COURSE OVERVIEW
WELCOME to MES 608B OL

· This course is one of the very innovative approaches to learning.
· The MSE 608B is one of the important classes which is one of the management courses that will prepare student to the Master program and the other one is MSE 602.

· Any Question from any student should be e-mailed or visit Dr. Mark in his office.

First explained in the course Overview.

· The component of the website.
· Text book of the class. (Can be seen in the main page of the website).  
       *The important of the book & material covered in the exam (thick book).

                   *Exam material will be determined & the rest for our own information.
· Lecture note. (Can be used as reference for final project).
· Reference books. (Advised to download for the future).  
· Audio lectures.
· Video lectures.
· Final project & exam.
· The course syllabus:
                   *Things to do during the semester.

                   *Course structure.

                   *Course proposed plan (what to do weekly).

                   *Important dates (deadlines).

                   *Course evaluation components (grades).
·  Professors course overview. (Listen 3 times) must be summarized.
· Student samples.
· Final exam (create a website).
· Final project (30% of overall grade).
      *Quality NOT Quantity. 
      *(8 - 10) pages team work.

                  *Should be written by student “No Copy”
                  *Video for final project 5%.
· 11-Useful links.
· 12-Moodle Website (to communicate with each other).                     
                   *Week agenda.

                   *Question.

                   *Assignments.

                   *Grades online.

HIRING

· Employee HIRING process is very complex.  

· Organizations should comply with legal procedures from job ads, interviews, and employment offer. 

· Hiring process includes: initial process, search, screening procedure and final selection of candidate. 
· Job requirement process is important because without clear job responsibilities knowledge right employees cannot be hired.  
· Recruiters should write job descriptions, assess performance criteria, identify tasks/skills required for performing jobs, identify your corporate structure is team-related or independent, describe management culture, know employee turnover factors, identify potential job changes, provide employee training and identify factors which make job hiring very urgent. 

·  Important to inquire applicants past work responsibilities and job experiences. 
· Employers face challenges in advertising jobs and avoid legal claims challenges involving discrimination against gender, age or martial status. 

· Ads should contain right phrasing choices - use salesperson (for salesmen), general repair person (for handyman), part time employee (for college student), energetic (for young), two-person job (for married couple), retail clerk (for counter girl). 

· While hiring from internal and external sources, recruiters should avoid providing undue advantages or disadvantages to anyone in either group. 

· Internal source of hiring should focus on identifying which employee can be transferred. 
· Sources of hiring include: direct communication, job advertisements, referrals from trade contacts, resume received online or delivered in-person, job exhibitions, job announcements in university campuses, employment exchanges, and company websites etc. 
· Mannerism evaluation should cover whether candidates are punctual, discuss personal problems, have patience, read company brochures instead of sitting idly while waiting for interview, dispense cigarette butts or chewing gum before entering for interview etc. 
· Mannerism observations check whether candidates smilingly greet while self-introducing, how they dress, whether they are argumentative, criticize previous employers, claim boastfully about previous job positions and financial packages, make short or descriptive answers, indicate key interest in applied jobs, leave swiftly expressing appreciation to interviewers for time spent. 

Firing

· Organizations, which are forced to terminate their employees, should comply with proper guidelines to avoid legal claims for wrongful dismissal. 
· Firing can occur due to employee’s performance incompetence, physical and mental disability etc. Resignations by employees can be due to avoidable and unavoidable reasons. 

· There is no solution against unavoidable resignation reasons such as marriage; relocation& family matters may induce employees to tender their resignations. 
· Managers should accept resignation of employees for unavoidable reasons. 

· Resignation acceptance process should be short & smooth so that it does not demoralize other employees.

· Dismissals which are terminations initiated by organizations is a drastic action against employees.

· Factors for dismissal should be considered fairly to justify the action. 

· Dismissal reasons should be stated clearly such as:

· Reduced performance efficiency, inadequate standards, poor work quality and quantity, negative attitudes against employers, jobs, and their superiors, uncooperative behavior, professional misconduct, breaching company rules, inability to deliver goals, incompetence, professional disqualifications, frequent absenteeism, and late arrivals justify employee dismissal. 
· Employees are also dismissed for insubordination, dishonesty, hooligan behavior etc. 

· To ensure dismissal actions are not taken in the heat of moment (anger or abuse), supervisor is required to seek approval from higher authority and HRM.

· Written progress reports, information on job performance evaluation, and employee appraisal help managers to avoid dismissal situation. 

· Employees can be considered for transfer to other jobs or departments. 

· Managers should NOT transfer unsatisfactory employees to other areas of work or departments since such actions do not resolve key challenges. 

· To avoid legal actions, dismissal procedures are required to be carried out in accordance with company policy which states:  first give oral warning, for repeat offense written warning and in the end final written warning prior to dismissal. It is in the interest of organization to terminate employees who do not improve their role in work and behavioral attitudes. 

· Managers should avoid arguments with terminated employees. Termination order once issued should not be cancelled.  
· Employees become emotional but managers should hold on to facts which led to dismissal. 

· Managers should not apologize for dismissal actions and should remain calm with angry employees. 
PERFORMANCE EVALUATION

· Employee evaluation is a very important management appraisal process. Performance management takes year-long process to establish goals and objectives. 

· Performance appraisals help employees to improve their work quality and enable them to accomplish career growth and development opportunities.

· Performance management demands managers to be responsible to decide which appraisal systems should be implemented while they consider on how to make use of their current appraisal systems. 
· Manager’s expectations on employee management and performance are: establishing goal, coaching and feedback, observation and documentation, guidance and motivation, planning and implementing appraisals. 
· Managers are required to evaluate SEVEN different performance appraisal methods and decide what combination of systems they should use: global essays and ratings, peer ranking, organizational records, trait rating, critical incidents, behaviorally based scales & behaviorally anchored rating scales objectives and goal-setting procedures.
· Managers using Global Essays and Ratings write employee appraisal in essay form which does not require guidelines or justification criteria. 

· Primary disadvantages include poor foundation for feedback, no employee coaching or motivating. Typical improved variation of this rating method uses employee ratings such as:  'outstanding', 'good', 'fair', or 'poor'.
· Managers using Peer Ranking rank employees on the basis of performance comparison with other employees. Peer ranking method is developed and used mostly by the military and not typically used by business organizations.
· Managers using Organizational Records apprise employees based entirely on hard data and computable criteria which include: percentage of accident and absence rates, production rates, cost disparities and sales figures during specified time frames.  
· Trait Rating deploys tools involving behavioral aspects of performance and one of the most common methods in use today. 

· Trait Rating does not help or support personal development but could be effective if used in conjunction with other methods. 

· Behaviorally Based Scales & Behaviorally Anchored Rating Scales are very elaborate, systematic and are based on scientific methods of evaluation.
· Primary disadvantage rating systems are: poor description of performance standards, excessive-emphasis on recent performance, dependence on gut feelings, and misunderstanding of performance standards by employees, inadequate or unclear performance documentation, and insufficient allocation of discussion time, excessively talkative managers/supervisors and follow-up failures.
CONFLICT RESOLUTION

· Conflict is disagreement between two or more employees in an organization. 
· Conflict is caused by:  mismatch of values, attitudes and beliefs between parties. 
· Understanding and controlling situation of conflicts early is important.
· Conflict Management involves: identification, locating sources, recognizing conflict situations, implementing conflict-resolving techniques and preventing conflicts.
· Conflict may be Destructive or Constructive. Efforts should be maintained to transform conflicts from negative direction to positive direction. 
· Conflict sources originate from:  differing values, beliefs, and attitudes among participants. Factors aligned with mutual cooperation, support and understanding prevent conflicts. 

· Conflict causes between managers and subordinates are similar to peer to peer conflicts. 
· Strategies which address problems early are the best. 
· Personal nature conflict exists if usually friendly/communicative employees become rude or aloof. 
· Relationship conflict exists if employees who are amicable with everyone are in enmity with someone. 

· Recognizing Situation: destructive behavior, reduced morale, substandard work product and fall in productivity.
· Techniques resolving conflicts include: self-knowledge, vision of fundamental problem issues, understanding perspectives of others, and friendly discourse. 
· Solutions should be brainstormed. Amass extensive solutions. Search for mutually beneficial alternatives.
· Never give up on problems to make others happy and complete actions plans. 
· Situational factors determine whether to yield or resist conflicts. 
· Middle ground (no winner no loser) generates constructive opportunities. Conflicts avoided by withdrawing, sidestepping, or postponing when they are minor and relationships are at high stake, other issues are more important, lack required information etc. 

· Collaboration resolves conflict through high level trust, open-mindedness and flexibility. 

· Competition for results creates conflicts because of overriding others in aggressive pursuit for goals. 

· Shared work philosophy eliminates conflict through harmony. 
· Conflict can be avoided if managers are approachable, appreciative and sympathetic, freedom of expression and fair work exist. 
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