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year. 
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• Specify the filing process for an unfair labor practice claim. 
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• Define the types of record keeping needed to document equal employment and other federal laws. 
• Identify the types of documentation used for the different types of warnings. 
• Recall the methods used to prevent unauthorized access to personnel records. 
• Specify the methods available for destroying personnel records. 
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Preface 
Having a productive workforce is a major goal of most organizations. This goal is most readily achieved 
through a variety of human resources activities. The Human Resources Guidebook describes the many 
topics that fall under the umbrella of human resources, revealing how to search for and select the most 
qualified job candidates, enhance relations with employees, provide career development advice and 
training, and control compensation and benefit costs. Other topics include dealing with labor unions, 
budgeting, discrimination, performance measurements, and records management. 

In Chapters 1 through 4, we cover the planning components of human resources, which encompass 
strategy, workforce planning, and job analysis. Chapters 5 and 6 then address the ways in which job 
applicants are recruited, tested, evaluated, and offered positions. In Chapters 7 through 11, we describe 
ways to improve employees through assimilation practices, enhancements to the work environment, 
career development planning, training, and succession planning. Chapters 12 and 13 then cover the 
evaluation of employees, including the considerations involved in employee terminations. A major 
section is Chapters 14 through 17, where we delve into employee costs, including compensation, benefits, 
cost reduction concepts, and budgeting. Finally, the book addresses a number of legal and administrative 
subjects in Chapters 18 through 22, including labor unions, discrimination, metrics, and records 
management. 

The answers to many questions about human resources can be found in the following chapters, 
including: 

• What type of organizational structure should be applied to a business? 
• How do I conduct a job analysis? 
• How should I conduct an interview? 
• What steps can be taken to assimilate new employees into the company? 
• What are the key aspects of a mentoring relationship? 
• How does succession planning work? 
• What types of performance appraisal methods are available? 
• What are the types of employee benefits? 
• How can I reduce the cost of human resources? 
• What types of discrimination issues should I be aware of? 

The Human Resources Guidebook is designed for both professionals and students. Professionals can use it 
as a reference for managing human resources activities, while it provides students with an overview of the 
entire topic. Given its complete coverage of human resources, the Human Resources Guidebook may earn 
a permanent place on your book shelf. 
 

Centennial, Colorado 
January 2019 
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