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360-degree assessment, 266
401(k) plan, 195, 196
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ability test, 98
ACA (American Compensation
Association), 172
accurate resume, 94
action word, 72
active listening, 105, 109
ad, job, 71-76
ADA. See Americans with Disabilities Act
address, applicant, 89, 114
administration, of benefits, 192, 204-206
ADR (alternative dispute resolution), 299
Advanced Personnel Systems (Web site), 22
affinity group, 211
age
application creation, 89
employee diversity, 14
interview questions, 112, 114
legislation, 33, 178, 335
Age Discrimination in Employment Act
(1967), 178, 335
agenda, orientation, 151, 152
alignment. See onboarding process
alternate work arrangement, 212-216
alternative dispute resolution (ADR), 299
American Compensation Association
(ACA), 172
American Management Association, 333
American Society for Training and
Development (ASTD), 328, 334
American Staffing Association, 332
Americans with Disabilities Act (ADA; 1990)
compensation issues, 178
overview, 29, 336
Web site, 326-327
America’s Job Bank (Web site), 86

anger, 310
annual bonus, 179
Anti-Kickback Act (1948), 178
anxiety, 146-148
applicant, job
evaluation, 91-92
interview savvy, 104
sample interview questions, 115-119
tracking system, 92
applicant selection. See also decision
making, for applicant selection
CD resources, 142
interview impressions, 123-124
observations, 124
offer extension, 137-142
overview, 121
regulatory issues, 121
system, 125-130
test results, 124
tools, 123-124
work history, 123
application, job
applicant evaluation process, 91-92
benefits, 88
creation, 88-90
direct recruitment, 85-86
EEO legislation, 87
effects of Internet, 88
importance, 87
internal hiring process, 69
resume review, 94-96
weighted, 90
aptitude testing, 98
Arab American, 26
arbitration, 299
assimilation. See onboarding process
attribute
applicant evaluation, 91
applicant selection decisions, 126,
128-130
competency model, 53-54
job description, 55, 56
at-will employment, 292-293
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audiovisual presentation, 150
autonomy, employee, 210, 221, 279
awareness of issues, 18
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baby boomer, 14
background check, 134-137
band, 174
Base Plan (fee-for-service plan), 191
base wage, 165
behavioral interviewing, 111
behaviorally anchored rating scale
(BARS), 263-264
belonging, sense of, 211
benchmarking salaries, 170
benefits. See also specific types
administration, 192, 204-206
CD resources, 206
challenges, 185
definition, 166
flexibility, 205
human resources manager’s role, 10
legislation, 31, 32, 33
management trends, 186-187
overview, 186
professional organizations, 331-332
regulatory issues, 187
required programs, 187-190
termination issues, 300-301
work-life balance, 209
workplace diversity, 15
bi-annual bonus, 179
Blanchard, Kenneth (One Minute Manager),
287
bleeding edge syndrome, 249
blind ad, 77
blog, 134, 322
bona fide occupational qualification
(BFOQ), 26
bonus
definition, 179
fairness, 182-183
overview, 165-166
principles, 178-179
signing, 140
types, 179
boot camp, 147
booth, job fair, 84

broadbanding, 174-175
bullet point, 158
burnout, 220-222
business savvy, 18, 320
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cafeteria benefits, 186
candidate management system, 92
carelessness, 95
cascading goals, 153-154
cash plan, 181
CD
contents, 341-345
system requirements, 339-340
troubleshooting, 345-346
CD course, 248
certification, 91, 328
checklist, new employee, 153
child care, 198-199
chronological resume, 93
citizenship, 113
Civil Rights Act (1991), 35
Civil Rights Acts (1964), 177
classified ad
overview, 77-78
writing tips, 71-73
classroom training, 245
cliff vesting, 197
cloning effect, 130
closed-ended question, 110
coaching, 155
COBRA (Consolidated Omnibus Budget
Reconciliation Act; 1985), 29-30, 336
code of conduct, 17, 292
cognitive test, 98
collective bargaining, 170-171
college degree, 16
college recruiting, 81-82
command-and-control style, 278
commission, 166
communication
benefits administration, 205
company handbook creation, 158
compensation system, 183-184
employee empowerment, 282
employee referrals, 83
employee surveys, 223
HR strategist tips, 322
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internal hiring, 68
job offer tips, 138, 140-141
layoff considerations, 306
new employee followup, 154
open houses, 84-85
performance appraisals, 270, 272
recruiter selection, 80, 81
reference checks, 133
reward system, 289
termination notice, 301
training trends, 239
unproductive onboarding, 145-146
work environment, 210
community event, 66
company
awareness of issues, 18
changing workplace, 12-13
introductory videos, 146, 150, 151
job ad information, 71-72
knowledge, 18, 148
representation in recruitment, 65-66, 76,
81, 84
roster, 148
staffing agency visit, 231
company handbook
creation, 157-160
new employee’s first week, 148-149
compensation. See also specific types
bonus and incentive principles, 178-179
communication, 183-184
complexity of decisions, 164-165
definition, 165
exempt versus nonexempt job, 60,
175-176
foundations of effective system, 166-175
human resources manager’s role, 10,
163-164
important regulations, 177-178
job description guidelines, 60
job offer, 138-140
job-sharing, 213
layoff alternatives, 308
legislation, 30
overtime truths, 177
overview, 163
pay-setting factors, 171-172
pay-setting methods, 168-171
professional organizations, 332
severance agreements, 302

termination issues, 300
terminology, 165-166
trends in current systems, 172-175
updates, 184
competency model, 53-54
competency-based pay system, 173-174
competition, 84, 179, 239
complaint reporting, 297-298
compressed work week, 213
conciliation process, 28
conflict, workplace. See work-life conflict;
workplace conflict
consistency, 164, 215, 296
Consolidated Omnibus Budget
Reconciliation Act (COBRA; 1985),
29-30, 336
consultant
competency model, 54
health coverage costs, 193
tips for success, 323
consumer-directed health plan, 193
contingency search firm, 79
contingent employee
changing workplace, 13, 226
common problem, 231-232
evaluations, 234-235
management tips, 232-234
overview, 61-62
professional organizations, 332
pros and cons, 227-228
rationale, 226
record keeping, 88
recruiting tips, 228-229
regulatory issues, 235-236
source, 229-231
tips for success, 315
top questions, 235
contributory plan, 195
Copeland Act (1934), 178
corporate culture. See organizational
culture
corporate strategy, 154
cost/benefit analysis, 254
cover letter, 94
creativity, 59, 129
credentials
applicant evaluation, 91
job description guidelines, 58
skills inventory, 70
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credit rating, 100, 134-137

criminal background check, 134-137
critical behavior, 262

critical incidents reporting, 262
criticism, 273

cross-functional team, 21
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database
background checks, 135, 136
employee skills inventory, 69-71
ongoing recruitment, 66
reference checks, 133
Davis-Beacon Act (1931), 178
day care, 198-199
deadline, 138
decision making
applicant’s style, 117
compensation structure, 164-165
tips for success, 126
decision making, for applicant selection.
See also applicant selection
background checks, 134-137
principles, 130-131
process, 122-123
reference checks, 131-134
system, 125-130
tools, 123-124
deductible, 193
deduction, 167, 219
Defense Logistics Information Service
(DLIS), 169
deferred plan, 181
defined-benefit pension plan, 194-195
degree, 58
delegating reference checks, 132
deliverable, 260
demo version, 341
demographic shifts, 316-317
dental insurance, 197-198
dependent care reimbursement account,
199
Dice.com (Web site), 73
Dictionary of Occupational Titles (DOT),
60
digital footprint, 134
dinner, 290

disabled person. See employee, with
disability
disciplinary procedures, 294-297
discipline, 105
discrimination
contingent workers, 235-236
EEOC claim process, 27-29
interview, 104, 112-115
job application creation, 89
job description, 60
legislation, 34, 35
record keeping, 27
regulatory issues, 25-26
testing issues, 96-97
disparate impact, 26-27, 97
disparate treatment, 26-27
dispute resolution, 298-299
diversity, workplace
affinity groups, 211
benefits, 48
benefits trends, 186
current trends, 14-15
outside hiring, 49
tips for success, 316-317
DLIS (Defense Logistics Information
Service), 169
documentation. See written documentation
domestic partner, 202
DOT (Dictionary of Occupational Titles),
60
draw, 166
driver, 100
driving history, 135
drug benefit, 193
drug test, 99-100
dual-income couple, 212
DVD course, 248
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EAP (Employee Assistance Program),
202-204, 222
EAPA (Employee Assistance Professionals
Association), 203, 222, 332
education
background check, 134-137
HR strategist tips, 321-322
job ad, 72
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link to productivity, 171
pay-setting factors, 171
reference checks, 133
skills inventory, 70
EEO-1 (Employer Information Report), 27
EEOC. See Equal Employment Opportunity
Commission
efficiency, 48
ELAWS Advisor (Web site), 326
eldercare
benefits types, 198-199
family leave, 200
work-life balance, 212
workplace diversity issues, 15
e-learning, 246-249
electronic filtering, 74
e-mail, 74, 75
emergency information, 149
employee. See also specific types
appearance, 25
autonomy, 210, 221, 279
classification, 61-63
definition, 186
empowerment, 210, 279-283
focus groups, 242
following by new employee, 145-146
health promotion, 194
importance, 11, 277-278
performance-criteria setting, 267
recognition programs, 287-290
referrals, 82-83
skills inventory, 69-71
surveys, 222-223
well-being, 208
employee, with disability
interview questions, 115
legislation, 29, 34
testing, 97
Employee Assistance Professionals
Association (EAPA), 203, 222, 332
Employee Assistance Program (EAP),
202-204
Employee Benefit Research Institute, 331
employee evaluation. See performance
appraisal
employee manual. See company handbook
Employee Polygraph Protection Act (1988),
101

Employee Retirement Income Security Act
(ERISA)
independent contractors, 62
overview, 336
retirement plans, 196-197
Employer Information Report (EEO-1), 27
employment agency. See also recruiter
function, 79
layoff assistance, 306, 307
selection, 229-231
employment contract, 141
employment-at-will, 292-293
empowerment, employee, 210, 279-283
energy level, 82
enthusiasm, 72, 108
Equal Employment Advisory Council, 333
Equal Employment Opportunity
Commission (EEOC)
discrimination claim process, 27-29
job applications, 87
layoff criteria, 305
overview, 27
sexual harassment definition, 36
Web site, 325
Equal Pay Act (1963), 31, 177, 336
equipment
contingent employees, 232
telecommuting issues, 218, 219
termination issues, 300
training practices, 241
ERISA. See Employee Retirement Income
Security Act
essay appraisal, 261-262
ethics
importance, 17
legislation, 34
organizational culture, 292
sample interview question, 119
ethnicity, 113, 115
executive
education seminar, 245-246
employment contract, 141
search firm, 79
exempt job
classification guidelines, 176-177
definition, 166
versus nonexempt job, 175-176
overtime truths, 177
overview, 60
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exit interview, 223
expectations, 296
expense, home-office, 218
experiential learning, 251
extrovert, 59

eye care, 198

ofF e

Facebook (Web site), 134
Fair Labor Standards Act (FLSA; 1938), 31,
175, 336
family
alternate work arrangements, 212-216
assistance benefits, 198-199
Employee Assistance Program, 202-203
employee referrals, 82-83
interview questions, 114
leave of absence, 200-201
work-life balance, 212
Family and Medical Leave Act (FMLA;
1993), 31, 200, 337
Federal Contract Compliance Programs
(OFCCP), 88
federal contractor, 88
Federal Unemployment Tax Act (FUTA;
1939), 32, 337
FedEx Kinko’s (company), 216
fee, recruiter, 80
feedback
benefits administration, 205-206
contingent workers, 235
employee surveys, 222-223
onboarding process, 156-157
performance appraisal meeting, 272-273
training effectiveness, 252, 253-254
work environment, 210
fee-for-service plan, 190-191
firing employees. See termination
flexibility
benefits administration, 205
compensation structure, 164
leave programs, 201
recruitment guidelines, 67
work hours, 13, 139, 212-216
flextime, 213
flow sheet, 92
FLSA (Fair Labor Standards Act; 1938), 31,
175, 336

FMLA (Family and Medical Leave Act;
1993), 31, 200, 337
focus, of team, 285
focus group, 242
following employees, 145-146
followup
onboarding, 153-156
performance appraisals, 274-275
forced ranking method, 264-265
forced-choice method, 264-265
401(k) plan, 195, 196
fraud, 189
freeware program, 341
Friendster (Web site), 134
full-time employee, 44, 61, 227
functional resume, 93
FUTA (Federal Unemployment Tax Act;
1939), 32, 337
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garnished wages, 178

gatekeeper, 191

General Aptitude Test Battery, 98

generalist, 11

generic drug, 193

GNU software, 341

goal
bonuses and incentives, 183
compensation structure, 168
new employee followup, 153-154
new employee’s orientation, 151-152
performance appraisal system, 260-261
training needs, 243
training pitfalls, 251

going-rate system, 170

Google (Web site), 134

government contract, 88

government employment services, 86

graded vesting, 197

graduation, 89

graphic design, 158-159

grievance procedures, 297-298

o H o

halo effect, 106, 130
handbook, company. See company
handbook



headhunter, 79
headline, 71
health coverage
costs, 192-194
dental benefits, 197-198
domestic partners, 202
leave policies, 200
legislation, 29-30
options, 190-191
overview, 190
psychological services, 204
recent trends, 186-187
selection, 191-192
vision care, 198
worker’s compensation, 189-190
Health Insurance Portability and
Accountability Act (HIPAA; 1996), 32, 204
Health Maintenance Organization (HMO;
health insurance plan), 191
healthcare, 15-16, 32
healthy employee, 194
height, 99
hiring employees. See recruiting; staffing
hobby, 95
Hogan Personality Inventory, 98
holiday, 199
home-based work. See telecommuting
homicide, 308
honesty, 100-101, 272
HR Magazine, 328
HR-related software, 19-22, 92
hrVillage (Web site), 20
Human Resource Information Systems
(HRIS). See software
human resources department, 11
human resources manager
challenges, 1
professional organizations, 331-333
role, 10-11, 163-164
strategist versus administrator, 11-12
tips for success, 18, 319-323
hypothetical question, 111

o]e

idea generation, 281

[HRIM (International Association for Human
Resource Information Management), 22,
334

illegal alien, 32
illness
discriminatory interview, 115
family leave, 200
health coverage selection, 192
Medicare, 188
sick days, 201-202
telecommuting considerations, 218
worker’s compensation, 189-190
Immigration Reform and Control Act (IRCA,;
1986, 1990, 1996), 32, 337
incentive
definition, 165-166, 180
employee referrals, 83
fairness, 182-183
principles, 178-179
signing bonuses, 140
types, 180-182
indemnity plan, 190-191
independent contractor, 62
industriousness, 129
in-house classroom training, 245
injury, 236
instructor quality, 252
insurance. See health coverage
integration. See onboarding process
integrity test, 100
intelligence, 129
interest inventory, 98-99
interim staff. See contingent employee
International Association for Human
Resource Information Management
(IHRIM), 22, 334
international worker, 38-39
Internet
e-learning, 247
recruiting, 73-76, 88
intervention, 296
interview
applicant selection, 123-124
benefits, 104
CD resources, 120
closing steps, 119-120
common mistakes, 105-106
competency models, 54
discrimination, 104, 112-115
exiting employees, 223
first step, 107-108
invitation, 92
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interview (continued)
overview, 103
panel, 107
phone, 102
planning tips, 106-107
reference check tips, 132
sample questions, 115-119
savvy of today’s applicants, 104
traditional versus strategic staffing, 44
intranet, 247
introduction, of new employee, 148
introvert, 59
intuition, 122
inventory, skills, 69-71

IRCA (Immigration Reform and Control Act;

1986, 1990, 1996), 32, 337

° ] °
job
ad, 71-76
board, 73
fair, 66, 83-84
hopping, 95
offer, 137-141
ranking technique, 169
rating checklist, 263
security, 208-209
specs, 44
title, 60, 174
job applicant. See applicant, job
job application. See application, job
job description
compensation system updates, 184
discrimination, 60
exempt classification, 176
internal hiring tips, 68
interview plan, 106
new employee’s goal setting, 152
overview, 55
sample, 56-57
job performance. See also performance
appraisal
compensation updates, 184
contingent worker evaluations, 234-235
disciplinary procedures, 295
good training practices, 241
pay-setting factors, 171-172, 174
training evaluation, 254

job-evaluation and pay-grade system,
169-170

job-sharing, 213

Jobsinthemoney.com (Web site), 73

judgment, 110

oK o

killer question, 116
knowledge worker, 16

o/ o

labor market, 244
labor relations, 25
language
college recruiting, 82
company handbook creation, 159
interview questions, 115
job description guidelines, 59
performance appraisal meeting, 273
recruiter selection, 80
resume red flags, 95
skills inventory, 70
LawCrossing.com (Web site), 73
layoff
assistance to employees, 305-307
criteria, 305
drawbacks, 304
legislation, 35
overview, 302-303
preemptive action, 307, 308
regulatory issues, 304
work environment, 208-209
layout, of company handbook, 158-159
leading question, 111
learning
evaluation, 253
experience, 251, 252
Internet-based, 247
leased worker, 63
leave of absence, 200-201
legal issues. See regulatory issues
letter
cover, 94
employment contract, 141
job offer, 138, 141



Levering, Robert (The 100 Best Companies

to Work For in America), 208

license, 70, 134-137
lie-detector test, 100-101
lifestyle

baby boomers’ status, 14

benefits, 187

people-friendly workplace, 209
listening, 105, 109, 210
logo, 72
long-term disability benefit, 201
lunch, 148, 290

ol o

maiden name, 89, 115

Major Medical Plan (fee-for-service plan),

191
managed-care plan, 191
management
fit system, 170
by objectives, 260-261
by walking around, 282
manager
alternate work arrangements, 214, 215,
216
complaint reporting, 297-298
contingent employee tips, 232-234
empowerment initiatives, 280-281, 282
followup with new employee, 153-156
HR manager’s success, 323
versus mentor, 155
new employee goal setting, 151-152,
153-154
onboarding process, 144-145, 149-150
performance appraisal implementation,
267, 271
termination notice, 300, 301
training pitfalls, 251
work environment, 210
marital status, 89
marketing, 320-321
mass layoff, 304

MBO (management by objectives), 260-261

MBTI (Myers Briggs Type Indicator;
personality test), 98
mechanical ability, 98

mediation, 299
Medicare program (government benefit),
187-188
meeting, performance appraisal, 270-274
mental ability, 98
mentor
onboarding process, 154-156
training option, 241, 249-250
merit raise, 179, 180
micromanager, 221
military experience, 60
minority employee, 14
mission statement, 240, 284
morale, 48, 210, 228
Moskowitz, Milton (The 100 Best
Companies to Work For in America),
208
mother, 15
motivation
applicant selection, 129
employee empowerment, 279-283
recognition programs, 287-290
teamwork, 283-287
multi-rater assessment, 266
Muslim American, 27
Myers Briggs Type Indicator (MBTI;
personality test), 98

o\ o

name, applicant, 89, 115
National Committee for Quality Assurance
(NCQA), 192
national origin, 113, 115
negotiating salaries, 138-140
Nelson, Bob (1001 Ways to Reward
Employees), 290
NEO Personality Inventory, 98
network doctor, 191
networking, 133
new employee
first day, 147-148
first week, 148-152
onboarding process, 144-147
overview, 143
second week and beyond, 153-157
noncontributory plan, 195
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nonexempt job
definition, 166
versus exempt job, 175-176
overview, 60

note taking, 110, 120

notice, two-week, 141

o () o

objectivity, 122
observation
applicant selection, 124
training needs assessment, 242-243
unproductive onboarding strategies, 145
Occupational Safety and Health
Administration (OSHA)
employer’s responsibilities, 310
overview, 208
telecommuting, 218
Web site, 325
OFCCP (Federal Contract Compliance
Programs), 88
offshoring, 49
Older Workers Benefit Protection Act
(OWBA; 1990), 33
O’Melveny & Myers (law firm), 23
onboarding process
benefits education, 205
definition, 45
overview, 144
unproductive approaches, 145-146
The 100 Best Companies to Work For in
America (Levering and Moskowitz), 208
One Minute Manager (Blanchard), 287
1001 Ways to Reward Employees (Nelson),
290
online reference check, 133-134
online testing, 101
on-site child care, 198, 212
open-ended question, 111
organizational barrier, 286-287
organizational culture
employee recognition, 287
ethics, 292
healthy employees, 194
job ad, 72
sample interview questions, 118
tips for success, 314
training, 240

organizational inbreeding, 49
orientation, 144, 149-152
OSHA. See Occupational Safety and Health
Administration
osmosis method, 145
outplacement
Employee Assistance Programs, 203
overview, 305-306
termination issues, 301
outsourcing, 47, 49, 50
overtime, 176, 177
OWBA (Older Workers Benefit Protection
Act; 1990), 33

opPe

paid holiday, 199
paired statement method, 264-265
panel interview, 107
paperwork, 84
parent

child care, 198-199

family leave, 200

legislation, 30, 33-34

work-life balance, 212
parking policy, 149
part-time employee, 61, 214
Patriot Act (2001), 26, 33
payroll. See compensation
payroll-sales ratio, 168
pension plan, 194-195, 197
PEO (professional employment

organization), 63
performance appraisal. See also job
performance

benefits, 258-259

CD resources, 276

criteria, 268

drawbacks, 258

followup, 274-275

implementation, 267-270, 271

meeting, 270-274

overview, 257-258

regulatory issues, 266

system evaluation, 275

system selection, 259-266
personality test, 98-96
phased retirement, 215
philosophy, compensation, 167-168



phone interview, 102
photograph, 89
physical condition, 115
physical test, 99
placement office, 81
plant closing, 35
podcast, 248
policy. See workplace policy
polygraph test, 100-101
portfolio, 69
potential, 172
Preferred Provider Organization (PPO;
health insurance plan), 191
pregnancy, 33-34, 200
Pregnancy Discrimination Act (1978),
33-34
prerequisite, 91
prescription benefit, 193
primary physician, 191
privacy
Employee Assistance Program, 204
interview plan, 107
legislation, 33
probationary period, 124
probing question, 108
procedure manual. See company handbook
procrastination, 126
productivity
compensation system updates, 184
pay-setting factors, 171-172, 175
profit-sharing plan, 181
raises, 179
professional certification, 91, 328
professional employment organization
(PEO), 63
professional organization, 83, 331-334
professional resume, 94
professionalism, 95
proficiency test, 97-98
profit margin, 168
profit-sharing plan, 180-181
promotion
internal, 68-71
resume red flags, 95
resume review, 94
proofreading, 95
protocol, 67, 74
psychological assistance, 202-204, 222
psychomotor ability, 98

public seminar, 245
publicity, 83, 289

oQo

qualifications
applicant evaluation, 91
competency models, 53-54
costs of bad hire, 52
definition, 57
Internet recruiting protocols, 74
job ad, 72
job description, 55, 56

questionnaire, 71, 242, 254

questions
background checks, 136
compensation philosophy, 167-168
contingent worker recruiting, 228-229
of contingent workers, 235
decision-making tips, 126
discrimination, 112-115
employment agency selection, 230-231
401(k) selection, 196
interview plan, 106
interview process, 108-112
onboarding feedback, 156-157
performance appraisal evaluation, 275
performance tracking, 268
phone interview, 102
samples, 115-116
training evaluation, 254
unproductive onboarding, 145

o R e

race, 113, 115
raise, 165, 179, 180
ranking method, 265-266
reception, of new employee, 147-148
receptivity, to training, 250
record keeping
applicant evaluation, 92
discrimination suit, 27
exempt employee classification, 177
federal contractors, 88
sexual harassment charge, 38
termination regulations, 294
recorded interview, 112
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recruiter. See also employment agency
benefits, 78
contingent workers, 62
rationale for use, 79-80
selection, 80-81
testing, 97
types, 78-79
warning signs, 81

recruiting
ad writing tips, 71-73
benefits of mentoring, 155
classified ads, 77-78
college campuses, 81-82
contingent worker tips, 228-229
criteria, 130
direct applications, 85-86
employee referrals, 82-83
general guidelines, 66-67
government employment services, 86
internal hiring, 68-71
Internet guidelines, 73-76
job fairs, 66, 83-84
open house, 84-85
overview, 65-66
professional associations, 85
regulatory issues, 293
tips for success, 314
training trends, 239
unions, 85
use of recruiters, 78-81

reduction in hours, 304

reference check
candid references, 132
contingent workers, 230
Employee Assistance Program, 203
networking, 133
online references, 133-134
overview, 131
potential references, 133
recruiters, 78
regulatory issues, 134

reflection, 120

regulatory issues. See also specific laws
alternate work arrangements, 215
applicant selection, 121
background checks, 135
benefits, 187
CD resources, 39
company handbook creation, 158, 160

compensation system, 167, 177-178
contingent employees, 235-236
current trends, 17, 18
discrimination, 25-26, 112-115
disparate impact, 26-27
exempt employees, 176
human resources manager’s role, 10
international expansion, 38-39
Internet recruiting, 74-75
interview questions, 112-115
labor relations, 25
layoffs, 304
major regulations, 29-35, 335-337
overview, 23-25
performance appraisal, 266
recruiting, 293
reference checks, 134
retirement plans, 196-197
sexual harassment issues, 36-37
sick days, 201
stock option plans, 181
teamwork pitfalls, 288
telecommuting candidates, 218, 219
termination, 293-294
testing, 96, 101
tips for success, 315
vacation time, 199
violence prevention, 310
Rehabilitation Act (1973, 1998), 34
reinforcing skills, 252
rejection letter, 96
reliability, of background checks, 135
religion, 114
repetitive-action medical condition, 189
replacement guarantee, 80-81
resistance, to performance appraisal, 271
resourcefulness, 129
respect, 306
respond method, 72
restricted stock, 182
resume
applicant evaluation process, 91-92
characteristics, 94
direct application, 86
Internet recruiting, 74
interview plan, 106
interview questions, 108
versus job application, 88
overview, 93
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red flags, 94-95
types, 93

retainer, 79

retention, 10, 179

retirement plan
layoff alternatives, 308
legislation, 33
overview, 194
phased retirement, 215
regulatory issues, 196-197
Social Security benefits, 187-188
types, 194-196

reward system. See also specific rewards
cost-effective choices, 290
empowerment, 282-283
recognition programs, 287-290
teamwork, 286

right-to-sue notice, 27

risk-taking, 281

Robert Half International (Web site), 170

role model, 156, 321

roster, company, 148
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sabbatical, 201
safety
government standards, 208
performance appraisal meeting, 273
project employee preparation, 232
telecommuting, 218
violence prevention, 309, 310
salary, 165
sandwich generation, 14
Sarbanes-Oxley Act (2002), 17, 34
Securities and Exchange Commission
(SEC), 181
security procedures
onboarding information, 149
technology, 317
telecommuting, 218-219
termination issues, 300
violence prevention, 309
self-employed worker, 188
seminar, 245-246
senior employee, 84, 156

seniority
pay raises, 179
pay-setting factors, 172
stock option plan, 182
severance agreement, 302
sexual harassment, 35-38
shareware program, 340
short-term disability benefit, 201
sick day, 201-202
signature, on application, 90
signing bonus, 140
skill
applicant selection decisions, 126
compensation system, 172-173
inventory, 69-71
job ad, 72
reinforcement, 252
sample interview questions, 116
soft, 58-59
teamwork, 285-286
testing, 96-99
training trends, 239
skill-based pay system, 172-173
sloppy resume, 95
social networking, 76
Social Security Act (1935), 188
Social Security system, 187-188
Society for Human Resource Management,
20, 22, 327-328, 334
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software, 19-22, 92
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specificity, 59, 80
spelling, 95
spot bonus, 179
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staffing
competency models, 53-54
costs of bad hire, 51-52
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goals assessment, 47
good versus bad hiring decisions, 51
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job descriptions, 55-60
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needs assessment, 45-46
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overview, 43
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workplace changes, 225
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staffing agency. See employment agency
stereotyping, 204
stock option plan, 181-182
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strategic staffing. See staffing
strategic thinking, 11-12, 52-53
stress
applicant selection, 129
burnout, 220
employee assistance, 203
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supervisor. See manager
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requirements, 97
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women
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reward systems, 288
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work-life balance, 209, 212
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sample interview questions, 118
teamwork, 286
tips for success, 318
workplace policy
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WorldatWork (Web site), 328, 334
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