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CHAPTER 1: INTRODUCTION TO
RECRUITMENT AND SELECTION

/

Chapter Outline

1.0 Learning Outcomes

1.1 Introduction

1.2 Awareness of External Factors

1.3 Skills Needed in HRM

1.4 The Recruitment and Selection Process
1.5 Key Terms

1.6 Chapter Summary
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1.0 Learning Outcomes

Learning Objectives

Explain the significance of effective recruitment and selection in gaining a competitive advantage
for organizations.

List the potential risks and consequences of poor hiring decisions.

Analyze the factors that contribute to successful recruitment strategies, including the company’s
unigue qualities and the specific skills required for the job.

Outline the steps involved in the selection process and the criteria used to assess candidates.
Identify and assess the external factors such as globalization, technology, and employment laws
that impact recruitment and selection.

Discuss the ethical responsibilities of HR professionals in managing confidential information and
ensuring fairness during the recruitment and selection processes.

Evaluate the effectiveness of different recruitment and selection practices in various business
contexts.
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1.1 Introduction

Recruiting and Selecting New Employees

In this textbook, you'll learn how to recruit and choose well — from the attraction phase through the selection
phase —and how to avoid related legal liabilities.

Why does recruitment and selection matter?

Recruiting and selecting new employees can make or break a company. An employee represents, in the
financial sense, a very high-risk investment. A company's personnel costs may be a business’ single largest
expense.

Choose well, and your employees can be a source of competitive advantage. On the other hand, a poor
choice can represent a critical liability.

Human Resources is a very broad field. Recruitment and selection are but one component of the HR system.

Figure 1.1.1 shows recruitment and selection grouped around the broader function of talent management,
which includes recruitment, selection, retention and development of superior employees.

What is Human Resources?

Human Resources (HR) includes a broad range of functions and responsibilities that focuses on managing
and supporting the employees in an organization. HR ensures that the organization operates smoothly by
handling everything related to employee management, from hiring to retirement. Talent management is a core
function of Human Resources. Talent management includes processes that help attract, develop, and retain
high-performing employees, a key element of gaining competitive advantage.

To this end, the HR talent management process contains the following sequenced activities:

4 N

Job analysis and design

Human resource planning and forecasting
Employee recruitment

Employee selection

Training and development

Performance planning and evaluation
Compensation and benefits

- /

In this textbook, we will examine only the recruitment and selection functions of talent management.
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Strategies,
goals, and
market position

Job analysis and
design/HR planning —
and forecasting

Employee _ _  Employee
recruitment selection

- Performance ,
Training and . Compensation
— planningand — :
development : and benefits
evaluation

HR __. Retention/
outcomes turnover

Figure 11.1. “Human Resource Management” by Rice University, CC BY 4.0

S

Image Description

The image contains a flowchart of the responsibilities of a Human Resources department. The points read:

Strategies, goals, and market position

Job analysis and design/HR planning and forecasting
Employee recruitment

Employee selection

Training and development

Performance planning and evaluation
Compensation and benefits

HR outcomes

© ® 30 0N

Retention/turnover

Recruitment is the process of attracting a pool of potential candidates for a job opening.

1.1 Introduction | 5



Selection involves assessing and choosing the best-fit candidate from that pool.

OpenAl. (2024, August 20). ChatGPT. [Large language model]. https://chat.openai.com/chat

Prompt: “Provide definitions for the terms Recruitment and Selection in the context of Human
Resource Management.”

Image by coffeebeanworks, Pixabay License.

Recruitment

The goal of the recruitment process is to generate a pool of qualified candidates. It is the first step in the hiring
process.

Recruiting is the art of attraction, a process that requires a clear understanding of what makes the company
unigue as well as what type of person a company wants to attract.

Recruitment of talented employees is an essential part of any company’s ability to maintain a successful
organization. Recruiting employees consists of actively compiling a diverse pool of potential candidates who
can be considered for employment. It is beneficial to attract not just a large quantity of applicants but a group
of applicants with the necessary skills for the position. A good recruitment policy will do this in a timely, cost-
efficient manner. The ultimate goal of any human resources recruitment policy is to develop relationships with
potential employees before they may actually be needed. In different industries, the constant need for talent
creates a highly competitive market for individuals, and it is important for any hiring manager to be aware of
these factors as they develop recruitment programs and policies.

Selection

The next step in the hiring process is choosing job candidates from a previously generated applicant pool. After

6 | 1.1 Introduction



obtaining a large, qualified applicant base through recruitment, managers need to identify those applicants
with the greatest potential for success in the organization. Selective hiring is critical because it reduces future
staff turnovers, reduces costs, and increases morale and productivity. To find the best fit, managers create a list
of relevant criteria composed of critical skKills, behaviours, and attitudes for each position. HR managers should
choose candidates based on how they think they will fit within the culture of the organization, in addition to
their technical skills and competencies.

“Why it Matters: Recruiting and Selecting new Employees” from Business Communication Skills for Managers
by Nina Burokas is licensed under a Creative Commons Attribution 4.0 International license, except where
otherwise noted—Modifications: Used first paragraph.

“71 What is Human Resources” from Introduction to Management by Kathleen Rodenburg, Michael Conway,
and Karley Dajka is licensed under a Creative Commons Attribution 4.0 International license, except where
otherwise noted.—Modifications: Used HR Management Process.

“Recruiting Workers” from Small Business Management from Saylor Academy is licensed under a Creative
Commons Attribution 3.0 Unported license, except where otherwise noted.—Modifications: Used first
paragraph.

“The Psychology of Recruiting and Selecting Employees” from Human Resource Management from Saylor
Academy is licensed under a Creative Commons Attribution 3.0 Unported license, except where otherwise
noted.—Modifications: Used Selection section.
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1.2 Awareness of External Factors

In addition to managing internal factors, the HR manager needs to consider the outside forces at play that
may affect the organization. Outside forces, or external factors, are those things over which the company has
no direct control but which could positively or negatively impact human resources. The HR manager has to be
aware of these outside issues so they can develop policies that meet not only the needs of the company but
also the needs of the employees.

We will look at the impact of these factors, specifically on recruitment and selection.

External factors might include:

4 N

Globalization

Changes to employment law

Employee expectations

Diversity of the workforce

Changing demographics of the workforce

A more highly educated workforce

Layoffs and downsizing

Technology used, such as HR databases

Increased use of social networking to distribute information to employees
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Attitudes or beliefs about HOVf’ the legal aspects of
what is acceptable or what is business affect HRM, such as
right. For example, the trend discrimination laws or requir-

toward work-life balance. ments for health care, or
employer paid taxes

Technological

The technological environ-
ment impacts how people
communicate, which affects
HR. Due to technology there
are ways to track employee
performance, compensation,
and even hiring processes.

The economic environment
affects all parts of business
and affects HRM in terms of
how many employees
might be needed.

Figure 1.2.1. Image in “8. Human Resources” from Management of the Enterprise by Ontario Tech University OER Lab is
licensed under a CC BY-NC-SA 4.0.

Image Description

The image lists four factors that affect Human Resources departments externally and provides a summary of
their impact.

Social — Attitudes and beliefs about what is acceptable or what is right. For example, the trend toward work-life
balance.

1.2 Awareness of External Factors | 9



Legal - How the legal aspects of business affect HRM, such as discrimination laws or requirements or
requirements for health care, or employer-paid taxes.

Technological — The technological environment impacts how people communicate, which affects HR. Due to
technology, there are ways to track employee performance, compensation, and even hiring processes.

Economic — The economic environment affects all parts of business and affects HRM in terms of how many
employees might be needed.

Changes to Employment Law

It is very important that Human Resource managers are aware of all the laws that affect the workplace, and
ensure the processes in place abide by them. In Canada, both federal and provincial legislation play a role in
shaping recruitment practices. An HR manager will work within the following legal frameworks:

a N

Discrimination Laws

Health and safety requirements

Compensation and benefits requirements (e.g., minimum wage and holidays)
Labour laws

_ /

The legal environment of HR is always changing. Therefore, HR must always be aware of these changes taking

place and communicate them to the entire management organization. Specifically with hiring processes, the
law is very clear on a fair hiring that is including to all individuals applying for a job.

Technology

Technology has greatly impacted Human Resources
and will continue to do so as new technology is
developed. Through the use of technology, many
companies have virtual workforces that perform tasks
from nearly all corners of the world. When employees
are not located just down the hall, their management
creates some unique challenges.

“Business Training Course” by Matheus Bertelli, Pexels license
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Technology also enables a workforce that expects to be
mobile. Because of the ability to telework, work from home
or anywhere else, many employees may request and even
demand a flexible work schedule to meet their own family
and personal needs.

The recent trend in flexible work schedules and telework
are external factors that have affected HR. It is an
understatement to say the COVID-19 crisis in 2020 had an
impact on organizations in a major way. During COVID-19,
telework became the new normal and many employees

experienced the positive effects of working from home,
such as a flexible work schedule, less commuting time, and e
lower stress of travel to the office. As a result, employee ‘Telework” by Peter Kaminski, CC BY 2.0
expectations have changed with employees searching out

organizations offering work-life balance.

Many companies are going a step further and creating virtual organizations which don't have a physical location
and allow all employees to work from home or the location of their choice. As you can imagine, these are all
new issues for the HR manager to address.

The use of smartphones and social networking has impacted human resources, as many companies now
disseminate information to employees via these methods. Social networking sites allow organizations to reach
large audiences with their job postings and to find and attract potential candidates.

A large variety of databases is available to help companies organize and manage people-related data. Larger
organizations rely on Human Resources Information Systems (HRIS) to capture a vast amount of information
about employees. Because all this information is housed in one location, it serves as a single source of accurate
data and often allows users to create reports that can be used to identify trends and make business decisions.
Using an HRIS, HR managers can, in just a few clicks, find out the average salary of a junior payroll administrator
in the head office.

While the HRIS is responsible for collecting and organizing HR data, HR analytics is the process of analyzing
this data in order to improve an organization's workforce performance.

Of course, the major challenge with technology is its constantly changing nature, which can impact all practices
in HR management (HRM).

Working Together - Indigenous Recruitment and Retention in Remote Canada

The Government of Canada has published a guide to help employers develop effective recruitment and
retention strategies suitable for Canada’s Northern and remote regions.

The guide includes 12 recommendations, such as partnering with Indigenous communities on recruitment
campaigns and to design job opportunities. This will help employers improve their outreach efforts in
Indigenous communities. Also, as non-essential requirements may prevent otherwise qualified candidates
from applying, the guide suggests that employers adjust their hiring process to meet Indigenous realities.
One solution was for the employers to offer pre-employment training. Training can be foundational (how to
deal with difficult situations, how to obtain a driver’s license, how to open a bank account) or can be
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focused on technical skills acquisition. By investing in this training, employers can ensure that Indigenous
people are prepared to succeed in their roles, building confidence on the part of the employee and
employer. For this training to be successful, employers should ensure that it is delivered through culturally
competent methods that respect Indigenous cultures and life experiences.
To stay on top of best practices, employers will need to ensure they understand the movement toward
reconciliation and be familiar with framing documents such as the United Nations Declaration on the
Rights of Indigenous People and the Truth and Reconciliation Commission’s Calls to Action.

The Changing and Diverse Workforce

The retirement of baby boomers will result in the loss of a major part of the working population, and there are
not enough people to fill those jobs left vacant. This will create a unique staffing obstacle for Human Resources
and managers alike as they try to find talented people in a pool that doesn't have enough people to perform
the necessary jobs.

Another challenge is the multigenerational workforce in Canada. Employees between the ages of seventeen
and sixty-eight (or older!) have different values and different expectations of their jobs.

Awareness of the diversity of the workforce is crucial. Diversity refers to age, disability, race, sex, ethnicity, and
religion. Each of these components makes up the Canadian workforce, and each employee has different needs,
wants, and goals. This is why it is imperative for the HR professional to engage in inclusive recruitment while
also ensuring that laws are adhered to.

“8. Human Resources” from Management of the Enterprise by Ontario Tech University OER Lab is licensed
under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International license, except where
otherwise noted.—Modifications: Used two paragraphs of Awareness of external factors; Used section
Technology, rewritten to update; Used section The changing and diverse workforce, edited for brevity.

“1. Human Resource Management: An Introduction” from Human Resources Management — Canadian Edition
by Stéphane Brutus and Nora Baronian is licensed under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where otherwise noted.—Modifications: Used section Legislation
and HRM.

“2.7 Human Resources Information Systems (HRIS) and HR Analytics” from Human Resources Management —
3rd Edition by Debra Patterson is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike
4.0 International License, except where otherwise noted.—Modifications: Used paragraph four.
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1.3 Skills Needed in HRM

A successful HR manager has an array of skills to deal with a variety of situations. Keys to a successful career in
HRM include understanding specific job areas such as managing the employee HRIS database, understanding
employment laws, and knowing how to write and develop a strategic plan that aligns with the business.

However, it simply isn't enough to have knowledge of the technical requirements of HR, it takes multiple
ancillary skills to manage people.

The need for organization makes sense, given that you are managing people's pay, benefits, and careers.
Having organized files — both paper and electronic — and good time-management skills are crucial for success
in any job, but especially if you take on a role in HR.

People skills are important in any type of management role and perhaps might be the most important
skill for achieving success at any job. Being able to manage a variety of personalities, deal with conflict, and
coach others are all in the realm of people management. The ability to communicate goes along with people
skills. The ability to communicate good news (hiring a new employee), bad news (layoffs), and everything in
between, such as changes to policy, makes for an excellent manager and human resource management (HRM)
professional.

Remember to support your technical knowledge with good business practices and strong people skills.

Ethics

Ethics and a sense of fairness are also necessary for human resources. Ethics is a concept that examines the
moral rights and wrongs of a certain situation. Ethical dilemmas often occur during the selection process as job
applicants are tested with various selection tools. Hiring decisions can create ethical dilemmmas that test the HR
professional’s code of ethics.

HR managers are required to work with highly confidential information, such as personal data and salary
information, so a sense of ethics when managing this information is essential. Some HR managers also
negotiate employee and union contracts and manage conflict. Similarly, a sense of ethics when managing
this information — and potential conflicts - is essential. In conclusion, HR managers have the task of ensuring
compliance with ethics standards within the organization.

“8. Human Resources” from Management of the Enterprise by Ontario Tech University OER Lab is licensed
under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International license, except where
otherwise noted.—Modifications: Used sections Skills needed for HRM, edited.
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1.4 The Recruitment and Selection
Process

The Recruitment and
Selection Process

chapter 3

chapter 1 chapter 2

Introduction to Recruitment Job Analysis Legal
and Selection Considerations

&

chapter 6 chapter 5 chapter 4

Testing

Applicant Screening Recruitment

Ay

-@: >

2

chapter 7 chapter 8

interviewing Selection Decision Making
Figure 1.3.1. “The Recruitment and Selection Process” Shauna Roch & Sanaz Habibi, CC BY-NC-SA 4.0

chapter 9

oY
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Image Description

The image is of a flowchart listing the steps in the recruitment and selection process that are explored in this
book.

Introduction to recruitment and selection
Job analysis

Legal considerations

Testing

Applicant Screening

Recruitment

Interviewing

Selection

Decision Making

O O30 A WN

Figure 1.3.1 outlines the recruitment and selection process. If you follow this process, you'll hire the right people
who fit the job and work well with the team, leading to better performance and a positive work environment.

Effective Recruitment and Selection

Recruitment and selection should not be about the luck of the draw. Decisions about someone’s suitability
for a job needs to be based on evidence rather than solely upon a ‘gut feeling’ or instinct. An organization
with effective recruitment and selection practices enjoys a competitive advantage and will be more successful.
Strategic planning and preparation will increase the likelihood of attracting and selecting the right people.

a N

The most important asset you can have in a company is great people. They are the differentiators in

everything you do.

—Heather Reisman, Canadian entrepreneur and CEO of Indigo Books & Music

Let's get started!

“Effective Recruitment and Selection” frorm Human Resource Management from Saylor Academy is licensed
under a Creative Commons Attribution 3.0 Unported license, except where otherwise noted.—Modifications:
Used Effective Recruitment and Selection section, first paragraph, edited.
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1.5 Key Terms

Key Terms

Talent Management: A Human Resources responsibility which includes recruitment, selection,
retention and development of superior employees. 1.1

Human Resources (HR): A department whose responsibilities include a broad range of functions
that focus on managing and supporting the employees within their organization. 1.1
Recruitment: The process of attracting a pool of potential candidates for a job opening. 1.1
Selection: Assessing and choosing the best-fit candidate from that pool. 1.1

Telework: Working from home or a remote location rather than an office. 1.2

Flexible Work Schedule: A work schedule which allows for irregularities in shift times, days off,
and other time-related considerations. 1.2

Social Networking: The commmunication of job postings in public spaces such as job boards and
social media platforms. 1.2

Human Resources Information Systems (HRIS): Software intended to assist HR in the
organization and management of their personnel. 1.2

HR Analytics: Data analytics intended to help HR improve the performance of their organization’s
workforce. 1.2

Diversity of the Workforce: The growing trend towards workforces being comprised of more
disparate groups based on factors of age, race, sex, disability status, and religious belief. 1.2
Organization: The sorting of information to allow the management of responsibilities to be swift
and accurate. 1.3

People Skills: Interpersonal skills such as dealing with large personalities, handling conflict, and
coaching others in these skills. 1.3

Ability to Communicate: The skill of delivering news (good or bad) in such a way as to not disturb
the comfort of those the news is being delivered to. 1.3

Ethics: The moral rights and wrongs of business. 1.3

16 | 1.5 Key Terms



1.6 Chapter Summary

Chapter Summary

The chapter provides an in-depth exploration of recruitment and selection within the context of
Human Resources (HR). It highlights the significance of these processes in building a company's
competitive advantage and mitigating risks associated with poor hiring decisions. Recruitment involves
attracting a pool of qualified candidates, emphasizing the importance of understanding the company’s
unique qualities and the specific skills required for the position. Effective recruitment strategies ensure
that the organization attracts a diverse and competent applicant pool, which is crucial for the
company'’s long-term success. Selection follows recruitment, focusing on identifying candidates who
not only possess the necessary technical skills but also fit well within the company’s culture. This
process is critical as it reduces future turnover, enhances employee morale, and boosts overall
productivity.

Additionally, the chapter touches upon external factors that influence recruitment and selection, such
as globalization, technological advancements, and changes in employment laws. HR managers are
urged to stay informed about these external forces to develop adaptive policies that meet both
company and employee needs. The chapter also underscores the importance of ethical considerations
in HR practices, particularly in managing confidential information and ensuring fairness in the
selection process. Overall, the chapter serves as a guide for HR professionals to navigate the
complexities of recruitment and selection effectively while maintaining a focus on ethics and
adaptability in an ever-changing business environment.

OpenAl. (2024, August 20). ChatGPT. [Large language model]. https://chat.openai.com/chat

Prompt: Create a summary of the chapter content in the attached file in no more than two paragraphs.

Knowledge Check

This interactive content can be found in Chapter Knowledge Checks — Text Only at the end of this book.
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2.0 Learning Objectives

Learning Objectives

Explain how job analysis is a foundational element in human resource functions, supporting
recruitment, selection, training, performance appraisal, compensation, and succession planning.
Describe the key elements of a job analysis, including job description, job specification, and
competencies, and identify methods used to collect job analysis data.

Compare and contrast task-based job analysis, focusing on specific tasks and duties, with
competency-based job analysis, emphasizing skills and personal attributes required for job
performance.

Describe the steps in conducting a job analysis, including planning, data collection, data analysis,
and documentation, to ensure accurate and comprehensive results.

Analyze how job analysis supports legal compliance with employment standards and regulations
and helps ensure that HR practices align with organizational goals.

Assess how job analysis data is used to create accurate job descriptions that outline a position’s
duties, responsibilities, qualifications, and working conditions.

Identify and evaluate various data sources for job analysis, such as interviews, surveys,
observations, and work logs, to gather comprehensive information about a job.
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2.1 Introduction

A job analysis is one of the most critical human
resource management tasks. It is the foundation of
human resources management. Job analysis data

b
supports almost all HR activities, such as training and
development, performance appraisal, health and e — Rectuitment
safety, HR planning, compensation and recruitment
and selection. These activities rely on the accurate
information produced by a job analysis to identify a

match between an employee and a job.

’@3”@’ J;?/I:I?s r:::t Compensation
A0

Job analysis aims to establish what a job entails,
including the required knowledge, skills, abilities and erformance

other attributes (KSAOs), job tasks, duties and Appraisal e
responsibilities (TDRs) and the job conditions. In this @

chapter, we will review the purpose of job analysis
and identify the steps in the process. In recruitment

and selection, a valid job analysis provides the data

needed to develop effective recruitment and g, Analysis Supports HR Activities” by Sanaz Habibi, CC
selection processes. If necessary, HR professionals BY-NC-SA 4.0 click to enlarge

must have valid hiring practices that can be defended

in courts and tribunals.

Job analysis serves four primary purposes:

Establish and document job-related competencies;

Identify the job-relatedness of essential tasks and competencies;

Establish the legal basis for assessment and selection procedures/decisions and
Establish the basis for determining relative worth.

»rw N

Specifying Job and Person Requirements

Initial Assessment

To find the right person for the job, you need an accurate idea of the job and the particular skills and attributes
it demands. This can be carried out in a series of stages, as shown in Figure 2.1.2:

Job analysis

Look in detail at what the job involves
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Job description Job specification

Structure this analysis into a written statement of List specifics that the applicant will need to perform the
responsibilities and tasks job

Figure 2.1.2 Adaptation of “Stages of Job and Person Analysis” by Saylor Academy, CC BY-NC-SA 4.0. Mods:
Simplification, reorganization.

However, before or after the job analysis, you might consider whether the vacant job needs to be filled.
Reallocation of work, internal promotion or temporary transfer could be used to cover the job tasks. Ask yourself
whether the job needs to be changed, updated or filled before proceeding. An apparent vacancy provides a real
opportunity to consider how work is organized and the skills the organization needs to secure its future success.
You might consider aspects of person-organization fit to help develop the job.

Assuming you recruit to the existing or changed post, you must now
analyze precisely what the job entails.

“5.6 Introduction to the Job Analysis Process” fromm Human Resources Management (Lumen) by Nina Burokas
is licensed under Creative Commons Attribution 4.0 International License, except where otherwise noted.

“5.7 What is Job Analysis?” from Human Resources Management (Lumen) by Nina Burokas is licensed under
Creative Commons Attribution 4.0 International License, except where otherwise noted.—Modifications: Used
section Purpose of job analysis.

“Specifying Job and Person Requirments” from BUS301: Human Resource Management by Saylor Academy
is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 3.0 License, except where
otherwise noted.
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2.2 Job Analysis

Jobanalysisis a formal system developed to determine which tasks people perform. The purpose is to ensure
the right fit between the job and the employee and to determine how employee performance will be assessed.
A significant part of the job analysis includes research, which may mean reviewing the job responsibilities
of current employees, researching job descriptions for similar jobs with competitors, and analyzing any new
responsibilities needed by the person in the position.

Data needs to be gathered and analyzed to start a job analysis, keeping Hackman and Oldham’s model in mind.
Figure 2.2.1 shows the process of writing a job analysis.

Figure 2.2.1- Process for writing the job analysis.

Select jobs to study.
Determine information needed
Identify sources of data
Determine methods of data collection

Evaluate and verify data

Use data to begin writing the analysis, then the job description.
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Table 2.2.1 Process for writing the job analysis (cont.)

Select Jobs to Study

Tasks
Duties/Responsibilities
Standards

Determine Information Needed Knowledge
Skills
Abilities
Other characteristics

Documents

Previous job analysis reports
Union regulations
Organization chart

People References
Job Incumbents

. Supervisors/managers 5
Identify Sources of Data : NOC or O'NET
(Ssu'\?lee)ct matter experts Existing job descriptions &

specifications
Training manuals and materials
Internet

Job analyst

Observations
Questionnaires
Interviews

Work diary or log

Determine Methods of Data Collection

The organization must produce evidence of the reliability and

Evaluate and Verify Data validity of each step in the job analysis process.

Use Data to Begin the Process of Writing the
Analysis, then the Job Description.

Tasks
Job Description Duties
Responsibilities

Knowledge

Skills

Abilities

Other characteristics
Physical Demands
Work environment

Job Specification

The information gathered from the job analysis is used to develop the job description and the specifications
of the job (person). Ajobdescriptionis a list of tasks, duties, and responsibilities.On the other hand, job
specifications discuss the skills and abilities the person must have to perform the job. The two are tied together,
as job descriptions are usually written to include job specifications.

First, a job analysis must be performed. Based on that data, we can successfully write the job description and
specifications. Think of the analysis as “everything an employee is required and expected to do.”

“The Recruitment Process” from Introduction to Human Resource Management — First Canadian Edition by
Zelda Craig and College of New Caledonia is licensed under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where otherwise noted.—Modifications: Used first three
paragraphs and figure of section Job analysis and job description, edited; Added Table 2.2.1.
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2.3 Task Competency Job Analysis

Two types of job analyses can be performed: task-based and competency-based. A task-based analysis focuses
on the job's duties, while a competency-based analysis focuses on the specific knowledge and abilities a worker

must have for successful job performance.

Task-based Job Analysis

This type of job analysis is the most common and seeks to identify elements of the jobs. Tasks are to be
expressed in the format of a task statement. The task statement provides a standardized, concise format
describing worker actions and is considered the most essential element of the task analysis process. Task
statements should give a clear, complete picture of what is being done, how it is being done and why it is being

done. A full task statement will answer four questions:

Performs what action? (action verb)

To whom or what? (object of the verb)

To produce what? Or Why is it necessary? (expected output)
Using what tools, equipment, work aids, processes?

AN

When writing task statements, always begin each one with a verb to show the action you are taking. Do not use
abbreviations; rely on standard and easily understood terms. Make clear statements so that a person without

knowledge of the department or the job will understand what is done.

Task-based Analysis Example

An example of a task-based analysis might include the following:

1. Administer and score employment tests.
2. Maintain and update computerized filing and registration systems.
3. Respond to telephone and written enquiries from staff.
4. Arrange for advertising or posting of job vacancies.
5. Arrange for in-house and external training activities.
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Photo by Campaign Creators, Unsplash
License

Competency-based Job Analysis

The specific tasks are listed with task-based job analyses, and the information is clear. Competency-based
job analyses are less clear and more subjective. A competency-based analysis might be more appropriate for
specific, high-level positions.

Competency-Based Analysis Example

A competency-based analysis might include the following:

1. Ability to analyze HR data and metrics.
2. Teamwork and collaboration skills.
3. Resilience in dealing with challenging situations and stress.
4. Skill in change management and organizational design.

~ A - P
Photo by LinkedIn Sales
Solutions, Unsplash License

You can see the difference between the two. The focus of task-based analyses is the job duties required, while
the focus of competency-based analyses is on how a person can apply their skills to perform the job. One is
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not better than the other but is used for different purposes and different types of jobs. For example, a task-
based analysis might be used for an HR assistant, while a competency-based analysis might be used for a
vice president of HR position. Consider the legal implications, however, of which job analysis is used. Because
a competency-based job analysis is more subjective, it might be more challenging to determine whether
someone has met the criteria.

Once you have decided if a competency-based or task-based analysis is more appropriate for the job, you can
prepare to write the job analysis.

Of course, this isn't something that should be done alone. Feedback from managers and supervisors should
be considered to make this a helpful task at all organizational levels. Organization is a crucial component of
preparing for your job analysis.

“The Recruitment Process” from Introduction to Human Resource Management — First Canadian Edition by
Zelda Craig and College of New Caledonia is licensed under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where otherwise noted.—Modifications: Used part of paragraph
three, paragraphs five and six from section Job analysis and job description, edited.

“Job Analysis” from Human Resources Management — 3rd Edition by Debra Patterson is licensed under a
Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License, except where otherwise
noted.—Modifications: Used first two paragraphs of section Task-based job analysis; Used section Competency-
based job analysis; Added examples.
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2.4 Job Analysis Process

Let's review each step in writing a job analysis, Figure 2.2.1.

Select jobs to study

Will you perform an analysis on all jobs in the organization, focus on one department, or write an analysis for
just one job?

Determine information needed

Develop a description of the tasks, duties and responsibilities (TDRs) an employee performs regularly. Each task
is typically rated on scales for how frequently it is performed (every few days to weekly), how difficult it is, and
how important it is to the job (not necessary to extremely important). The task inventory is next used to identify
a list of relevant KSAOs required for the successful performance of the job. The competencies are also rated
on importance and when the skill is needed. Competencies needed within the first three months of working
would be considered necessary. SMEs (subject matter experts) such as directors, supervisors, managers or job
analysts would review and rate the tasks and competencies.

Several people and document sources besides the job holders are available for job analysis. It is important
to remember that the results of a job analysis should describe the work behaviour and not the personal
characteristics or attributes of the employees who perform the job.

The NOC - National Occupational Classification is Canada’s national database for describing occupations.
Canada’s latest version is called The Occupational and Skills Information System (OaSIS). It is a database
based on the 2021 version of the National Occupational Classification (NOC), offering information on 900
occupational profiles. The Oasis provides a comprehensive framework of worker characteristics and work
environment. Each occupational profile in the OaSIS includes information on:

skills

knowledge

abilities

personal attributes
interests

work activities

work context

main duties
workplaces/employers.

The O*Net system gathers and publicizes job analysis data in the United States (Government of Canada, 2024).

You can learn more about OaSIS and O*Net by visiting their respective websites.
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Determine Methods Of Data Collection

Determining the tasks which employees perform is not easy. Most organizations use guestionnaires (online or
hard copy) to determine the duties of each job title. Some organizations will use face-to-face interviews with
the most qualified incumbent(s) to perform this task, depending on the time constraints and the organization’s

size.

The following describes the most common job analysis methods:

Structured questionnaire and open-ended questionnaire

A guestionnaire is probably the most common method used to elicit job-related information. It is relatively
inexpensive, and you can access information from many workers. However, questionnaires make it easier for
respondents not to answer honestly, and sometimes, they do not complete the questionnaire. Structured
questionnaires only allow specific responses to determine the tasks' nature, their relative importance,
frequencies, and, at times, the required skills. Open-ended questions provide a space for incumbents to write
their responses. The HR manager compiles the answers and publishes a composite statement of job
requirements. Questionnaires can be completed on paper or online; many are free.

A job analysis questionnaire usually includes the following types of questions, depending on the type of
industry:

1. Employee information includes the job title, the length of time the employee has held the position, the
education level, and years of experience in the industry.

2. Essential tasks and responsibilities.

3. Decision-making and problem-solving: this section asks employees to list situations in which problems
must be solved and the types of decisions made or solutions provided.

4. Level of contact with colleagues, managers, outside vendors, and customers.

5. The job requires physical demands, such as heavy lifting or the ability to see, hear, or walk.

6. Personal abilities are required to do the job—individual characteristics are needed to perform well in this
position.

7. Specific skills are required to do the job, such as the ability to run a particular computer program.

8. Certifications are required to perform the job.

Once the employees identified have completed the questionnaire, you can organize the data, which helps
create job descriptions. If more than one person completes a questionnaire for one job title, the data should
be combined to form one job analysis for each job title. Several software packages are available to help Human
Resources perform this task; a quick Google search using “job analysis software” yields free and paid software
applications.

Structured Interview

In a face-to-face interview, the interviewer obtains the necessary information about the work done by
individuals or small groups of employees and supervisors. The interviewer uses predetermined gquestions,
with additional follow-up questions based on the responses. All interviewees are asked the same job-related
guestions. Note that interviews can be time-consuming and expensive, especially if quite a few interviews are
needed to collect the necessary information. This method works well for professional jobs. Notes should always
be taken, or the interview can be recorded.
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Observation

Employees are directly observed performing job tasks, and observations are translated into essential job-related
information. Observation provides a realistic view of the job’s daily tasks and activities and works best for short-
cycle production jobs. Audio and video recording can help the observation process. Knowing you are being
watched, you may respond by doing your work according to what you think the observer is looking for instead
of your regular day-to-day routine. It is also referred to as ‘job shadowing.’

Work diary or log

A work diary or log is a record maintained by the employeeand includes the frequency and timing of tasks.
The employee keeps logs over days or weeks. HR analyzes the logs, identifies patterns and translates them into
duties and responsibilities. This method provides an enormous amount of data, but much of it is difficult to
interpret or may not all be job-related. The employee can write down cognitive processes involved in the job,
which would otherwise be unobservable.

Evaluate and Verify the Data — Once obtained, job analysis information must be validated for accuracy. This can
be done by workers performing the job or by the immediate supervisor. This corroboration of multiple SMEs
reviewing the data will ensure accuracy.

Using the Data to Yield a Job Analysis Report — Once the job analysis has been completed, it is time to write the
job description using the data you collected.

“The Recruitment Process” from Introduction to Human Resource Management — First Canadian Edition by
Zelda Craig and College of New Caledonia is licensed under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where otherwise noted.—Modifications: Used paragraphs 6-8 from
section Job analysis and job description.

“Job Analysis” from Human Resources Management — 3rd Edition by Debra Patterson is licensed under a
Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License, except where otherwise
noted.—Modifications: Used sections Determine methods of data collection, added additional explanation and
examples, & Evaluate and verify the data; Used first sentence from section Using the data to yield a job
analysis report.
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2.5 Job Description

The primary output of the job analysis process is a job description, a document that includes job specifications.
Combining the job description tasks, duties, and responsibilities with the job specification knowledge, skills,
and abilities gives you all the data needed to write a job description.

A job description is a written statement of what a position entails: what is done, how it's done and under
which conditions. Wright State University’'s Human Resources department notes that “when well-written, [a
job description] produces a realistic picture of a job and answers the question, “What does the person in this
role do?” (Wright State University, n.d., para. 1).In addition to describing the responsibilities of the position, a job
description is the primary reference document for recruiting and evaluation. To that point, WSU (n.d.) notes it
“sets the stage for optimum work performance by clarifying responsibilities, expected results, and evaluation
of performance” (para. 2). As is true of a job analysis, a job description should be incumbent neutral, that is, a
classification of the position without reference to a specific person in that position.

Although layouts vary, job descriptions generally include the following elements:

Date

Job title and other reference information such as a job code.

NOC code

Reporting Relationships - Identify the department the job is part of, the position the role reports to, and
any supervisory responsibilities (e.g., the number of staff supervised).

Job Summary - A brief (1-2 sentence) overview of the role, including its purpose, level and scope of
responsibility.

Essential Functions - A representative description of the position's crucial tasks, duties and
responsibilities. Although in templates, this section is often titled “Job Duties and Responsibilities,” using
the terminology “essential functions” reinforces the point that these are considered “must-have”
capabilities. That is, they are required for the successful performance of the job and cannot be modified.
Fairness and legal defensibility should include only the necessary skills or abilities. Employers who do not
have job descriptions with current, defensible essential functions may find themselves unable to defend
against a discrimination claim.

Job Specifications - This section identifies the minimum acceptable qualifications, including education,
experience, and specialized knowledge or skills. If applicable, a job description may also list a few preferred
qualifications, which may reflect a preference for additional education, experience, knowledge, skills or
ability. For example, the job may specify a minimum of a bachelor's degree but list a preference for a
master's degree or a Human Resource certification.

Physical requirements of the job - i.e,, the ability to lift, see, or hear.

Working Conditions - can include:

o adescription of the physical setting of the job;

> information on the possibility of overtime, shift work, or flexible hours;

o information about any travel that may be required;

o safety protocols or protective equipment that must be used,

o an indication of the noise level in the work environment;

° any unigue aspects of the job, such as high-stress situations, handling sensitive information, or
working in extreme weather conditions; and

> requirements for specific attire or uniforms.
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Once the job description has been written, it should be filed in the HR department records. It can be modified
(i.e., summarized) as a job posting.

Most importantly, a job description informs the employee and respective manager about the job (role) and
expectations.

“5.8 Introduction to Job Descriptions” froon Human Resources Management (Lumen) by Nina Burokas is
licensed under a Creative Commons Attribution 4.0 International License, except where otherwise noted.

“5.9 Introduction to Job Descriptions” from Human Resources Management (Lumen) by Nina Burokas is
licensed under a Creative Commons Attribution 4.0 International License, except where otherwise
noted.—Modifications: Added additional elements and description.
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2.6 Job Description Example

NOC Human Resources Assistant Job Description Example (Employment
and Social Development Canada, 2024)

Date: July 28, 2024
Human Resources Assistant
NOC Code: #14102

Reports to: The HR Manager

Job Summary

Human resources assistant compiles, maintains, and processes information relating to staffing, recruitment,
training, labour relations, performance evaluations and classifications.

Essential Functions

Process, verify and register documentation relating to personnel activities such as staffing, recruitment,
training, grievances, performance evaluations and classifications.

Maintained and updated manual and computerized filing and registration systems and compiled and prepared
reports and documents relating to personnel activities.

Respond to telephone and written enquiries from staff and the general public regarding personnel matters.

Arrange for advertising or posting job vacancies, assist in screening and rating job applicants, and conduct
reference checks.

Administer and score employment tests, such as keyboarding and proofreading tests.

Arrange for in-house and external training activities.

Educational Requirements

Completion of secondary school is usually required.
Completion of college or other courses in personnel administration may be required.

Some clerical experience may be required.
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Working Conditions

Some travel required

Physical Demands

Occasional lifting of office supplies or files, usually not exceeding 20 pounds.
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2.7 Key Terms

Key Terms

Competency-Based Job Analysis: A method of job analysis that focuses on the specific skills,
behaviours, and abilities needed for successful job performance. 2.3

Methods of Data Collection: Various techniques are used to gather information for job analysis,
including interviews, questionnaires, observations, and work diaries. 2.4

Job Analysis: A systematic process used to identify and document the tasks, duties,
responsibilities, and required qualifications of a job. 2.2

National Occupational Classification (NOC): A standardized classification system in Canada that
categorizes occupations based on job descriptions, skills, and duties. 2.4

O*NET: The Occupational Information Network, a U.S.-based database that provides
comprehensive information about job requirements, worker characteristics, and occupational
attributes. 2.4

Performance Appraisal: The process of evaluating an employee’s job performance against
established criteria. 2.1

Structured Questionnaire: A data collection tool used in job analysis that contains specific,
predefined questions to gather consistent information from respondents. 2.4

Subject Matter Experts (SMEs): Individuals with specialized knowledge and expertise about a
particular job or field. 2.4

Task-Based Job Analysis: A job analysis method that focuses on identifying and documenting the
tasks and duties performed. 2.3

Tasks, Duties, and Responsibilities (TDRs): The specific actions and obligations associated with a
job. 21

Work Diary/Log: A record maintained by an employee documenting the frequency and timing of
job tasks. 2.4
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2.8 Chapter Summary

Chapter Summary

Job analysis is a foundational process in human resource management, serving as the basis for
numerous HR activities such as recruitment, selection, training, performance appraisal, and
compensation. It involves systematically studying a job to determine its tasks, duties, and
responsibilities (TDRs) and the knowledge, skills, abilities, and other attributes (KSAOs) required for
effective performance. This comprehensive understanding ensures a good fit between the job and the
employee, supporting strategic HR planning and compliance with legal standards. By identifying
essential job-related competencies and establishing the legal basis for HR decisions, job analysis helps
organizations create fair and defensible hiring practices.

The job analysis process involves several key steps: selecting jobs to study, determining the necessary
information, identifying data sources, and choosing appropriate data collection methods. Data sources
can include job incumbents, supervisors, subject matter experts, and external databases like O*NET and
NOC. Data collection methods may involve interviews, questionnaires, observations, and work diaries.
The data gathered is then evaluated for accuracy and used to develop job descriptions and
specifications, which form the foundation for recruitment, selection, and performance management.
Understanding the distinction between task-based and competency-based job analysis is crucial, as
each is suited to different roles and organizational needs. Overall, job analysis is essential for aligning
job roles with organizational goals and ensuring that HR practices are effective and legally compliant.

OpenAl. (2024, August 2nd). ChatGPT. [Large language model]. https://chat.openai.com/chat

Prompt: Create a summary of the chapter content in the attached file in no more than two paragraphs.

Knowledge Check

This interactive content can be found in Chapter Knowledge Checks - Text Only at the end of this book.

2.8 Chapter Summary | 37



2.9 References

~

\

Employment and Social Development Canada. (2024). Human resources assistant: National
occupational classification profile. Government of Canada. https://noc.esdc.gc.ca/Oasis/
ViewOccupationalProfile?objectid=80ghxUM3Z3%2FMEfW3dELPoGVv571xFeQY61x0njKVRKaRIGDq

YEM%2FFn7m5465qFbSr.
Government of Canada. (2024, April 9). National occupational classification. Employment and
Social Development Canada. https://www.canada.ca/en/employment-social-development/
services/noc.html.
Wright State University. (n.d.). Writing an effective job description. Human Resources.
https://mww.wright.edu/human-resources/writing-an-effective-job-description

38 | 2.9 References




CHAPTER 3: LEGAL CONSIDERATIONS

4 N

Chapter Outline

3.0 Learning Objectives

3.1 Legislation and HRM

3.2 The Legal Framework

3.3 Employment Equity

3.4 Employers Must Comply with Nine Employment Equity (“EE") Obligations
3.5 Pay Equity Act & Privacy Act

3.6 Legal Concepts in Recruitment and Selection
3.7 Bona Fide Occupational Requirement (BFOR)
3.8 The Concept of Job Relatedness

3.9 What is HR analytics?

3.10 Key Terms

311 Chapter Summary

3.12 References

Chapter 3: Legal Considerations | 39



40 | Chapter 3: Legal Considerations



3.0 Learning Objectives

Learning Objectives

Identify the key legislation and legal requirements that impact human resource management in
Canada.

Explain the significance of the Canadian Charter of Rights and Freedoms in protecting
fundamental rights in the workplace.

Describe the protections and prohibitions outlined in the Canadian Human Rights Act (CHRA).
Summarize the requirements and goals of the Employment Equity Act, including the
responsibilities of employers.

Discuss the concepts of direct and indirect discrimination and their implications in recruitment
and selection.

Evaluate the role and enforcement mechanisms of the Canadian Human Rights Commission in
addressing workplace discrimination.

Analyze the legal concepts of Bona Fide Occupational Requirements (BFOR) and the duty to
accommodate within employment practices.

Outline the responsibilities of HR managers in ensuring compliance with the Canada Labour
Code and the Privacy Act.

Illustrate how HR policies can address workplace harassment, pay equity, and job-relatedness in
recruitment and selection.
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3.1 Legislation and HRM

You may be surprised to learn that an HR professional needs to be aware of
legislation and regulations, just like a lawyer or a police officer. Human
resource managers must be mindful of all workplace laws and ensure
processes are in place. They must abide by them to ensure fair treatment. A
clear understanding of the legal framework is necessary for the HR
manager. This chapter will describe the key legislation and legal
requirements, focusing on those that affect recruitment and selection

practices in Canada.
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Photo by Wesley Tingey, Unsplash
License

“HRM and The Law" fromm Human Resources Management — Canadian Edition by Stéphane Brutus and Nora
Baronian is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
License, except where otherwise noted.—Modifications: Used last sentence of paragraph 1; Added introduction.

42 | 3.1 Legislation and HRM



3.2 The Legal Framework

The Canadian Charter of Rights and Freedoms

The Constitution Act of 1982 is the highest law of
Canada andis a landmark document in Canadian
history. It achieved full independencefor Canada
byallowing the country to change its Constitution
without approval from Britain. The Constitution
serves as the supreme law of Canada. It also
enshrined the Charter of Rights and Freedoms, which
guarantees fundamental rights to every person,
including rights of freedom ofspeech, press,

assembly, association, and religion.

Photo by Hermes Rivera, Unsplash License

The principal rights and freedoms covered by the
Charter include:

freedom of expression;

the right to a democratic government;

the right to live and seek work anywhere in Canada;

the legal rights of people accused of crimes;

therights of Indigenous peoples;

the right to equality, including gender equality;

the right to use Canada’sofficial languages; and

the right of French or English minorities to aneducation in their language.

Section 15 of the Constitution is often cited in employment law. It states that every individual in
Canada—regardless of race, religion, national or ethnic origin, colour, sex, age, or physical or mental disability—is
to be treated with the same respect, dignity, and consideration.

The Charter's Section 15 anti-discrimination clause led to a series of rulings that also changed the legal
landscape for gays and lesbians. For example, the Supreme Court's 1998 Vriend decision banned discrimination
based on sexual orientation (Foot, Yarhi, & Mclntosh, 2018).

The Canadian Human Rights Act (CHRA)

The CHRA became effective in March 1978. Let's examine some of the statements in this Act to understand its
significance for HRM.

It proclaims that “all individuals should have an opportunity equal with other individuals to make for themselves
the lives that they are able and wish to have.” this means that, considering their desires and abilities, the
opportunity to earn a living, which implies the ‘opportunity to work, should be equal for all.

The CHRA is very specific as to those categories deemed discriminatory. Section 8 of the Act refers to “a
prohibited ground of discrimination.” Under this Act, the following are grounds on which discrimination is
prohibited:
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Race

National or ethnic origin
Colour

Religion

Age

Sex

Sexual orientation
Gender identity or expression
Marital status

Family status

Genetic characteristics
Disability

Pardoned conviction

These categories have changed over time, following changes in our society. Note that prohibited grounds of
discrimination vary somewhat among federal, provincial and territorial jurisdictions.
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Figure 3.2.1 Human Rights Protections by Jurisdiction in Overview of Human Rights Codes by Province and Territory in
Canada by the Canadian Centre for Diversity and Inclusion. Used under Fair Dealing for Educational Purposes (Canada).

sy oo sa 5 o 0 e s ow s cc s e o
Age J v v L e v
Race v v N L L L A v oY

Colour v v v v v v v v v v v v v v

Physical/
mental v A VooV
disability**

Genetic v
characteristics

Sex/gender*
(including % v v v v v v v v v v v v v

pregnancy)

Sexual v S A A A v o

orientation

Gender
identity v v v v v v v v v v v v v v

Place of

At v oY oYYy v oN Y v

nationality,
national*

Marital status v v N v N v v v v J v J J
Religion v v v v v v v v v v v v v
Family status v v v v v v v v v v v

Gender v v oo N Voo

expression

Source of
income,

receipt of v v v v v v v v v v v
public
assistance*

Ethnic or

linguistic
background \ v v v v v vV v v v

or origin*
Creed v N Vo v oY

Ancestry v v v v v v v J v

Political

beliefs,
opinion or v v v v v i N v y

activity*
Criminql
conviction, J J v v v J J J

record of
offence ***

3.2 The Legal Framework | 45



v | o 1m0 v 0 15 o s e e e

Social
disadvantage,

social v v v v v
condition,
social origin*

Sexual
Poracsment |V v o v A R A v v v v

Association

with

protected Vv v v v v v vV v
groups of

individuals*

Citizenship v v
Civil status Vv

Language y
Aboriginal J
origin

Irrational fear

of contracting J
anillness or

disease

Family J
affiliation

Disfigurement v
Pay equity or
equal pay % % % % % % % v v v v

Record v
Suspension

Figure 3.2.1 Details
Black: Indicates that the ground is explicitly mentioned under ‘projected grounds' or ‘applicable characteristics.’

Red: Indicates that the ground is protected under another ground (e.g. sexual harassment is protected under
the ground of sex) and/or is protected in
the Act/Code through principles of Interpretation

Enforcement of Canadian Human Rights Laws

The CHRA only applies to federal government departments and agencies, Crown corporations, and businesses
under federaljurisdictions such as banks, airlines, railways, the CBC and other communication companies
and Canada Post. Employees of organizations that fall under the Canadian Human Rights Laws and feel
discriminated against canfile complaints directly with the Canadian Human Rights Commission. A systematic
process is in place to handle these complaints. A mediation process is followed after a complaint is filed to
resolve the issue between the parties. If the mediation fails, the dossier is handed over to the Human Rights
Commissioner, who can decide to:

dismiss the complaint;
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send the complaint to conciliation;
defer the decision and request more information and further analysis, or
refer the complaint to the Canadian Human Rights Tribunal.

You can find more information on the Canadian Human Rights Commission Website.

“HRM and The Law" fromm Human Resources Management — Canadian Edition by Stéphane Brutus and Nora
Baronian is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
License, except where otherwise noted.—Used section The Canadian Charter of Rights and Freedoms, added
additional information; Used section The Canadian Human Rights Act (CHRA), edited, added further examples.
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3.3 Employment Equity

The Employment Equity Act (the Act) helps ensure that all
Canadians have the same access to the labour market. The
Act also requires that employers take actions to ensure the
complete representation of members of four designated
groups within their organizations to promote diversity:

women,

Indigenous people,

persons with disabilities, and
members of racialized groups.

The Act requires employers to investigate, identify, and take “Celebrating Women in Trades” by the Province of
concreteaction to correct the conditions of employment British Columbia, CC BY-NC-ND 2.0
disadvantage for the four designated groups.

Managing Employment Equity in Organizations

Any organization or business(with at least 100 employees)that is regulated by the federal government,
including organizations in industries such as banking, communications, and international and interprovincial
transportation, as well as all government departments, the RCMP, and Canadian Forces, has a legal obligation
to comply with the Employment Equity Act.

The employer is responsible for developing and implementing an employment equity program in consultation
and collaboration with employee representatives.

Federally regulated employers must analyze their workforce andreview their employment systems to develop
an Employment Equity Plan.

The plan will be based on theemployment barriers for designatedgroups and organized by employment
equity occupational groups as identifiedin the Employment Systems Review. It includes measures to address
the obstacles. Where under-representation exists for selected groups, employersare required to implement
an Employment Equity Plan that will lead to progress in increasing representation and equal opportunity.
The employer is responsible for monitoring the plan’s implementation and the progress achieved in
resultingemployment equity.

Employers must also review their plans regularly and make revisions to ensure progress. HR managers play a
central role in ensuring organizations meet different legal requirements. Effective HRM practices proactively
approach employment equity.

Adapted from “About the Employment Equity Act” by the Canadian Human Rights Commission, used for non-
commercial purposes under their Terms and Conditions.—Modifications: Added HR-specific information.
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3.4 Employers Must Comply with Nine
Employment Equity (“EE”) Obligations

The Commission approaches its assessment of compliance with the overarching purpose of the Act in mind: to
achieve a fair level of representation of members of the four designated groups and, where this does not exist,
to take reasonable steps to remove barriers preventing fair representation.

Collect information about the level of representation among its employees of the four designated groups;
Compare the level of representation among its employees of the four designated groups with labour
market availability (the Workforce Analysis);

Review employment systems (the Employment Systems Review);

Create an Employment Equity Plan (EEP);

Implement and measure the results of its EEP;

Periodically review and revise its EEP;

Share information with employees about employment equity;

Consult and collaborate with employees and bargaining agents (where applicable);

Maintain records about EE.

Canada’s Labour Code (the Code)

The Canada Labour Code(the Code) is an Act of the Parliament of Canada that defines the rights and
responsibilities of workers and employers in federally regulated workplaces and sets out federal labour law.

Industrial relations, a part of the Code, governs workplace relations and collective bargaining between unions
and employers. This body of law explicitly regulates the rights, restrictions, and obligations of trade unions,
employees and employers in Canada. It contains provisions related to dispute resolution, strikes and lockouts
(Government of Canada, 2024).

Ontario Labour Relations Acts established Provincial Labour Relations Boards to resolve disputes between
employers and employees, including issues related to union representation, collective bargaining, unfair labour
practices, and grievances.

The goal of the negotiations is to reach acollective agreement. This written agreement sets out the
employment terms and conditions for unionized employees and the rights, privileges and duties of the union,
employer, and employees. For example, wage, hours, working conditions and benefits
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Unionized Environments

In unionized workplaces, HR must work within the
framework of the collective agreement when hiring.
This can include specific procedures for job postings,
seniority rules, and selection criteria. The selection
process may be influenced by union rules, such as
considering seniority and qualifications and
preferring internal candidates over external ones.

Employment Standards Act

The Ontario Employment Standards Act, 2000 (ESA) is
administered by the Ontario Ministry of Labour,

&

Immigration, Training and Skills  Development’s “Image 5510” by the Ontario Federation of Labour, CC BY 2.0

Employment Standards Program. It applies to most
employees and employers in Ontario, in both the public and public sectors. The ESA sets out the minimum
employment standards that employers must follow, including rules regarding:

1. Minimum Wage: Most employees are entitled to at least the minimum wage.

2. Hours of Work and Overtime: Daily and weekly limits on work hours exist. There are also rules around
meal breaks, rest periods and overtime.

3. Public Holidays: Ontario has several public holidays each year. Most employees are entitled to take these
days off and be paid public holiday pay.

4. Vacation: There are rules regarding the amount of vacation time and pay employees can take. Most
employees can take vacation time every 12 months of work.

5. Leaves of Absence: In Ontario, there are several job-protected leaves of absence. Examples include sick,
pregnancy, parental, and family caregiver leave.

6. Termination notice and pay: In most cases, employers must give employees advance written notice of
termination or termination pay instead of notice when terminating employment.

7. Payment of Wages: Requirements for the timely and accurate payment of wages.

8. Equal Pay for Equal Work: Ensuring employees are paid equally for substantially performing the same
work (Government of Ontario, n.d.).

Employers must provide all employees covered under the ESA with a copy of the most recent
version of the employment standards poster within 30 days of their hiring. Learn more about
the Employment Standards Poster.
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3.5 Pay Equity Act & Privacy Act

Pay Equity Act

IN 1996, the Quebec government adopted the Pay Equity Act to address systemic wage discrimination against
women. The Act obliged employers to measure and correct pay inequities in jobs predominantly performed by
females. This law covers public and private sectors with over ten employees (Government of Canada, 2023). Pay
Equity refers to equal pay for work of equal value based on two principles:

1. Pay equality— Male and female workers must be paid the same wage for doing identical work.
2. Equal pay for similar or substantially similar work (equal pay for work of comparable worth).

This means that males and females should be paid the same for jobs of a similar nature that may have different
titles. In recruitment and selection, the law ensures gender neutrality or no favouring for work done by men. It
must be based on skills, efforts, responsibility and work conditions (LawTeacher, 2019).

Canada’s Privacy Act

ThePrivacy Actis federal legislation that protects the
personal information of Canadians in the hands of the
federal government. It is a crucial piece of Canada's
framework for protecting your privacy interests
(Government of Canada, 2021).

For private sector organizations, the Personal Information
Protection and Electronic Documents Act(PIPEDA) sets
out the ground rules for how organizations involved in a
commercial activity can collect, use or share personal
information. The purpose of PIPEDA is to establish, in an
era in which technology increasingly facilitates the
circulation and exchange of information, rules to govern
the collection, use and disclosure of personal information

in @ manner that recognizes the right of privacy of
individuals concerning their personal information and the Adapted: “Internet Security Graphic” by Vectorportal,
need of organizations to collect, use or disclose personal CC BY 4.0 Mods: cropped.
information for purposes that a reasonable person would

consider appropriate in the circumstances (Government of Canada, 2019).

The Office of the Privacy Commissioner of Canada (OPC) oversees compliance with PIPEDA, which includes
investigating privacy complaints and helping businesses improve their personal information handling
practices. Personal information is defined broadly under PIPEDA as any information about an identifiable
individual, such as their name, address, email, phone number, date of birth, social insurance number, driver’s
license, or blood type. PIPEDA also covers sensitive data, such as an individual's ethnic origin, social status, and
personal health information (Office of the Privacy Commissioner of Canada, 2022).

An HR professional has extraordinary access to a precious asset: employees’ personal information. HR
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professionals must treat such information with care. Here are a few recommendations from the OPC to be
aware of during recruitment and selection.

(%: What do you think? W

HR should develop clear policies for employees regarding computer and internet use. Do you

expect privacy if you use a workplace computer for personal business?

\ S

The OPC Knows What Can Go Wrong

The OPC has seen all too often what can happen when personal information doesn't get the respect it
needs. These tips, all based on real-life events, will help you treat all employees’ information with integrity and
professionalism.

( B

Tip: Avoid emailing sensitive information to groups.

What can go wrong? Information was sent to a large group of job applicants whose addresses were
accidentally put in the cc field rather than the bcc field, which violated their privacy.

Tip: Avoid sending sensitive information electronically. If you don't have a choice,
make sure the message is checked carefully before it is sent.

What can go wrong? A manager’s skills assessment was mistakenly sent electronically to 321 people in
her organization.

Tip: When interviewing prospective staff, have applicants sign separate sheets to
enter the building. Better yet, hold interviews in different buildings.

What can go wrong? When applicants signed in for an interview, they saw the names of all other
applicants because everyone had signed the same form.

Tip: Set up restrictions or logging mechanisms for people to access data banks.

What can go wrong? Hundreds of employees had access to others’ sensitive personal information.

52 | 3.5 Pay Equity Act & Privacy Act



Tip: Do not include an employee’s address on a form to be signed by the
employee’s supervisor.

What can go wrong? Someone in power accessed an employee’s home address, which could
compromise the employee’s safety and security.

“5.3 The Law and Recruitment and Selection” from Human Resources Management — 3rd Edition by Debra
Patterson is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
License, except where otherwise noted.—Modifications: Used section Pay Equity Act.
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3.6 Legal Concepts in Recruitment and
Selection

Discrimination and the Law

The Canadian Human Rights Commission defines discrimination as an action or a decision that treats a person
or a group detrimentally for their race, age, or disability. These reasons, also called grounds, are protected
(Canadian Human Rights Commission, n.d.).

This is important as HR managers are responsible for making decisions about employees (e.g., hiring,
evaluating, promoting, terminating, etc). Thus, they require a thorough understanding of how discrimination
can occur in the workplace. We explain the two fundamental mechanisms by which discrimination can
manifest: direct and indirect (systemic) and additional nuances regarding discrimination.

Direct Discrimination

Direct discrimination occurs when a decision is made based on one of the categories protected by the
legislation. This form of discrimination is blatant and illegal.

A job posting states, “Only candidates under 30 need apply.” — Age discrimination.

A hiring manager says to a candidate, “We don't think our conservative clients would be comfortable working
with someone like you.” - Sexual Orientation discrimination.

As part of recruitment and selection, no statement may be made in advertising a job prohibiting or restricting
members of a protected group from seeking that job. Application forms and interviews are also potential
sources of discrimination. Sometimes, the information sought during interviews is irrelevant to the job and may
let discriminatory elements affect the selection process.

Examples of Discriminatory Questions

As you already know, many interview questions would be considered discriminatory. Here are some
examples:

1. National origin.You cannot ask seemingly innocent questions like, “That’'s a beautiful name. Where is

your family from?” This could indicate national origin, which could result in bias. You cannot ask
citizenship questions except if a candidate is legally allowed to work in Canada.
2. Marital status.You can't ask direct questions about marital status or children’s ages. An alternative may
be to ask, “Do you have any restrictions on your ability to travel since this job requires 50 percent
travel?”
3. Disabilities.You may not directly ask if the person has disabilities or recent ilinesses. You can ask if the
candidate can perform the job functions with or without reasonable accommodations.
4. Personal questions. Avoid asking personal questions, such as questions about social organizations or
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clubs, unless they relate to the job.

Photo by Sebastian Herrmann, Unsplash License
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Table 3.7.1 - Helpful Interview Guidelines for Selecting Job Candidates (Canadian Human Rights Commission, 2007).
Used under Fair Dealing for Educational Purposes (Canada).

about the name change: whether it was

Ask after selection if needed
to check on previously held

Name changed by court order, marriage, or - :
2 ! jobs or educational
other reason for the maiden name credentials
Ask for the place and
Address for addresses outside of Canada duration of the current or
recent address
. 5 If precise age is required
. o . Ask applicants if they are fofbenefit%lans oqr other
Age for birth certificates, baptismal records, eligible to work under legitimate purposes, it
or about age in general %asrgﬁglgiaonnfws regarding age can be determined after
selection
During the interview or
males or females to fill in different Ask the apolicant if the after selection, the
Sex applications about pregnancy, attendanggre Ul applicant, for purposes of
childbearing plans, or childcare can be met q courtesy, may be asked
arrangements which of Dr., Mr., Mrs,,
Miss, or Ms. is preferred
Ask whether any
whether the applicant is single, Cl:g\l/‘lenr:ts'[tahgcfsrrr?l?emcon
married, divorced, engaged, separated, If transfer or travel is part of gf R — se?vice
Marital widowed, or living common-law, the job, the applicant can be commitment
Status whether the applicant's spouse may be asked whether he or she can Information o.n
transferred about the spouse'’s meet these requirements dependents can be
employment determined after
selection if necessary
n . Contacts for emergencies
Ask if the applicant would be and details on
Family about the number of children or able to work the required dependents can be
Status dependents’ childcare arrangements hours and, where applicable, pena
: determined after
overtime :
selection
Since those who are entitled
to work in Canada must be
National or about birthplace, nationality of citizens, permanent Documentation of
Ethnic ancestors, spouse, or other relatives, residents, or holders of valid eligibility to work (papers,
Origin whether born in Canada for proof of work permits, applicants can visas, etc.) can be
9 citizenship be asked whether they are requested after selection
legally entitled to work in
Canada
Inquire about Canadian
G 17 about military service in other countries s
Service Y law gives veterans
employment preference.
n n Testing or scoring
Ask if the applicant g applicants for language
about mother tongue where language understands, reads, writes, or 1 :
Language a : proficiency is not
skills were obtained speaks the languages ermitted unless
required for the job o
job-related
Race or any question related to race or colour,
Colour including colour of eyes, skin or hair

56 | 3.6 Legal Concepts in Recruitment and Selection



for photo to be attached to applications

Photos for security passes

Photographs or sent to the interviewer before the or company files can be
interview taken after selection
whether the applicant will work a Reasonable
specific religious holiday about religious Explain the required work accommodation of an

Religion affiliation, church membership, shift, asking whether such a ralevecs rEisious

9 frequency of church attendance for schedule poses problems for beliréfsyis the er% s
references from clergy or religious the applicant pioy
duty
leader
Height and No inquiry unless there is evidence they
Weight are genuine occupational requirements
The employer should: ) o
A disability is only
Disclose any information on relevant to job ability if it:
for a list of all disabilities, limitations or medically related
health problems, whether the applicant Lea?f;'?ﬁ%%néfggﬂiﬁﬁiards g?(;%zﬁ;so;g?ﬁ:fsety or
i e il of uses ehugs winsiher s process prevents the applicant

Disability applicant has ever received psychiatric then ask whether the from safe and adequate
care or been hospitalized for emotional applicant has any condition job performance even
issues, whether the applicant has t'?)aﬁthcu'g aifﬁct_ hk'js or her when rgasonable efforts

. i g ability to do the job, are made to
received worker’'s compensation preferably during a TR e
pre-employment medical disability
examination
whether the applicant is currently &iﬂﬁigéﬂpﬁ;?géggi Offers of employment

Medical under a physician’s care name or family and only if an employee’s can be made conditional

Information doctp(, whether the applicant is condition is related to job on succe;sful completion
receiving counselling or therapy duties of a medical exam
whether the applicant has ever been If bonding is a iob Inquiries about criminal

Pardoned convicted, whether the applicant has - uiremgent aJsk Y - records or convictions are

Conviction ever been arrested, whether the thg a Iican{ S aliqible discouraged unless
applicant has a criminal record PP 9 related to job duties

Contacts for emergencies

Sexual and details on

Orientation

References

about the applicant’s sexual orientation

The same restrictions apply to
guestions asked of applicants when
asking for employment references.

Indirect (or Adverse Effect) Discrimination

dependents can be
determined after
selection.

Indirect discrimination occurs when a criterion or practice has an unintended, negative impact on protected
group members. The critical distinction here is that a policy or practice that appears neutral may disadvantage
a protected group. This form of discrimination is much more subtle than direct discrimination; it is usually not
intended.
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Examples of Indirect Discrimination in Canada

Recruiting primarily through employee referrals or alumni networks from certain universities can
indirectly exclude candidates from diverse backgrounds who do not have access to these networks.
A job requires candidates to have lived in Canada for a certain number of years, which could
disadvantage recent immigrants who are otherwise qualified for the position.

A job description includes a height or weight requirement that is not essential for job performance,
potentially disadvantaging women or certain ethnic groups who may have different average physical

characteristics.

Al

Photo by sarah b, Unsplash License

Adverse Impact

The concept of adverse impact is closely related to adverse effect discrimination. An adverse impact is a
substantially lower selection rate for a protected group in hiring, promotion, or other employment decisions
than that of the comparator group.

We can guantitatively evaluate discrimination in our selection practices using the four-fifths or 80 percent rule.
The rule states that a selection rate for any race, sex, or ethnic group less than four-fifths of the rate for the
group with the highest rate could be regarded as an adverse impact.Adverse impact refers to employment
practices that may appear neutral but have a discriminatory effect on a protected group. For example, assume
100 women and 500 men applied to be firefighters. Let’'s say 20 of those women were hired, and 250 men were
employed. To determine adverse impact based on the four-fifths rule, calculate the following:

The selection rate for women: 20 percent

The selection rate for men: 50 percent
Then divide the highest selection rate: 0.20 + 0.50 = 0.4
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As 0.4, or 40 percent, is less than four-fifths, there may be an adverse impact on the selection process for
firefighters.

4 O

The four-fifths rule is a way of measuring adverse impact in the selection processes of organizations.
It works like this: assume your organization requires a cognitive test for employment. You set a test
score of 70 as the rate of pass needed for the candidate to be considered for an interview. Based on
our numbers, if 50 percent of men passed this test with a score of 70, then one would expect
four-fifths of this rate — 40 percent — of women should also be able to pass the test. You might
calculate it like this:

Total who took the Percent

Gender Total who scored 70 or above test passed
Male 52 62 84%
Female 36 58 62%

If you divide the total of males who scored above 70 by the total number who took the test, it shows
the percentage of 84 percent who passed the test. If you divide the number of females who passed
by the total number who took the test, you come up with 62 percent. Then divide 62 percent by 84
percent (62+84 = 73.8%). The resulting 74 percent means that it is below the 80 percent or the
four-fifths rule, and this test could be considered to have a disparate impact.

52+62 = 84% of males who took the test passed the test
36+58 = 62% of females who took the test passed the test

62+84 =73.8%, less than 80%, which could show disparate impact

\ /

“HRM and The Law” from Human Resources Management — Canadian Edition by Stéphane Brutus and Nora
Baronian is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
License, except where otherwise noted.—Modifications: Used section Discrimination and the Law, edited; Used
section Direct Discrimination, edited, changed examples, added examples; Used section Indirect (systemic)
Discrimination, edited, changed examples, added examples.

“Selection” from Human Resource Management by Saylor Academy is licensed under a Creative Commons
Attribution-NonCommercial-ShareAlike 3.0 License, except where otherwise noted.—Modifications: Used
section Chapter Case, first example only.

“3.2 Diversity Plans” frorn Human Resource Management by the University of Minnesota is licensed under a
Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License, except where otherwise
noted.—Modifications: Used section Recruitment and Selection, 4/5ths Rule.
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3.7 Bona Fide Occupational
Requirement (BFOR)

In some cases, workplace discrimination is not unlawful. Suppose organizations can objectively justify using
criteria by showing business necessity and job relatedness or by claiming bona fide occupational qualification
(BFOQ). In that case, the requirements can be used, even if it leads to discrimination.

Bona fide occupational requirements area justifiable reason for direct discrimination. The term ‘bona fide’ is
a Latin word that means ‘in good faith’ or ‘genuine’. This clause allows organizations to use the prohibited
categories to make decisions overtly.

For example, requiring Catholic school teachers to be Catholic is deemed acceptable (discrimination
based on religion).

When a person’s disability, gender or other protected attribute prevents him or her from performing a job’s
essential duties, refusing to employ that person is not discriminatory. Airlines are allowed to have a mandatory
retirement age for pilots for safety reasons. The International Civil Aviation Authority has set the international
mandatory retirement age at 65 (age discrimination). However, before judging whether a person can perform
the essential requirements of a position, steps must be taken to ensure that all barriers to participation for
people protected under human rights law are eliminated from selection, training and promotion standards
and practices. Employers must ensure they build accommodation into their policies and practices as far as
possible and up to the point of undue hardship (explained below). This is why examples of legitimate BFORs
are relatively rare and relate to unique situations. They also raise questions as to which aspects of the job are
genuine. Questions like these are often debated in court because they are not black and white.

Duty to Accommodate

The OHRC places an additional responsibility on organizations regarding discrimination: the duty to
accommodate. Employers and service providers must adjust rules, policies or practices to enable individuals to
participate fully. The duty to accommodate means that sometimes it is necessary to treat someone differently
to prevent or reduce discrimination, which is especially true when it comes to physical disabilities. For example,
if an employee has a speech impairment, they don’'t need to answer the phone. An employer can eliminate this
as a duty for the individual; instead, they can do filing for their coworkers.

Another example is an employee who may be absent for a day or two during the week to receive dialysis. An
employer can accommodate them by agreeing to a weekly 3-day work contract, or the employee could decide
to make up the hours on weekends or work from home. In most cases, the duty to accommodate may require
the employer to change or adjust how things are usually done to meet the needs of individuals with disabilities.

At this point, it is essential to note that the duty to accommodate employers is limited. The law stipulates that
an employer has to accommmodate employees up to the point ofundue hardship.
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The Code prescribes three considerations when assessing whether an accommodation would cause undue
hardship:

Cost;

outside sources of funding, if any (an organization must consider any outside sources of funding it can
obtain to make the accommmodation); and

health and safety requirements, if any.

Policies and HRM

In addition to complying with the requirements mandated by law, every organization may have their own set
of unique policies. These policies can be set to ensure fairness (e.g., vacation policy above and beyond those
legally mandated), enhance effectiveness (e.g., internet usage policy), or reinforce the culture (e.g., dress code).
Some of the roles of HRM are to identify issues that can be addressed by implementing a policy that addresses
a range of topics, i.e., chronic delay to a lack of decorum in meetings. HRM, management and executives are all
involved in developing policies. Suppose the HRM professional recognizes the need for a new policy or change.
In that case, they will seek opinions on the policy, write it, and then communicate it to employees.

Workplace Harassment

The Occupational Health and Safety Act (OHSA) requires employers to develop policies and programs to
prevent and address workplace harassment and violence. As everyone should be able to work in a safe and
healthy workplace, HR managers must prepare a harassment policy and maintain a program to implement the
policy. The HR manager must also provide information and instructions to workers on the contents of the policy
and program.

Workplace harassment may include bullying, intimidating or offensive jokes or innuendos, displaying or
circulating offensive pictures or materials, or offensive or intimidating phone calls, emails, or other
communications. It also includes workplace sexual harassment, which is emotionally abusive and creates an
unhealthy, unproductive atmosphere in the workplace. Sexual harassment, like other forms of harassment,
happens across all genders and all sexual orientations.

Examples of sexual harassment

Invading personal space, asking for hugs or other unwanted physical contact
Suggestive remarks, sexual jokes or compromising invitations
Visual displays of sexual or suggestive image
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“Discrimination in Organizations” fromm Human Resources Management — Canadian Edition by Stéphane Brutus
and Nora Baronian is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0
International License, except where otherwise noted.—Modifications: Used sections Bona Fide Occupational
Qualification & Duty to accommodate, edited; Added introduction.
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3.8 The Concept of Job Relatedness

Recruiting employees can be considered a passive process that does not directly involve making decisions
about people. A job is posted, and applicants apply. It seems simple, but your ‘ad’ must accurately reflect the
job requirements and the candidate. Specifying the desired knowledge, skills, abilities, and other characteristics
(KSAOs) impilicitly can exclude potential applicants. If some criteria may affect some of the protected categories,
these criteria must be demonstrated to be job-related.

The concept of job relatedness refers to the requirement that employment decisions be based on the
requirements of a position. The criteria for recruiting, selecting and hiring applicants must be directly tied to the
jobs performed. Jobs contain many elements, some essential to doing the job and others ideal or preferable but
not essential. A job analysis (Chapter 2) will distinguish between essential and non-essential duties. The critical
job requirements must be determined objectively, and HR managers should be able to show why a particular
task is important or non-essential to a job. Determining the necessary characteristics of a job is fundamental in
determining whether some employment decisions are discriminatory.

DEI

Diversity, Equity, and Inclusion (DEI) is relatively recent, becoming more widely recognized and used over the
past decade. Human Resources, an ever-evolving sector, has embraced DEI policies. HR professionals in Canada
understand that recruiting a diverse workforce is fundamental to the success of any modern organization.

Diversity refers to hiring people from all backgrounds
and demographics. This includes race, ethnicity,
gender, age, disability status, cultural background,
religion, and lifestyle.

Equity means ensuring everyone has access to equal
opportunities during the hiring process.

Inclusion refers to building a workplace culture where
employees feel welcomed, valued, and empowered.

Canadian companies strive for a diverse workforce, and HR

managers work hard to recruit, hire, develop, and retain “Employees Looking at a Notepad” by Ivan Samkov,

employees from different backgrounds. Pexels License
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In a job posting, organizations often include a diversity statement. Here are some examples:

(Company name) is fully committed to diversity and inclusion in our workplace. To support this, we
welcome diversity throughout our organization. For more information, please visit our diversity page.

(Company name) does not unlawfully discriminate based on race, colour, religion, marital status,
family status, physical or mental disability, sex, sexual orientation, or age in employment and
provides, upon request, reasonable accommodation, including auxiliary aids and services necessary
to afford individuals with disabilities an equal opportunity to employment.

\ /
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“5.2 The Law and Recruitment” from Introduction to Human Resource Management - First Canadian Edition by
Zelda Craig and College of New Caledonia is licensed under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where otherwise noted.—Modifications: Used examples of diversity
statements.

“5.3 The Law and Recruitment and Selection” from Human Resources Management — 3rd Edition by Debra
Patterson is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
License, except where otherwise noted.—Modifications: Used first paragraph.

“Discrimination in Organizations” frorm Human Resources Management — Canadian Edition by Stéphane Brutus
and Nora Baronian is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0
International License, except where otherwise noted.—Modifications: Used first two sentences of section The
concept of job relatedness.
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3.9 What is HR analytics?

While the HR Information System (HRIS) is responsible for collecting and organizing HR data,HR analytics is
analyzing this data to improve an organization’s workforce performance. The process can also be referred to as
talent, people, or workforce analytics.

HR analytics: HR analytics deals explicitly with the metrics
of the HR function, such as time to hire, training expense
per employee, and time until promotion. All these metrics
are managed exclusively by HR for HR use.

Data is at the base of HR analytics. The wealth of data
available to HR managers has increased exponentially in
the past few years. As a result of high-performance HRIS
and new technology such as employee tracking, HR
managers now have a great deal of information at their
disposal. Here is a list of the types of data that are
commonly collected in organizations:

Offer acceptance rate:The number of accepted formal job
offers (not verbal) divided by the total number of job offers
in a certain period. A higher rate (i.e. above 85%) indicates a
good ratio. If it is lower, data can be used to redefine the
company’s talent acquisition strategy.

Involuntary turnover rate:When an employee s
terminated, it is termed “involuntary.” The rate is calculated
by dividing the number of employees who left involuntarily
by the total number of employees in the organization. This
metric can be tied back to the recruitment strategy and

used to develop a plan to improve the quality of hires,

which may reduce involuntary turnover. “Person Writing on a Piece of Paper Next to a

Computer Monitor” by Jakub Zerdzicki, Unsplash
Time to fill: The number of days between advertising a job License
opening and hiring someone to fill that position. By
measuring the time to fill, recruiters can alter their recruitment strategy to identify areas where the most time

is spent.

Time to hire:The number of days between approaching a candidate and the candidate’s acceptance of the job
offer. Like time to fill, data-driven analysis of time to hire can benefit recruiters and help them improve the
candidate experience to reduce this time.

Analytics and the Law

The sort of data collection that HR analytics uses is governed heavily by compliance laws. Some legal
considerations to keep in mind when implementing an HR analytics solution are:

1. Employee privacy and anonymity
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Consent from employees about the amount and type of data being collected

Establishing the goal of data collection and informing employees accordingly

IT security when using third-party software to run HR analytics

Location of the HR analytics vendor — with whom the data will be stored — and their compliance with local

AW

laws.

Recruitment and Selection and Legislation

The society in which we live is constantly evolving. As the values we share collectively change, so do the rules
and regulations. As the legal environment of HRM changes, the HR professional must always be aware of these
changes and communicate them to the organization and its employees.

“2.8 HR Analytics” frorm Human Resources Management — 3rd Edition by Debra Patterson is licensed under a
Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License, except where otherwise
noted.—Modifications: Edited down to Recruitment & Selection specific elements.
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3.10 Key Terms

Key Terms

Disabilities: Physical or mental conditions that limit a person’s movements, senses, or activities.
33

Discrimination: unjust or prejudicial treatment of different categories of people, primarily based
on race, age, or sex. 3.6

Diversity: The state of having various people from various backgrounds and identities in a group
or organization. 3.3

Employment Equity Plan: A strategy or policy designed to promote equal opportunity and fair
treatment in employment by eliminating discrimination. 3.3

Employment standards: Regulations and laws governing the minimum acceptable conditions of
employment, including hours of work, wages, and occupational health and safety. 3.4

Equal opportunity: The principle of treating all people equally, without discrimination, especially
in employment, education, and access to public services. 3.3

Equity programs: Initiatives and policies promoting fairness and inclusion within organizations
and institutions. 3.3

Fair treatment: The impartial and just treatment of all people without favouritism or
discrimination. 3.1

HR Analytics: Applying data analysis techniques to human resources data to improve workforce
decisions and outcomes. 3.9

Involuntary Turnover Rate: The percentage of employees who leave an organization due to
factors beyond their control, such as layoffs or termination. 3.9

Offer Acceptance Rate: The percentage of job offers accepted by candidates. 3.9

Pay Equity Act: Legislation aimed at ensuring that employees are paid equally for work of equal
value, regardless of gender. 3.5

Personal Questions: Inquiries into private aspects of an individual’s life, which may be considered
inappropriate or intrusive in a professional context. 3.6

Time To Fill: The amount of time it takes to fill a job vacancy from the date the job is posted to the
date a candidate accepts the offer. 3.9

Time To Hire: The duration from when a candidate first applies for a job until they accept the job
offer. 3.9
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3.11 Chapter Summary

Key Takeaways

In Canada, human resource managers must thoroughly understand legal frameworks, similar to
lawyers or police officers, to ensure workplace processes comply with relevant legislation. This chapter
outlines vital legislation impacting recruitment and selection, including the Canadian Charter of Rights
and Freedoms, which guarantees fundamental rights such as freedom of expression, equality, and the
right to work anywhere in Canada. The Charter's anti-discrimination clause ensures all individuals are
treated with respect and equality, significantly shaping employment law and protecting against
discrimination based on race, gender, disability, and other factors.

The Canadian Human Rights Act (CHRA) prohibits discrimination in federally regulated sectors such as
banking and telecormmunications, providing mechanisms for complaint resolution through the
Canadian Human Rights Commission. The Employment Equity Act mandates employers to ensure fair
representation of women, Indigenous people, persons with disabilities, and racialized groups within
their organizations. Employers must develop and implement employment equity plans, regularly
reviewing and adjusting these plans to ensure progress. Additionally, the Canada Labour Code and the
Privacy Act govern various aspects of employment relations and personal information protection,
ensuring that HR practices uphold legal standards and respect individual rights.

OpenAl. (2024, July 30th). ChatGPT. [Large language model]. https://chat.openai.com/chat

Prompt: Create a summary of the chapter content in the attached file in no more than two paragraphs.

Knowledge Check

This interactive content can be found in Chapter Knowledge Checks — Text Only at the end of this book.
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4.0 Learning Objectives

Learning Objectives

Discuss the importance of recruitment as the first step in the selection process.

Analyze the process of forecasting future hiring needs.

Outline the steps of an HR plan.

Identify the key components of a recruitment plan.

Compare and contrast internal and external recruitment methods, including their advantages
and disadvantages.

Discuss how to attract job applicants.

Explain the importance of person-organization fit.
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4.1 Introduction

Recruitment is the first step in the selection process. Recruitmentis a process that provides an organization
with a pool of qualified job candidates (an applicant pool). Recruitment is an essential responsibility of the HR
manager. Knowing how many people to hire, what skills they should possess, and hiring them when the time is
right are significant challenges in recruiting—hiring individuals with the skills to do the job but also the attitude,

personality, and fit can be a big challenge.

The Importance of Forecasting HR Supply and Demand

Before recruiting, companies must forecast to predict future hiring (or firing) needs and labour market trends.
This is the 3-step process summarized below.

Determine the current human
resources within the M
organization O

Project the human resources
required to fulfill the

organization's mission and
goals

Evaluate the discrepancy
between the current and
required human resources

Figure 4.1.1 “3 Step Process: Forecasting” by Davin Chiupka CC BY-NC-SA 4.0

Image Description
Each step is enclosed in a rounded rectangle, emphasizing a professional process flow.
Box 1: “Determine the current human resources within the organization” with a checklist icon.

Box 2 “Project the human resources required to fulfill the organization’s mission and goals” with an upward

trending graph icon.

Box 3: “Evaluate the discrepancy between the current and required human resources” with a scale icon.
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Forecasting Example

Canada’s Wonderland Amusement Park might determine that it needs 100 new employees to handle an

anticipated visitor surge. Cora restaurant is short-staffed by a dozen workers because of an unexpected
increase in reservations.

“Drone Aerial of Canada’s Wonderland” by Lucas T
Photo, CC BY 2.0

After calculating the disparity between supply and demand, HR managers must draw plans to balance the two
numbers. If the demand for labour is greater than the supply, this can either interfere with your production/
service levels or increase your costs. Examples of these costs are hiring temporary workers at higher costs
than anticipated, including temp agency charges, encouraging current workers to put in extra overtime,
subcontracting work to other suppliers, or developing and introducing labour-saving initiatives.

If the supply exceeds the demand, it will impact your organization’s profitability. You may have to deal with
overstaffing by not replacing workers who leave, encouraging early retirements, temporarily laying off workers,
or (as a last resort) firing workers, which will negatively impact morale.

Once the forecasting data is gathered and analyzed, an HR professional can see where gaps exist and then
recruit individuals with the right skills, education, and backgrounds to fill those gaps!

“The Recruitment Process” from Introduction to Human Resource Management — First Canadian Edition by
Zelda Craig and College of New Caledonia is licensed under a Creative Commons Attribution-NonCommercial-
ShareAlike 4.0 International License, except where otherwise noted.—Modifications: Used first paragraph,
edited.

“12 Managing Human Resources” from Human Resources Management — Canadian Edition by Stéphane Brutus
and Nora Baronian is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0
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International License, except where otherwise noted.—Modifications: Used section HR Supply and demand
forecasting, edited; Added HR specific content; Changed to Canadian example.
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4.2 Human Resource Planning

Human resource planning is developing a plan for satisfying an organization’s staffing needs. A strategic HR
plan lays out the steps that your organization will take to ensure that it has the right number of employees with
the right skills your organization needs to accomplish its goals.

a N

A human resource plan answers the following questions:

What work needs to be done?

How many people do we need to employ?

What skills and experience are necessary to do this work?

What skills gaps need to be filled (and are there any areas of redundancies)?

HR plans can encompass the entire company or apply to smaller teams, departments, and
individual projects (Lucidchart, n.d.)

(S %

A human resource plan comprises six main steps:

1. Evaluate the goals of the organization. What is the organization'’s plan for growth? Does it need personnel
to staff a new office or retail location? Is it hoping to multiply the size of its sales force to support a
significant sales push? Does it intend to offer additional customer service or internal support to boost
customer satisfaction?

2. Identify the factors that might affect the HR plan. Anything that might affect the plan, including those
over the organization, has little control. Large and small companies should examine information from local
business publications and industry associations to predict possible developments in the market. That can
include new businesses or larger employers increasing their hiring or laying off employees.

3. Establish the current talent landscape. Keeping the organization’s objectives in mind, there is a need for a
complete picture of the current workforce. A detailed company organizational chart can illustrate each
organization member’s jobs, skills, and competencies.

4. Forecasting future staffing needs — Trend Analysis. Many factors need to be accounted for when looking
ahead to future needs: turnover rate, investments in new technology, the economy, the unemployment
rate, and the competition (poaching) can all influence the ability to achieve one’s staffing goals.
Performing a trend analysis based on historical data is an effective way to forecast labour needs.

5. Conduct a gap analysis. The difference between your future needs and the current landscape becomes
the target to meet for your recruitment process.

6. Develop a recruitment plan. Recruitment is the end product of human resource planning.

“Managing Human Resources” and “The Recruitment Process” fromm Human Resources Management —
Canadian Edition by Stéphane Brutus and Nora Baronian is licensed under a Creative Commons Attribution-
NonCommercial-ShareAlike 4.0 International License, except where otherwise noted.—Modifications: Used
second paragraph of section Human Resource planning, edited; Used section 1.7 Staffing plan, edited.
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4.3 Trend Analysis

Trend analysis examines past employment levels against selected business variables to predict future staffing
requirements. Trend analysis works well for established businesses with several years under their belt. Trend
analysis uses historical data (i.e., experience to inform future needs. To perform this analysis, an HR manager will
select the factor(s) that significantly influence labour levels and chart them for four to five years. The current
period’s headcount is used with the historical data to determine a ratio for future staffing needs. This method is
only an estimate since employment levels rarely depend solely on the passage of time.

Trend Analysis Example

A shipping company wants to determine how many employees it will need for the upcoming moving
season. According to historical records, it uses sales, and according to historical records, it requires three
movers for every $5,000 in sales. When the strategic plan calls for average weekly sales of $50,000 during

the holiday shopping season, HR can predict a 30-employee staffing requirement.

T >
“Movers” by Ben Baligad, CC
BY 2.0

“The Recruitment Process” from Human Resources Management — Canadian Edition by Stéphane Brutus and
Nora Baronian is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
License, except where otherwise noted.—Modifications: Used section 1.2 Trend analysis, removed second
example.
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4.4 Development of a Recruitment Plan

Armed with information on the number of new employees to be hired and the types of positions to be filled,

the HR manager then develops a recruitment plan, which is the company’s strategy for recruiting potential

employees. A recruitment plan includes information to guide each step of the recruitment process. It should

focus on the most important elements of connecting with and hiring the applicant who best matches the

organization’s needs. Use a consistent outline to compile various information about each open position.

/

\_

A basic recruitment plan should include the following information:

Review the job description for the position.

Details about filling the role. Explain how many people you plan to hire to fill the positions and
whether they'll be part-time, full-time or contract employees.

Set a recruiting budget.

Create a recruiting budget. This helps you choose your sourcing methods wisely and plan
other cost-effective recruiting steps.

Establish Timelines. Create a timeline for completing each step in the hiring process, including
when you will conduct interviews and the deadline for making a final decision.

Develop a profile of an ‘ideal’ candidate. Describe the traits of your ideal candidate and the
type of applicant pool you're seeking. Consider the most important qualifications for each
position and research what level of education or experience best matches the company's
needs.

Identify recruitment methods: Determine if recruitme<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>