Instruments Are Used in the Machines, tools, equipment

Work

Which Outputs Are Achieved What Are the Produced Goods and
Services

Under Which Conditions Is the Work Carried Out Environmental Factors

Which Kind of Talent, Knowledge, and Experience Is Job Requirements

Required in the Job
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Determining the
Works to be
Analysed

Analysis of Information Determining the
Gathered Establishing Information

Job Definitions and Gathering
Requirements Method

Gathering the

Information
Needed
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JOB ANALYSIS

* They are the technical procedures to investigate the systematic activities in
the job or to define the tasks and responsibilities covered by the job.

 Job analysis is the work of identifying and determining what are made in
a job.

* [t includes the tasks carried out, the knowledge and skills have to be
possessed in order to be able to carry out them and the conditions, under

which the work is carried out.
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Use of Job Analysis Information b
EUROPEANE? —
2) i Organizational HRM Job and Tool Other
Design Design Uses

*Arrangement =Job Assessment "Engineering *Proffessional guidance
"HRP *Placement *Method *Rehabilitation and
“Role Definitions Orientation development consulting

“Training and improvement -Safety “Work classification

“Performance assessment systems

“Promotion and appointments “HR reseacrhes

“Employee — Employer relations

Common borders. Common

solutions.~
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1. Job definitions

2. Characteristics required by the job

3. Job assessment
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* Name of the Job
e Activities and Procedures in the Job

* Working Conditions and Physical Environment

e Social Environment

* Employment Conditions

COOPERATION N
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2. CHARACTERISTICS REQUIRED BY THE JOB
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* |t includes the minimum characteristics, which the person expected to carry out a
work must have in order to be successfull.

* It may be rigid or flexibity.
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3. JOB ASSESSMENT

*Job assessment enables to benchmark different works

with each other.

*lt reveals the value of each work for the organization.

*lt is very necessary in establishing the wage and reward
systems.
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INFORMATION GATHERING METHODS IN JOB ANALYSIS

* Observation: observing the persons carrying out the work directly.

* Interview: the person tells the things carried out currently and previously
* Interviewers skills are very important.
* A good preparation and significant education is essential.

* There must be a structured form and a regular method in the interviews.

* The potential confounding variables must be known.
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INFORMATION GATHERING METHODS IN JOB ANALYSIS

* Specialist groups related with the subject

* Questionnaires
* Personality tests

* Vocational interest tests

* Assignment inventories

e Check lists



CROSS BORDIR
COOPERATION
gine of Growth
b B s

f he R[ k F
Pr incled |
tJf‘ iL { UNIO

INFORMATION GATHERING METHODS IN JOB ANALYSIS

* Structured job analysis techniques

* Functional job analysis technique
* What? (Which action is he /she making?2) (Why or for who is he /she making?

* Why? (For producing what or achieving what is he /she doing this?)

* How? (Which tools, instruments or assists is he /she using?)
(With which directives is he /she making?)

* “Critical incident technique”
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INFORMATION GATHERING METHODS IN JOB ANALYSIS

*Approach of job’s elements

* Those barely acceptable
* High achievers

* Problem

* Being practical
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INFORMATION GATHERING METHODS IN JOB ANALYSIS

*Situation analysis questionnaire

* Obtained information

* Mental processes

* Work carried out

* Relations with other people

* The ambient, in which the job exists

* Other job features



42

Project funded by
EUROPEAN UNION

Insan Kaynaklan Yonetimi Egitim ve Gelisim Uzmani igin is Gerekleri Bmegi

isin kodu i€-03
Departman in:an Kaynaklar|
Birim EZitim ve Gelizim
13in ad "EZitimn v Gelisim Uzman
Orellikler B
¥as Skalas| 25-35
Cinsiyat tadin veya Erikek
Ackerlik Yapifng
Deneyim Enaz 2yl
Ezitim Durumu Lisans ya da Ustunde mezuniyete sahip olmak veva lisans Dty egitimine cevam
=tmek.
serifika ve Diger Egitimier | B s sGricd ehiyet, insan Kaynaklan Uzmanl@i sertifika Program.
“¥abano Diller En 3z B1 seviyesi ingilizte
Fiziksel Ozellikler Kending ozen gestermisk, Daximlh olmak
Davranigsal Ozellikler Kurumu temsil edebilmeli,
Flani czhizakilmezli,
Zamani verimli kullznabilmefi
llztisim yetensgi gugli olmal,
Sozim ve sonug odskh dsuwranmal,
Bi'gi gizliliginz dnem vermeli,
Aragtarmac bir yapiyz szhip almah,
Zihinsel Ozellikler Anglitik dusunsbilmeli,
Dztaylars ansm vermeli,
Bakiz agilar gelzcege vanelik almal,
sosyal Ozellikier saghkh insan iligkileri kurzbilmel,

soeyal bir yapusi olmaly,
Cow ¥0tonD orramlzra uyum s38isyzbilmeli,

[ Gilgisayar Bilgisi

Windows 20 isletim sistami, MS Offics pmgmm!a'n, ... B yazilimi kullanabilmedi.
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PERSONNEL TURNOVER RATE (PTR)

EUR(‘

Personnel Turnover Rate: It refers to the number of personel entering into the company and leaving the
company within a certain period of time. Information on the reason and date of leaving the job, contact
address, payments to be made, possibility for employment againt are kept in turnover rate information

(It may be formed for 3-6 Years).
Personnel Turnover Rate= Total Number of Those Dismissed X 100
Average Number of Employees

Average Number of Employees= BoP Number of Personnel + EOP Number of Personnel
2

Exp:Number of Personnel at the Begining of Period (BoP): 400
Number of Personnel at the End of Period (EoP): 600
Number of Personnel Who Has Left the Job within the Period: 30
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e High PTR increases the labour costs.

It is not easy to find new personnel in stead of those leaving the job, at least it causes
waste of time.

e Finding and placing the new labours are an economic loss. The announcements and
interviews to be carried out form a cost item.

e Even if new personnel is found, his/her placement and adaptation are not easy.
e High PTR may cause an increase in the work accident rates.

* [n case of dismissal by the company, then a seniority indemnity shall be paid.

e Multiplicity of those leaving the job causes job insecurity and enervation depending
on this over the other working part.

e [n the companies, which PTR is high, problems may be occured in also product quality.
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e |n case the worker leaves the job with his own will, then he/she may not benefit from

the seniority indemnity.
e The fact that the worker leaving the job has to look for a new job in the labour market,

shall cause the occurrence of economic ans social problems.

e The worker, which break loose from his/her job and usual environment shall feel empty

and the enervation caused by this shall be inavoidable.

e With leaving the company, the chance of possible promotion in the former workplace
shall disappear.
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REASONS FOR LEAVING THE JOB QUESTIONNAIRE FORM

Name and Surname

Date of Employment

Position/Department

Date of Leaving

REASON FOR LEAVING

Military Service

Dismissal

Health Issues

Family Matters

Changing Profession

Wage Insufficiency

Marriage

Displacement

Burden of Work Load

Unconformity to Job

Disharmony with
Workmates

Disharmony with
Directors

Badness of Working
Environment

Monotonous Job

Working Hours

Job Unsatisfaction

Career Opportunities

Not Granting Power

Other
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RECRUITMENT
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FINDING PERSONNEL

a.Finding Personnel From Internal Source: It takes as a basis focusing on the
current employees or those who have applied to the company, but have not been
recruited.

- Promotion: It is the promotion of an employee to a higher level undertaking
status, power, wage and responsibility.

- Transfer: It is horizontal displacement between the works that are same in
terms of wage, power, and responsibility.

- Rotation: It is the employment of a personnel within the company, for another

assignment, in order to teach the job temporarily.

-  Former Employees and Former Applications: Those who has retired, left the
work, appeared in the interview, but has not been recruited, etc.
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b.Finding Human Resource From Outside:

v Placing Ads on Media Sources
v Internet

v Employee Recommendations
Vv Educational Institutions
v'Unions

v Chambers of Profession, Commerce and Industry, Competitor
Companies

v Employment Bureaus,ISKUR

v Employing disabled persons at a rate of 3% and ex-convicted at
a rate of 2% is mandatory at the places employing 50 or more worke
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| |Obtaining
/| |\—————— | |Approval and
Examining the| || Employment

Medical Repor

Past of the
| candidate

Interview

Employment
Tests
| -Attention

-Personality

Pre-interview

Computerized
~ Pre-interview

Accepting the
applications

Personnel
research




| 9’ TEAY BlackHea
nnnnnnnnnnn
Prometing Teaas the Engine of Grawth L cooRiRaTion

far the Black Sea Basin Area

Project funded by
EUROPEAN UNION

Interview: It a process created in order to define the information about the
candidate in detail and reveal the information in other sources (such as the
curriculum vitae, results of the examination tests, etc.).
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Types of Interview

Structured Interview: It is the use of a standardized form containing

a series of pre-prepared questions for the candidate. It is like a verbal questionnair

- Situational Interview: Candidate’s behaviours that shall be acted by him/her,
in case of a problem or sample case are interrogated.

- Behaviour Defining Interview: It is the interview, in which how the candidate
has solved a problem or incident occured in the past, is assessed.

Unstructured Interview It is directing questions based on the answers given by
the candidate. '
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v Mixed Interview:: It is conducting structured and unstructured interview
at the same time.

Stress Interviews::It is interview type, which anxiety and stress is generated on the
candidate in order to measure how the candidate shall react.

Pressing Interview:: It is the interview conducted in order to learn how the
candidate controls his/her feelings and behaviours and keeps his/her balance

in suddenly emerging situations.

v Panel type Interview: It is the interview conducted by tow or more recruitment
specialist.
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Interviewing Faults: Some faults made in the selection interviews have
negative effects on the success of the interview.

// ,/
v/ /
/. 2

Faults Having
Socio-Psychological
Dimensions
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Due to a positive characteristic of the person, thinking

IS the other characteristics also as positive, or due to a
Hale/ﬂ‘l fdotEtkisi negative characteristic, thinking the other chracteristics

as negative.

In case the person has some of the characteristics qualifying

. A particular type, placing the person immediately into
St@f@@tvﬂ’nﬁ"e'fif That type (Age, Gender, Social Race Discrimination)

People fundamentally tend to believe that the knowledge
they have, value judgement, or

m‘ffk%m their perspectives on life are true.

Bias is forming a certain image belonging to a any group
on people’s mind, then generalising this image to all

ﬁﬂ%gllar persons within that group.
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SOCIO-PSYCHOLOGICAL FAULTS

Focusing on the Negative In general, people pay more attention to the
Information negative information than the positive information.

In case the candidate being assessed or investigated
is very good or very bad during an assessment or

Contrast Fault investigation process, it is the assessment of the next
candidate based on that very good or very bad
candidate.
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Affection from It is the affection of the interviewer from the situations such as
Non-Verbal Behaviours

the persons’ physical appearance, dress, face and body

movements.
Talking Very Much or It is the result emerging if the interviewer lets the candidate
Very bessma talk very much or very less.

It is seen that many interviewers give a decision at the just
Fikstzimpression beginning of the interview about the candidate(approximately,
in the first 4-9 minutes) and at the remaining time seek
Evidences to support this decision.

Failing to Listen | Listening efficiently is important in terms of interpreting the
Efficiently and Taking Information given by the candidate correctly.

Notes
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Knowledge

Lack of sufficient knowledge of interviewers on the features of the
Job, which they are seeking the suitable candidate is one of the most
Important factors affecting the success of the interview negatively.

Employmeatkis:

In cases there are many vacancies to be filled and selection is urgent,

it refers to the tendency of the interviewers to assess the candidates

andrGentigness

Pressure more positively.

Askingdendingoru | This fault emerges if the interviewer asks the questions to the

Questions candidate in a manner to obtain the answer he/she desires.

Developing The interviewer may decide on the candidate by himself /herself,

Bssumplion instead of asking to the candidate what he /she shall do in a particular
situation.

Exgessive Rigiditye If the interviewer acts in a psychologist or prosecutor manner during

the interview, it is also a fault
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Reference Check (Background Research) : The way of protecting the company from the
faulty CV and Incorrect information is the reference check.

v/ Academic references

V' References of previous workplace
V' Financial references (Bank Records)
v Prosecution Office’s records

V' Personal References

Health Check and Recruiting: Health check of the candidates is carried out before giving the
recruitment decision, in case the health check report of the candidate is resulted positively,
then the recruitment of the candidate is carried out.
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JOB PREPARATION AND HUMAN RESOURCE
TRAINING
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:]_(")‘bnhll’breparation (Orientation): It is the job prepation and harmonization process,
in which the basic information regarding the history, culture of the company,
behavioural type inside it, its physical and social infrastructure.

In the job preparation programme, the employees wonder about the matters such as:
vV Employees daily work life

V' Services provided to the employees

V' Policy and Personnel Policies of the Company
v Occupational Safety

v Organization and Acts of the Company

v Goods and Services of the company.
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Definition of
Company

istory,

Organizational
Structure, Senior
Management
Pozitions and Name

Goods and services

produced,
production process

Rules and policies,
discipline processe

safety policies, etc.
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Explanation of
Personnel
Rights

age payment
method and days,

working hours and
breaks

Holidays, trainings
services, retirement
programmes

Consultancy and

rehabilitation
mon borders. Co

Introducing

With the First

Director

With Other

Directors

rainers, workmates

“and personnel
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onsultants
utions.

CROSS BORDIR
COOPERATION

Explanation of
Job-related
Information

Work place,

tasks, position,
purpose

Relation of the

Job with Other
Jobs
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Training and Improvement Process: It is constituted from 4 stages.

v/ Analysis of Training Need
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Traditional Training Methods: They are the trainings excluding e-learning. It is classified
Under two topics as to In-Service Training and Off the Job Training.

In-Service Training: Training is carried out as the employee is in-service or not moved away
from the working environment. It has positive aspects such as being less costly, the works
are not disrupted during the training, and the employees apply the thing they learn practically.

-Training Under the Supervision of the Manager (Those newly recruited are placed along with those
experinced)

-Training via Power Transfer (It is transfering the deciding power to the subordinate)
-Training via Formen (It is training the foreman and technician, and using them in the training)

-Job Rotation (It is employing the employees in the different units of the organization)

- Training via Team Works (It is the training method based on team work in project management and
project-based works)

-Job Preparing Training (Orientation)
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PERFORMANCE ASSESSMENT AND
CAREER MANAGEMENT
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WAGE MANAGEMENT

STRATEGIC PLANNING

DETERMINING THE TRAINING REQUIREMENTS

IN THE APPLICATIONS OF ROTATION, JOB ENLARGEMENT

IN THE RENEWAL OF THE CONTRACT AND DISMISSAL

IN CAREER MANAGEMENT

IN HR ACTIVITIES
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Performance Management: It is the most extensive process, which includes determining
the performance objectives and goals in line with the long-term objectives

and plans of the organization and expectations of the management, trasmitting them
to the management, monitoring, measuring and assessing the performance, improving
The knowledge and skills of the personnel, wage management, career management,
And the techniques related with the motivation and discipline. Objectives of
performance managemens are:

V' Preparing personnel inventory for manpower planning,
V' Determining the training requirements of the personnel,
V' Making the selection depending on the objective criterion in promotion and transfer,

V' Providing input to the concepts of reward, punishment, and wage,
V' Improving the employee — management relation.
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PERFORMANCE ASSESSMENT ERRORS Black $ea
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1 HALO EFFECT It is considering one characteristic of the employee, and assessing
the other characteristics according to this.

CENTRAL TENDENCY It is tending to give an average score to the employees instead of

ERROR very good or very bad.

TOLERATION AND It is giving scores to the employees over or below their actual
RIGIDITY performances.

CONTRAST ERROR It is the error made as a result of assessing the employees

successively.

ERROR OF BEING It is the assessment of the employee’s work made depending
AFFECTED BY THE last few months.

RECENT PAST

BEING BIASED It is the assessment made depending on the matters such as

gender, religion, political thought, race, etc.
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Determining the organizational personnel
requirements in future

Determining the personal talents and
interests

Planning the career stages

Setting the daily life goals

Comparing the organizational
opportunities with individual talents and
desires

Assessing the alternative career paths
and options in and out of the
organization

Assessing the individual potential and
training requirements

Paying attention to the change in the
interest and goal

Confederation, auditing, examination,
and supervision of the career system

Career stages related with the internal
and external
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JOB ASSESSMENT AND WAGE MANAGEMENT
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Job Assessment: Ensuring the justice within the company is all-important, when establishing
A wage system. The rules that have to be followed, when carrying out job assessment are:

a. Assessing the job, not the personnel

b. Giving equal wage to the equal work

c. Taking the integrity and honesty as the basis
d. Privacy shall not exist

e. Adoption of the studies by the parties

f. Appying the data obtained as a result of job assessment in the decisions related with wages
veAnd updating the data continuously
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IMPORTANCE OF WAGE MANAGEMENT

It has importans aspects such as:

1. Attracting qualified persons, keeping them, and compete with the competitors,

2. Meeting the needs of the personnel, including self-respect desires

3. Increasing morale and job satisfaction

4. Encouraging the personnel to achieve the desired performance level
5. Decreasing the personnel turnover rate

6. Reducing the complaints related with the wages.
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V' It is determined that how the wage rates shall be determined, whether the wage

shall be below, over, or at the same level with the market,

v/ How much the starting rates shall be and the wage difference between th
starters and seniors shall be,

v How and relative to whar the wage rises shall be determined,

v What the proportion of performance, knowledge, skills, and seniority to the base f

v/ How the wage payments and wage deductions related with the overtime
And leaves obtained due to various reasons shall be determined,

v/ How the wage rise shall be made in case of transfer or promotion.
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DISCIPLINE AND MOTIVATION
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Discipline: It is doing the things required by the service, and not
doing the thing prohibited by it. There are three types of
Approaches to discipline the personnel in the company.
Preventive, regulating, and constructive discipline approaches.

Whereever there is mutual love and respect, then there is trust and obedience.
Discipline exists, whereever there is trust and obedience. There is peace, whereeve
there is discipline, and there is success, whereever there is peace.
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‘Motivation: Not only the discipline provisions, but also the motivation provisions must be applied |
against the employees. Motivation is one of the important facts, which activates the human and
Directs the human relations. The common goal of all companies, institutionas, and organizations is to

Self-Actualization

Need

Need for Respect and Status

Social Needs

Need for Safety

Physiological Needs
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. P Social Fact Organizational and
Economic Factors Syco-vociatractors Managerial Factors

Independency in Working Unity of Purpose

Wage Rise

Power and Responsibilit
Balance

Social Participation and
Social Engagement

Wage with Bonus

Participation in Profit

Value and Status Training and Promotion J

Economic Reward
Participation in decisions

Psychological Assurance
and Environmental Compliang

and Communication

Team Work
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