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1- What is an organization@



What is an organization?

flalaidl Al
I

0 An organization is a deliberate arrangement
pie to accomplish some specific purpose
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- Characteristics of the organization
" ! IS S \ IS

1- Each organization has a distinct purpose
Cpea cada Ll dalnie (IS -1

2- Each organization composed of people
sl (e o oS5 dadaie S -2

3- Each organization has structure

IS L Aalaia S -3

4-Each organization affects by the culture
AL s dadaie S -4



The difference between traditional and contemporary organization
5 palzall Aadaiall g apaudall) dadaiall DAY

Traditional organization

<l - Stable - Dynamic jaie
- InflexibleG_» & U=~ Flexible
aghdll Je S 5. Job-focused Gl gl e S 50 Skills focused
- Work is defined by job position - Work is defined in terms of tasks to be done
24 S i Individual-oriented - team-oriented(® a3l e S i
dagiice &ills - Permanent jobs - Temporary jobsd® s
- Commend orienteds Al e S 3 - Involvement oriented s sad .Sy
- Managers always make decisions - Employee participate in decision making
- Rule orientedl 8l e S )3 - customer-orientedJxeall Je S i
- Relatively homogeneous workforce - Diverse workforcediliaa Jac (5 68
-Workdays defined as 5 to 9 - Workdays have no time boundaries
- 4 » A8 Hierarchical relationship - Lateral and networked relationship

-Work at organizational facility during - Work anytime anywhere
specific hours



Who are managers?
el aal aa e

A manager is an organizational member who integrate
and coordinate the work of others

AV dae Bawiiy mad (o Jazy a5 el guiac 58yl



(laallOperatives:

Described those organizational members who worked directly
on a job or task and had no subordinates

gl (o Y s dagall gl ddda gl e 5 yilie () slary (palll Aadaiall eliac | Caual
b 95 )0

The work now include managerial activities especially on teams because team
members often develop plans, make decision, and monitor their own performance

bl gy L Wl 2 Jaall (38 Aala 4y )la) dadil Jady oY) Jeall
pensdily o 5131 ) gy ol ) 3 ) saiiay



Managers classification
s:\gd.d\ Atiud'

(@\ﬁ‘g\ BIEM) Jo¥) hadl g1 jaa1-first-line managers:

They are the lowest level of management and are often called

supervisors or foreman or coach

o Jlae Gty gl b il | ganny Wl 93 )1aY) 8 5oV (5 siaall | glady
ol

2 gl 8 1Y) £) ;%2-middle managers:

Include all level in the organization and are titled; head of the
department, project leader, plant manager, unit chief, dean,
bishop, or division manager.

5 el G ) ) sy g A8l SV g Wladl 3000 (o dadaiall 8 il gl (S Ja
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Lal) 3 jlaY) &) ;243- top managers:

-Who are responsible for making organization-wide
decisions and establishing the policies and strategies
that affect the entire organization, they have titled such
as executive vice president, president, managing
director, chief operating officer, chieve executive
officer, or chairman of the board

sl a5 8 ,Sl) Apaadasill Dl ) 8l pa e () 5l sna
bt Jie eland agly JSS dabiidl e i ) bl 5iuY)
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The term management refers to the process of
coordinating and integrating work activities efficiently
and effectively

50y Jaall LA ead s (oo Aulae U s 5 51Y) llacas
Allad



Management process represents functions labeled; planning,
organizing, leading, and controlling

oLl 5 adail) 5 a2 s il g (Jiad Ay 1Y) olaa)
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it refers to the relationship between inputs efficiency and outputs

Cla Al g GBlAaal) eleS pu A8Dal) ) juds

-OrDaing things right with decrease cost and not wasting resources

3,0 sall g luca ade ae 48K Jl85 ae dagnia 48 jhay o LSV Jac

-it you can get more output from the given inputs, you have increased efficiency

3ele o Ulias 68 adland) i o ST cla jaie Je J geanll Ladain) 13)
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It you can get the same output from less input, you have increased efficiency

Lo Glaas 38 4S5 Ladf JiF aae e il Al ui e J geaall Gakiind ol
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- Effectively 4ladll

Doing the right things to attain organizational goals

padatill Calaal) e J seasll (L) dasall oLl Jae

tficiency and effectively are related

(P u...\ﬁﬁ‘).\.ﬁ Z\_AL:A]\) Sc«léﬁ‘

Poor management may be inefficient and ineffective or effective through
inefficient
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Deliberate 9% Perform S Characterestic  4xald efficiently 3l
.
Arrangement i Achieve D Responsive cuaiue  Effectively  4dles
99
Accomplish poNT Structure JSua Consistency Ol «iul Exciting e
Share &y Develop sk Embrace (aliic | Engaged e
Distinct aia Explicit o a Explosion BIENY Aspire ek
Express By Adherence G<aile  Entire Jals Vital TN
Compose OSh Define e Configure B Attained (BaanT
Function adh Differentiate (3% Blurred e Direct bl
T =5 a5
Carefully Al Assume o= Contrast G glas Scarce BAE
Describe a9 Increase 33 ) Career diga Coordinate Sl

-

Integrate Jala Distinction PrivN



2- The Detfinition of Planning



The definition of planning

l l ...‘m

Planning involves defining the organization's objectives or goals, establishing
an overall strategy for achieving those goals, and developing a comprehensive
hierarchy of plans to integrate and coordinate activities

Jpanll LIS doad) Y] pa g5 Aadaiall calaaly iy yaill Jady Jaylaadl
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Planning Jaaaadill

Nothing is written down

- 5 "‘@I‘ p
There is no sharing of
objectives with others
DAY ae Calaal) 84S jlie aa g Y
Done in small organization and
in some large organization

(o By b pmall Gladaiall 4 a5
B).ggﬁ\&w\

Defined specific objectives
covering a period of years

sac Jasd il Aalall Calaa Yl o s
oo gin
Objectives are written

4 5 Calaal

Specific action programs

exist for the achievement

of the objectives
laaY) el disme Jee el 0 s A



Purpose of planning

Lobadll e gl
]

1- Planning establishes coordinated effort: it gives direction to
managers and non managers to coordinate the activities,
cooperate with each other, and work in teams

s e pnall dm gl ans Tl 3 penl) (i e Jany Tl -1
B & Jaadl g AV e o sladll g lalial) Gaiil ¢ jaall

2- Reduces the impact of changes

ol U e J8y Jagladsl) -2

3- minimizes waste and redundancy

52l g aBdl) I8y -3

4- sets the standards used in controlling

4418 ) 2 adI Al yulaal) gy -4




Planning and performance
&‘JS“} .LJ.LAAM

1- Formal planning is associated with higher profits,
higher return on assets and other positive
financial results

Al il 5 il giall e ddadlaa s ddle L)l aabliay el Tayasl) -1
BAEAN : :

2- The quality of the planning and implementation of
plans lead to high performance

Se elal ) o Jakadll 36w g Jayladsll 53 g -2

3- Environment such as governmental regulations,

powerful labor unions constrains the organizational
performance

e1aY) (3aa3 Apendatill Alleall (5 gl Clalat] 5 Aa sSal) cilaglatill Jie dayll



Misconceptions about planning

|- planning that proves inaccurate is a waste of manager's time
el CB gl dapina g (38 e Jayaaddll -1

Z- planning can eliminate change

el Q5 ) (g3 Jarkal) -2

3- planning reduces flexibility

43 g yall JIgy Jasladil) -3



Types of planshhall &l

Strategic planning-a:! iwY) Jadadsl), Operational plans:4ladil) kil
establish the - determine the details of  how the
organizational overall overall objectives are to be
objectives Achieved
Aabaiall LN Calaa¥) i Had AN Calaa ) o)) el Jaalds daal
Extended time —period; three - Shorter period of time; monthly,
yedrs or more weekly, and day-to-day plans
ST S ) g 3 gl e Biaa B ,Rﬁsﬂi,aﬁ)@_&kksﬁé)ﬂm)aﬁabﬁ
Broader view of the U E
organization - Deal with specific areas
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Intermediate any time between the two

O siaal) G G g 6] o o gidl) Jaladld)
[T A ——

2 e dal) 4L gk ki) ong-
g2al) 8 uad hbiShorter-term plans @ 15k Long-term plans

- Covering one year or - Over three years
Less ) C'_i\j;u S B ‘):\Si
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Specific
faaidia dsga sidirectional

Clearly defined
objectives

7 s s Yz s
No ambiguity
(ol g Y

No problem with
misunderstandings

Increase uncertainty
SLAl ade (e A ¥
Flexible to respond to
unexpected change

ol Lpall Al 84S
|dentify general
guidelines



Types of budgets <iLuil jradl £/

Is a specific type of revenue forecast

Revenue C YL ) e e st A
bUdgefS - It is the budgets that projects future sales
Alinsal) iaggall it 21 A0 5l o
oA - Selling everything produced------ revenue budgets are very
accurate

il Yl

las A8 ol ) A e o) (S0 i e S IS &

List the primary activities undertaken by a unit to achieve its
goals and allocate a dollar amount to each

GuaS anaddy Ledlaal gdail sas gl 8 ek Sl el Al Jee o
Jalis JSV el L,y all g i i

- lower expenses when accompanied by stable quantity and
quality of output lead to greater efficiency
3l ) (a5 Ala Al e A 30 ga g A4Sy Ccaalia Ladie AL <lagil)
o
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Profit budgefs ., mbine revenue and expense budgets into

oY) 4 e one and used for planning and controlling
Lealaainl 5 8aal 5 8 ) 5 Clal ) il Sae s

5 Lkl b

Cash budgets a budget that forecasts of how much cash the

28} 41 jaa organization will need to meet expenses
Alaal dalaiall aaliaii 281l (e oS5 Lt i) 4 el
RREN

pendiﬂjpées’rmen’rs in property, buildings and major
udgets equipment
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Strategy
Comprehensive
Concern
Further

Vision
Sophisticated
Available
Path

Direction
Reduce
Impact
Redundancy

Reason

Translatio
n

A )

Jali

Contribute
Prevent

Anticipate

Appropriate

Response
Involve

Activity

Consequence

Pinpoint
Obvious
Eliminate
Compare

Intuitively

Translation

e

Blanket
Endorsement
Implementation
Culprit
Alternative
Profit
Misconception
Prove

Target

Revise
Guideline
Inherent

Revenue

Translatio
n
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3= DEFINING ORGANIZATIONAL
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Defined as the process of creating an
organization’s structure

M\M‘&‘#!WM;&&M\«.}&

Design an organizational structure that
allows employees to effectively and
efficiently do their work

o)Al (adls gall — cfm wM\ Jgd) avanal
dllad g 3¢S, e.gJLAS‘—\



b JSeIORGANIZATIONAL STRUCTURE:
S e

Is the formal framework by which job tasks
are divided, grouped, and coordinated.

Leazant g dndals ol] Cilaad ol anedsd AIDA (e oy ey )
Lein Lasd (i)
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What is the six key elements of structure?
1- Work specialization
2- Departmentalization
3- Chain of command
4- Spain of control
5- Centralization and decentralization
6- Formalization




Work Specialization

The concept of work
specialization:

Division of labor and his conclusion that it contributed
to increased employee productivity .

g_hléj.d\ 4.:1;\_\4\ BJQ} gL L.,SM\) ‘\-’U-S—‘j Janll 3



The importance of work specialization .
-1

1- Some work tasks require high levels of skills and others can be performed by
unskilled workers.

by & Jlac CU&L@.«.A’AJL_\\JL@_A\ UA:\:\SLG ‘L‘L'JML_AJ Cud«uj\ ?LG"‘UA’"
2- Skilled workers are paid more than unskilled workers
5oga ) Jleal) (e et Ll ¢ gaal@y 3 jgal) Jlaal)

3-Empolyees skills at performing a task would improve and increase through
repetition

DSl pe (i g ala 35 adlaad g elal & Cals gall g

4-Less time would be spent in changing tasks

Jardl Huad 8 Chasy (oA < ) Julas

5-Employee training for specialization is more efficient ,easier and less costly
el ST 4 A8SS J8 5 Jeud () 6S0 Juadl A Laadidl) Cals sall oy s

6- Increases efficiency and productivity by encouraging the creation of special
invention and machinery to perform work tasks

ezl danil Al g Aaladl Cile) yAY) 8 e lal) s ity daaliiy) g 36l 30k
¢ . ) PNt d G aludiy D)




Departmentalization

pLludVYU puuniil

The basis on which jobs are grouped in order to accomplish
organizational goals

aodoioll Bladi ;oY Wwilbgll gosii ade Sl wlw Yl




* Types Departmentalization .

]
_‘ééezgl\l- Functional departmentalization:

gyl 3 ) gall 5 dsulsWllAs accounting, human resource,......
¢ yaill 31lWIThe major advantage:

Obtaining efficiencies from putting similar specialties and
people with common skills, knowledge, and orientation
together into common units.

5 lgall iy al AV 5 Oliaadil] (i auza s JVA (e 31N e ( suaal)
Q\A;jgm%)ﬂ\j:\éﬂ\j
z=ialb2- Product departmentalization:
Divided the job according to type of product
28 54lL3- Geographical departmentalization:
4laallg- Process departmentalization:
Jraxlu 5- Customer departmentalization:




* The most common types in the world .

S £
&

1- Customer departmentalization
To better monitor customers’ needs to meet it.
2- Functional departmentalization
implemented through cross-functional teams
ddald Jas (38Cross functional teams:
4 sidlResponsibility:
L =i aaa’i] - designing a new product
il e J alas 2- transfer it to the marketplace.
sl Al gl dpialimt 3ad jumai3- preparing a long-term
corporate strategy
4- creating a new layout for the factory floor.

paall (¥ pas ki gy




Chain of command
ddalidd) dlode

Is an unbroken line of authority that extends from upper levels of the
organizational down to the lowest levels and clarifies who reports to whom if
they have a problem and also to whom they are responsible.

MJ&C}A@A&JW‘@M\&\W\QQJM\C}AMéSS\JM\CyMAB
Joiua 2 (alg AdSdia &igaa aic

authority refers to : ) s daludl)

The rights inherent in a managerial position to give orders and to

expect the orders to be obeyed.
LicUay el g¥) aBgig el oY) slaeY (oY) ualally dbailal) (3 g8al)




Responsibility: 4 gicwall
one is given the right to do something and
assumes a corresponding obligation to perform
those assigned activities.
al Al o Al guan (2 il (paduall) L paddl gal) slae) ais
W gl dale caal ol Adadal) oda ooy Jilaa

adalud) 3as 9 Unity of command:
a person should have one and only one superior
to whom he or she is directly responsible .

b _pdilia dalal J gina () 950 183 Aa) g g da) g iy (el JSI




Span of control 4811 s

A number of subordinates a manager can effectively and efficiently
supervise.

Allad g 3o lESy agale Bl HaY) 3 el andaiodi Cpdll (e gy all 23

1- Subordinates experiences. Crinn 99 ad) B i
2- Similarity of subordinate tasks ot 975 ) i) g AL
3- Complexity of those tasks algall Lbat

4- The physical proximity of subordinates. s sl 4xilawal 3 58l
5- The degree to follow standardized procedures
snlaal) uua ailg) YY) gLl da )
6- The sophistication of the organization’s management system
daliially 3 )3Y) aUS agdes
7- The strength of the organization’s culture
doadaitl) 481418 5 68
8- The preferred style of the manager
sedall Juadal) (5 1Y) Jaadll
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1- It determines how many levels and managers an
organization will have
Aol s ) Haall g b gioall 2ae 2as3
2- The wider or larger the span of control, the more efficient
the organizational design
peliS ST daliiall aranad o imd aos oY) 51 SV A8 ) e
3- wider span reduce costs, cut overhead, speed up decision

making, increase erX|b|I|ty get closer to customers, and
empower employees through tralnlng



Centralization and Decentralization
A 38 sl 9 43S sl

43S all Centralization

describes the degree to which decision-
making is concentrated in the upper levels of
the organization.
daliiall B Ldad) by glenal) A alia S pad A 3 il
Decentralization: 43S <)
The more that lower level employees provide
inputs or making a decision
-- the concepts are a relative not absolute
COA Al dlaay) B Lol el ghaal) il pal JESY) AS Ll
4 38 D) () Al adea g
Claia ) gl 881 ia (a ggbal




Why decentralization is more flexible ?
KJJJA J:\S‘ :\.USJAM\ jalal

actions and more detailed knowledge about the problems

and how best to sole it.
Juality 43 e 5iST o CilaaL Wali ) ST Liall <l gisall ¢ 50 oY
L Ll Jladl g oSSl

What are the advantages of decentralization?
4y 38 pad) 358 La
Make organizations more flexible and responsive

el g 43 g ye ST Ciladaial) Jaad




Refers to the degree to which jobs within the organization are standardized
and the extent to which employee behavior is guided by rules and procedures

o . R e
L_t‘;:‘);:}!\j

In organizations with high formalization:

(Aad) Jasaal) il Silalaial)

1- There are explicit job descriptions AU Audd g Chua ¢ 2 g0
2- Lots of organizational rules dpalaill) 20 g8l (e S,

3- Clearly defined procedures covering work processes
Jard) cliles daail il ) 2l pudal g iy s

When formalization is low: gaidia JS&3) < Ladis
1- Job behaviors are relatively non-structured

sy s 85 22 93 ) ASga 095 A pal) Al gl) S slodd
2- Employees have a greet deal of freedom
A Al e dglle Aoy (il gall Jalad;




How Technology Affects Communications:

1- Improved manager’s ability to monitor team
performance

2- Allowed employees to have more complete
Information to make faster decisions

*Types impact on organizational communication:
1- Networked computer systems
2- Wireless capabilities

How Communications Affect Organizational Design:

1- Affect the way that organizational members communicate,
this communication not cnstrained by geography or time

2- Affect the way that organizational members share
information, and do their work

So, work design according to modern technology.



* Kinds of modern technology.

N
1- Telecommuting; the employees do their

work at home on a computer that is

linked to the office.

2- Virtual workplaces; which are offices
characterized by open spaces, movable
furniture, portable phones, laptop
computers and electronic files




Skeleton
Process
Design
Approach

Essence
Stand
Labor

Disperse

Consensus

Obeyed

Proximity
Produce

Evident

be JSa

Perspective

Invention

Machinery

Boredom

Fatigue
Framework
Profound

Obligation
Hybrid

Preserve

Relatively
Encourage

Generate
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Employee
Reevaluate

Support

Element

Assign
Repetitive
Offset

Tenet

Inherent

Empowering

Reflect
Source

Array
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(4)

Managers and human
resource department

&yl > leodl oudy sl 10l



*In small organization; 8_sall Cilaliiall A
Managers do their hiring without assistance of human
resource department

A pdid) 3 ) gal) anad Bacluca (g S ) ga gy 51 el

In large organization; 8_xSl) cilaliiall @
Managers involved in : ¢ (sl gadia £ jaall
1- recruiting employees candidates. il g} s (s
2- Reviewing application forms <lullall ail g8 42 s
3- Interviewing applicants il gl s Alida
4- Orienting new employees 4aliially Jaal) (pdls gal) iy 25
5- Appraising employee performance il gall ¢1a) auis
6- Making decisions about employee training A

il gall a8 Ly <l ) L)
7- Providing career advice to subordinates
O 93l 2 D) Az gilly Al




Strategic human resource management :

Aoyl 2 ) gall o) Y 3yl
I I ——

The relationship between HRM polices and practices and
organizational performance:

BT 211 9 il jlaall g 4yl 30 gal) Cilass (s ABDal)
1- HRM polices and practices lead to high-performance work practice
Ao s1ab Jaadl dalan () g2 Cilalaall g 4 pdal) 31 gal) Cilabn
2- High- performance work practices seems to be:

A) A commitment to improving the knowledge, skills and abilities of
employees

Cndla gal) 3508 g <l jlgal) g A8 mall Cpuwatil elatiy)
a2 ¥daidb;  B) Increasing their motivation
adbgll Ao o), JdiS C) Reducing loafing on the job
D)Enhancing the retention of quality employees
Ol gall 33 9 B3 g £ s
E) Encouraging nonperformers to leave the organization
dalaiall d 5 o (L) £10YY) Gaaga i) guadd




Examples of high performance work practice:
Ao £l Jaadl A jlaal PR

1. Self-directed work team . (32 43 s Jos (822

2. Job rotation. A&kl g

3. Coaching and mentoring. 4> sl g o il

4. Problem-solving groups. «3sdul) Ja cils gana

31 4adwa iy And more page (31)



HUMAN RESOURCE PLANNING 4l 31 gal) Jasads

Is the process by which managers ensure that they
have the right number and kinds of people in the right
places, and at the right times, who are capable of
effectively and efficiently completing those tasks that
will help the organization achieve its overall
objectives

3_8Y) (e pmauall £ gl g ) agSDlial (ha o jaall aSU Ly Al dles A
BeliSy agilial g alal) Ao ()38l 5 paaual) ci gl g daauall cSLaY) B
Ledlaa) (el daliiall solud Al g Allad g

*Human resource planning can be condensed into
three steps .

o 1da)pe 3 B 3T Ayl ) gal Jagkads



(1)Current assessment: () aniill

® e

1- A human resource inventory report; daild A
g i) 3 ) gal
this report includes name, education, training, prior
employment, languages spoken, special capabilities, and
specialized skills of each employee in the organization.
e Gaady Al clalll g Gabed) il 6il) g qu il g antadl) g o) 800 Jady
dalailal) B il ga JS) Aanadiie il jlga g s AY) @il jadl) g

2- Job analysis: 4 ¢l Julas
It defines the jobs within the organization and the

behaviors that are necessary to perform those jobs.
Ciila gl Agalal & 5 g pudal) L gloadl g Aaliial) B il gl) G s




How is information gathered in a job analysis ?

(Al Jalanl) B clagleall pan didS
alaadlll 45y ) 1- Observation method:

skl e i o) 15 s (il oa)l A5 Sathe jOb
dnaddll Aad) 48y, 2- |nterviewing employees method:
Cle sana 3l La 8 Individually or in group

JSee (il 3- Structured questionnaires:

On which employees check or rate the items they perform in their
jobs from a long list of possible tasks and duties

Cilba AL ol AailE (e aglilla g B La g3 Il pualiall dlaad o il cpéds sall & o8
ol e

e i34 Technical conference:

At which experts identify a job’s specific characteristics
daks ) ailliad o) pall (o yay

Jasill 5 Sie ol cildanSla 4563 5- Diary or notebook:
Employees record their daily activities in it.

a5l UL amndiy (il sl 5




bl dua il (3) A job description

- Is a written statement of what a jobholder does, how it’s
0 done, and why it’s done
C e 0l g Adda gl ela) dpaS g ddda 6l) Jala ga (e e A giSa dlea
It describes job content, environment, and conditions of
employment (it focus on the job)

c(Aaksl e S ) dads ol OV 5 A8l 5 bl ll (g s Chual

adbs o) yawadl (4) A job specification:

- It states the minimum acceptable qualifications that a
jobholder must posses to perform a given job

successfully.

ol dauls o) Jals LSl o) oy 311 A0 gadal) Lsal) ¢l gl 2aa
zlai daks gl "

It identify the knowledge, skills and abilities needed to do
the job effectively (it focus on the person)

Allady Ainds ol 1oy Aaliadl) el Hadll g <ol jleall 5 48 jaall (o yas




(2) Future Human Resource Need Assessment:
Abiiioual) 4y pdid) 3)) gall rldia A

Managers can attempt to establish the number and mix
of human resources needed to reach their estimate of
total revenue

i i) 3 ) sall e niial) Jalal) g aaall g g 6l el Jgla

S 2 e ainead I ] shoad daliall

(3) Developing a Future Program:
(hifia el 2l g
After assessment of current and future needs to match
the shortages both in number and type of staff and

define the areas of overstaffed to treat it.
o g sl s el e S 3 (pail) ALEAD Aliiiaall 5 Al CHlalia ) gl 2,
Linlnal (ila gall 8 80L ) Lew (1) SLaY) iy yai g (B 4l




Decision
Resource
Human
Corporation
Recruiting
Appraising
Career
Evident
Asset
Assertion
Sustainable
Contribute
Partner

Motivation
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Contingent
Condensed
Assessing
Wide
Memoir
Ability
Estimate
Reversed
Satisfy
Decruitment
Vacancies
Attracting
surplus

Moderate
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Reputation
Confident
Referral
Shrink
Decline

At random
Benefecial
Adeqately
Observation
Survey
Resignation
Encourage

Involuntary
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* RECRUITMENT AND DECRUITMENT

Juadl) g Cyuail)

Using the information gathered through job

analysis to guide them in recruitment.

Crmil) sy il gl Qs MR (e Lgman 23 i) e sheall alasind
(=il Recruitment:

The process of locating, identifying, and attracting
capable applicants.
(a8 @ilda g s il g iy 2ty aia g dolac

Jadll Decruitment:

Reduce the organization’s labor force if human resource
planning indicates a surplus of employees

o By g A ) 8 5l sall el LT 1) aliially Alelad) (g gil) (il
Cpdla gall




*Where can a manager recruit potential job candidates ?
¢ Oalaiaal) Caill gl ol et o jaal) aadaiew ol
1- Large labor markets: xSl Jard) (3§ g
- Have a greater supply of workers
- Jlard) Cpa us) A 4y
- used according to position or its attractiveness
: Lodaala g crealiall s, padf
- Directed locally-to-newspapers, agencies,
colleges, or referrals by current employees
- (il gall I (e cilma al) o) il g lesagall g ciauall Lilaa 4x g3
Cdlal)
2- Moderated labor market: i gial) Juad) 3§ gu
- Used according to unemployment levels or
positions, wage rates, needed skills, and other factors.
- il gl N g calial) gl B_E LAY il ol il gisa Guaa addicd
s A Jalge 5 daliaall i jlgall g



How the level of position influences recruitment methods?
¢ Ol Bk e it camial (g i o S

- |
1- The greater the skill in the job or higher the position in the

organization’s hierarchy the more the recruitment process
SST Gt dglae ) 2 lia dabaiall pe a8 eV cuaidl o S5 el
4kl aanD- The organization’s size
* larger organizations have a larger pool of internal candidates
agie U daaiall Jala (e cailla gl dda e 2ae Lol SV cilalaidl)

Lisall i siall (358 caaliddl Jadilto choose from to fill positions
above the lowest level

*Have more visibility and more prestige
ST dgal 55 A L
*Offering greater opportunities for job promotions and
A gisall 33y 5 5 Apdda ol il il ST 8 238 increased
responsibility



* Are certain recruiting sources better than other?

Yes, current employees referrals. (why)

(3al) Crallad) (il gal) Ay o, and

1- Prescreened by these employees

Ol gall Y58 Aol gy aguand oty 43Y

2- Employees are well qualified for the position

Guadall (b ga ) 4 95y (ol gall

3- Keep the reputation of the current employees in the
organization’s

AdaBiial) & Cpdlad) (il gal) draw o ddiblaal)

What are a manger’s decruitment options ?
fdhalll aall &l bd Al
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Firin Permanent involuntary termination
g Y

Job Sharing Having employees share one full-time position

Layoffs Temporary involuntary termination: may last on for a few days or extend to
years

Attrition Not filling openings created by voluntary resignations or normal retirements

Transfers Moving employees either laterally or download; usually doesn’t reduce costs

but can reduce intra-organizational supply demand imbalances

Reduce Having employees work fewer hours per week, share jobs, or perform their
Workweek jobs on a part-time basis

Early Retirement Providing incentives to older and more senior employees for retiring before
their normal retirement date.



Decision
Resource
Human
Corporation
Recruiting
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Career
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Contingent
Condensed
Assessing
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Attracting
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Reputation
Confident
Referral
Shrink
Decline

At random
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