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Course Description

Attracting and retaining the best employees is a herculean task, perhaps the most demanding one for
today's manager. The Human Resources Guidebook can be a valuable resource for the manager who
needs a thorough knowledge of all issues relating to employees. The course describes how to plan for
the appropriate staffing and skill levels, as well as how to design jobs and tailor recruiting campaigns
to attract the correct types of candidates. There is extensive coverage of employee development,
including career development, training programs, and succession planning. It also notes the many
types of compensation and benefits, as well as their tax implications, and finishes with coverage of
legal issues, including discrimination, related laws, and records management requirements. In
essence, the Human Resources Guidebook is the one-stop source for anyone who wants to develop a
more effective human resources capability.
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Final exam (online): Ninety-five questions (multiple-choice).
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Subject Codes/Field of Study
NASBA (CPA): Personnel/HR

Course Level, Prerequisites, and Advance Preparation Requirements
Program level: Overview

Prerequisites: None

Advance Preparation: None

Instructions for Taking This Course

Log in to your secure account at www.bhfe.com. Go to "My Account.”

You must complete this course within one year of purchase (If the course is “Ex-
pired,” contact us and we will add the latest edition of the course to your account (no
charge).

To retain the course-PDF after completion (for future reference) and to enable
enhanced navigation: From “My Account,” Download and save the course-PDF to
your computer. This will enable the search function (Menu: Edit>Find) and book-
marks (icon on left side of document window).

Complete the course by following the learning objectives listed for the course,
studying the text, and, if included, studying the review questions at the end of each
major section (or at the end of the course).

Once you have completed studying the course and you are confident that the
learning objectives have been met, answer the final exam questions (online).

Instructions for Taking the Online Exam

Log in to your secure account at www.bhfe.com. Go to "My Account.”

A passing grade of at least 70% is required on the exam for this course.

You will have three attempts to pass the exam (call or email us after three
unsuccessful attempts for instructions).

The exam is not timed, and it does not need to be completed in one session.

For a printed copy of the exam questions, open the exam and press "Print Exam."
Once you pass the exam, the results (correct/incorrect answers) and certificate of
completion appear in "My Account.” A confirmation email is also sent.

CFP Board and IRS credit hours, if applicable, are reported on Tuesdays and at the
end of the month.

Have a question? Call us at 800-588-7039 or email us at contact@bhfe.com.

Learning Objectives

Cite the circumstances under which shared services can be used in human resources.
Specify the uses to which job rotation can be put, as well as the best utilization
system for dealing with top talent.

Identify the uses of job descriptions, and how they are compiled.

Specify the factors that must be incorporated into workforce planning.

Recall the human resources planning response to a decline in sales.

Cite the tools used to recruit for job candidates, as well as to avoid the need for
recruiting.

State the techniques used to locate those job applicants that are the best fit for a
position.

Recall the ways to avoid discrimination claims arising from an interview.
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Specify the effects that can skew an interviewer in favor of a particular candidate.
Identify the methods available for rapidly assimilating new employees.

Identify the techniques available for improving the work environment, as well as
their advantages and disadvantages.

Specify the content of a personal development plan.

Cite the characteristics of a person on the leadership track.

Specify the role of succession plan administration.

Identify the techniques used to improve the effectiveness of training.

Define the types of ranking systems used in performance evaluation.

State the objectives associated with terminating employment.

Recall the topics covered with an employee when he or she is terminated.

Cite how compensation positioning is used to set compensation levels.

Specify the compensation problems associated with the piece rate system.

Recall the nature of the compensation issues for an exempt employee.

Identify the tax issues associated with employee benefits.

Identify the nature of a defined contribution retirement plan.

Recall the characteristics of phantom stock.

Specify the criteria for determining the status of a contractor.

Recall the actions that can be taken to manage an unemployment experience rating.
Specify the issues associated with a use it or lose it provision for earned vacation
time.

Identify the different types of working condition benefits.

Specify the negative effects of cutting compensation and shifting benefits costs to
employees.

Specify the methods used to compile the various labor-related budgets, and the uses
of each budget.

Identify when certain payroll-related taxes are more likely to be recognized during a
calendar year.

State the reasons why employees might want to join a union, and the process flow of
the union certification process.

Specify the filing process for an unfair labor practice claim.

Recall the management role for the industrial relations staff.

Identify the protected classes under anti-discrimination laws.

Cite the roles of the federal agencies tasked with monitoring discrimination and
affirmative action issues.

Identify the laws governing discrimination and the availability of insurance coverage
for terminated employees.

Specify the situations in which various human resources metrics should be used.
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 carcer 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
December 2024
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