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Chapter 6/Managing Personnel

[p.109] “Employees represent the most important asset of any organization.”
Force field analysis – a management theory that considers driving and restraining forces as variables that impact effectiveness; this tool helps managers properly diagnose their environment.

Driving forces – positive forces such as increased earnings, praise from a supervisor & competition

Restraining forces – inhibit driving forces; include employee apathy, hostility, and outdated equipment

Most of the time, the General Manager reviews and approves personnel recommendations made by department heads

Hiring Process involves several avenues of recruitment:

· Internal

· Career & job fairs

· Unsolicited applications

· Advertising

· Employment agencies

· Consultants/headhunters

· Colleges, universities, educational outlets

· Word of mouth (networking is a common practice)

· Internships

[p.113] “Diversity is a critical, overarching component related to hiring.  The workforce must reflect the local community in regards to opportunities for women and people of color.” 
[p.113] “Increasingly, companies are conducting background and credit checks, as well as searching social networking sites…for information on individuals they are considering hiring.  Be very careful what types of photos and other information you post on the Web; you don’t want to lose a job or an interview because of what could be deemed by a potential employer as unprofessional behavior or immaturity.”
· [p.114-review Table 6-1: A Few Common Interview Questions]
New hires should undergo an orientation process to introduce them to company policies and other personnel.  Many companies require signed payola/plugola statements.

The supervisor or department head, as part of each employee’s growth & development should conduct performance reviews annually.  They allow employers to identify areas of employee strength or weakness and allow employees to give candid feedback.  Performance reviews are the basis for pay increases & promotion.

Promotion – critical to advancement in the electronic media; many people move market to market to achieve it.

Downsizing – eliminating personnel or assigning more responsibilities to remaining workers

Outsourcing – hiring an outside company to handle specific functions (engineering…web design…custodial work)

Termination – a general manager’s ultimate disciplinary tool when employee behavior remains unchanged; employee handbooks should spell out expected behavior and the consequences (for things like illegal substance usage, crimes resulting in a felony charge, showing up late, excessive absences, not following instructions, contributing to a hostile workplace, working for another company without permission)

Termination often follows consolidation; other factors might include a ratings drop or changes in the economy

Job sharing – two part-time workers each work 20 hours a week in the same job at different times; saves the company the expense of full-time benefits

Federal hiring regulations:

· EEO – Equal Employment Opportunity guidelines established by FCC require electronic media to provide equal opportunities to all qualified applicants without regard to race, color, gender, religion or national origin; information about full time job openings must also be provided to any institution requesting it in writing; info can be sent by e-mail, snail mail, FAX

· Broadcasters must complete 2 or 4 (depending on market size) recruitment initiatives within a two-year period (job fairs, scholarships, internships) to inform the public about employment opportunities

· By law companies can’t ask about age, race, religion or sexual orientation during the interview process; once a person is hired some of those questions are fair game

· U.S. Equal Employment Opportunity Commission (EEOC) maintains guidelines about what constitutes sexual harassment on the job including unwanted sexual advances, requests for sexual favors, and verbal or physical conduct of a sexual nature (companies can be held liable for monetary damages even if employee suffers no harm; companies can be held liable for the acts of its supervisory personnel unless it can demonstrate immediate corrective action)

· Fair Labor Standards Act – requires payment of federal minimum wage

· National Labor Relations Act – workers have a right to organize & engage in collective bargaining

· Age Discrimination in Employment Act – no discrimination against workers between the ages of 40-70

· Equal Pay Act – all employees with similar skills & qualifications must be paid the same wage

· Americans With Disabilities Act – prohibits discrimination against qualified individuals and requires employers to make reasonable accommodations

· Family and Medical Leave Act – companies with 50 or more workers must provide up to 12 weeks unpaid leave annually to an employee can care for family members; job must be held without loss of benefits or seniority

Flattening – a phenomenon that describes how some companies no longer subscribe to the traditional, top-down hierarchical form of management structure.
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