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Completely revised and enhanced for the new 2007 exams, this book enables you to
validate your experience and skills as an HR professional with the industry-standard
PHR (Professional in Human Resources) or SPHR (Senior Professional in Human
Resources) certifications from the Human Resource Certification Institute (HRCI). This
comprehensive new edition of the top-selling PHR/SPHR Study Guide provides you
expert preparation and review for these challenging exams as well as comprehensive
coverage on labor relations, workforce planning, compensation, OSHA regulations.
The #1 study guide for the leading HR certification, aligned with the updated HRBoK™!
PHR/SPHR Professional in Human Resources Certification Deluxe Study Guide,
Second Edition, is the ideal resource for HR professionals seeking to validate their skills
and knowledge acquired through years of practical experience, or a relative newcomer
to the HR field looking to strengthen their resume. Featuring study tools designed to
reinforce understanding of key functional areas, it’s the study guide you’ll turn to again
and again as you prepare for this challenging exam. Offering insights into those areas
of knowledge and practices specific and necessary to human resource management
(HRM), this study guide covers tasks, processes, and strategies as detailed in the
updated A Guide to the Human Resource Body of Knowledge™ (HRBoK™). The study
guide breaks down the critical HR topics that you need to understand as you prepare
for the exams. You’ll get a year of FREE access to the interactive online learning
environment and test bank, including an assessment test, chapter tests, practice
exams, electronic flashcards, and a glossary of key terms. New bonus material includes
study checklists and worksheets to supplement your exam preparation, and eBooks in
different formats to read on multiple devices. • Refresh your understanding of key
functional areas • Practice the practical with workbook templates • Test your
knowledge with flashcards and exercises • Preview exam day with bonus practice
exams If you're looking to showcase your skills and understanding of the HR function,
PHR/SPHR Professionals in Human Resources Certification Deluxe Study Guide is
your ideal resource for PHR/SPHR preparation.
This guide is good especially for someone that has an idea of what recruiting is or
doesn’t know anything about recruiting. I’ll say as a coach, some of the things about
the dialog between a coach and a recruit was right on. We don’t want them to know
that but that’s how it is! Coach Holman Wiggins Assistant Coach Illinois State
University
Presenting the first book that provides HR professionals with a context for
understanding the importance of doing a proper job analysis together with a step-bystep guide to conducting such an analysis. This unique guide contains a series of eight
ready-to-use templates that provide the basis for conducting job analyses for eight
different levels of job families, from the entry-level to the senior manager/executive.
Presents a guide to the essentials of job hunting, including current information on the
basics of searching for jobs, getting organized, preparing râesumâes, mastering cover
letters, and succeeding in interviews.
A leading textbook in its field, Human Resource Management at Work is a
comprehensive guide to the theory and practice of HRM. Divided into four key parts, the
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first part of the book covers HRM strategy and the global context, the forces shaping
HRM at work and international and comparative HRM. Part Two discusses the role of
HR professionals and line managers in the workplace, and how the responsibilities for
delivering effective HR vary in a changing world of work, Part Three has expert
coverage of the key areas of HR including resourcing and talent management, learning
and development (L&D), reward and employment relations. The final part examines the
impact that HRM can have on business performance and also outlines the key
knowledge and skills required to carry out a business research project. Fully updated
through, this seventh edition now has new coverage of diversity and inclusion (D&I),
workplace analytics, ethics, wellbeing and precarious work as well as additional
coverage of the alignment of HRM with organisational strategy and the integration of
different components of HRM. Human Resource Management at Work includes new
global case studies, reflective practice activities to encourage critical thinking, exercises
to help the consolidation of learning and 'explore further' boxes to encourage wider
reading. Aligned to the CIPD Level 7 qualification yet also relevant on non-CIPD
accredited HR masters courses, this book covers everything students need to excel in
their academic studies and will ensure that they can hit the ground running in a
practitioner role after university. Online supporting resources include an instructor's
manual and lecture slides.
Newly qualified library and information staff are thrown in at the deep end in their first
jobs, where they are expected to function as skilled practitioners. They find themselves
in a world where technological developments and global competition are changing the
shape and reach of information services. The scale and speed of change present
constant challenges to develop awareness and understanding of the wider environment
in order to improve local services. Their need for support in their professional
development is particularly acute at this stage in their careers. This easy-to-use manual
aims to provide that support at both operational and strategic levels. It is designed to
help new professionals make sense of the contemporary information world and devise
effective strategies for developing their skills and services. It brings together a host of
useful sources covering the professional and managerial aspects of information work,
introducing key concepts and techniques in a coherent framework, and using practical
examples to illustrate current organizational and service trends. The book offers a
global cross-sectoral perspective on information resources and services, covering
strategy and marketing as well as day-to-day operations. The thematic arrangement
means that each chapter can be used as a self-directed training module, or as the basis
of a session with a supervisor or mentor. Packed with activities and reflection points,
the book encourages a critical approach through the use of questions and also offers
annotated bibliographies providing quick access to relevant publications, websites and
organizations worldwide. Readership: Particularly valuable as an on-the-job reference
source for those working towards chartered/corporate membership of professional
bodies, this workbook also makes extremely useful reading for students and lecturers,
staff development officers, those returning to employment after a break, and
established professionals in search of fresh perspectives or career development.
The definitive guide to architectural practice Business, legal, and technical trends in
architecture areconstantly changing. The Architect's Handbook of ProfessionalPractice has
offered firms the latest guidance on those trendssince 1920. The Fifteenth Edition of this
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indispensable guidefeatures nearly two-thirds new content and covers all aspects
ofcontemporary practice, including updated material on: Small-firm practice, use of
technologies such as BIM, andproject delivery methods, such as IPD and architect-leddesignbuild Career development and licensure for emerging professionals andstate-mandated
continuing education for established architects Business management topics, such as
organizational development,marketing, finance, and human resources Research as an
integrated aspect of architectural practice,featuring such topics as evidence-based design and
research in asmall-firm context The Fifteenth Edition of The Architect's Handbook
ofProfessional Practice includes access to a website thatcontains samples of all AIA Contract
Documents (in PDF format forMac and PC computers). With comprehensive coverage of
contemporarypractices in architecture, as well as the latest developments andtrends in the
industry, The Architect's Handbook of ProfessionalPractice continues to be the essential
reference for everyarchitect who must meet the challenges of today's marketplace withinsight
and confidence.
Combining current knowledge from psychology, sociology, labor studies, and economics, The
Oxford Handbook of Job Loss and Job Search presents one of the first comprehensive
overviews of the knowledge and research on job loss and job search. It provides readers with
suggestions for further research and offers hands-on practical advice.
"The Essential Guide to Recruitment is a step-by-step practical guide to the recruitment
process. It provides advice for successive recruitment, beginning with advertising the post,
through interviewing candidates, to making an appointment, and beyond to the all-important
first six months of employment." "Based on experience and good practice, each chapter
contains examples, tips and practical exercises. The Essential Guide to Recruitment covers
selection, induction and retention; applicant profiling; how and where to advertise vacancies;
assessing candidates' performance; readymade interview questions and how to ask them; the
induction of new employees; and best practice checklists."--BOOK JACKET.
The Routledge Handbook of Sport Management is the most up-to-date and comprehensive
guide to theory and practice in sport management ever published. It provides students and
scholars with a broad ranging survey of current thinking in contemporary sport management,
exploring best practice in core functional areas and identifying important future directions for
new research. Key topics covered in the book include: managing performance marketing
human resource management the economics and finance of sport strategy managing change
governance of sports organizations customer relations branding and retail. With contributions
from leading scholars and professionals from around the world, the book illustrates the global
nature of contemporary sport business and highlights the opportunities and challenges for
managers operating in an international market place. Representing a definitive survey of
contemporary issues in sport management, this is an essential reference for all students,
scholars and practitioners working in sport.
An essential reference for HR professionals A Guide to the HR Body of Knowledge
(HRBoKTM) from HR Certification Institute (HRCI®) is an essential reference book for HR
professionals and a must-have guide for those who wish to further their expertise and career in
the HR field. This book will help HR professionals align their organizations with essential
practices while also covering the Core Knowledge Requirements for all exams administered by
HRCI. Filled with authoritative insights into the six areas of HR functional expertise: Business
Management and Strategy; Workforce Planning and Employment; Human Resource
Development; Compensation and Benefits; Employee and Labor Relations; and Risk
Management, this volume also covers information on exam eligibility, and prep tips.
Contributions from dozens of HR subject matter experts cover the skills, knowledge, and
methods that define the profession's best practices. Whether used as a desk reference, or as a
self-assessment, this book allows you to: Assess your skill set and your organization's
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practices against the HRCI standard Get the latest information on strategies HR professionals
can use to help their organizations and their profession Gain insight into the body of knowledge
that forms the basis for all HRCI certification exams As the HR field becomes more diverse and
complex, HR professionals need an informational "home base" for periodic check-ins and
authoritative reference. As a certifying body for over four decades, HRCI has drawn upon its
collective expertise to codify a standard body of knowledge for the field. The HRBoK is the
definitive resource that will be your go-to HR reference for years to come.
The #1 book for the leading HR certifications, aligned with the updated HRBoK™ PHR and
SPHR certifications, offered by Human Resources Certification Institute (HRCI), have become
the industry standard for determining competence in the field of human resources. Developed
by working professionals, the PHR and SPHR credentials demonstrate that recipients are fully
competent HR practitioners based on a standard set by workforce peers. Offering insights into
those areas of knowledge and practices specific and necessary to human resource
management (HRM), this study guide covers tasks, processes, and strategies as detailed in
the updated A Guide to the Human Resource Body of Knowledge™ (HRBoK™). The study guide
breaks down the critical HR topics that you need to understand as you prepare for the exams.
PHR/SPHR Professional in Human Resources Certification Study Guide, Fifth Edition, is the
ideal resource for HR professionals seeking to validate their skills and knowledge acquired
through years of practical experience, as well as for a relative newcomer to the HR field
looking to strengthen their resume. In this edition of the top-selling PHR/SPHR study guide,
you’ll find a practical review of all topics covered on the exams, as well as study tools
designed to reinforce understanding of key functional areas. Strengthen the skills you learn
with a year of FREE access to the Sybex online learning environment, complete with flash
cards and practice quizzes to prepare you for exam day. • Business Management and
Strategy • Workforce Planning and Employment • Compensation and Benefits • Human
Resource Development and more If you’re preparing for these challenging exams, this is the
trusted study guide that’ll help you perform your best.
This handbook includes the most up to date, evidence-based, and comprehensive coverage of
recruitment and retention, as written by the top leaders of recruitment research in the world.

Job search is and always has been an integral part of people's working lives.
Whether one is brand new to the labor market or considered a mature,
experienced worker, job seekers are regularly met with new challenges in a
variety of organizational settings. Edited by Ute-Christine Klehe and Edwin A.J.
van Hooft, The Oxford Handbook of Job Loss and Job Search provides readers
with one of the first comprehensive overviews of the latest research and empirical
knowledge in the areas of job loss and job search. Multidisciplinary in nature,
Klehe, van Hooft, and their contributing authors offer fascinating insight into the
diverse theoretical and methodological perspectives from which job loss and job
search have been studied, such as psychology, sociology, labor studies, and
economics. Discussing the antecedents and consequences of job loss, as well as
outside circumstances that may necessitate a more rigorous job hunt, this
Handbook presents in-depth and up-to-date knowledge on the methods and
processes of this important time in one's life. Further, it examines the unique
circumstances faced by different populations during their job search, such as
those working job-to-job, the unemployed, mature job seekers, international job
seekers, and temporary employed workers. Job loss and unemployment are
among the worst stressors individuals can encounter during their lifetimes. As a
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result, this Handbook concludes with a discussion of the various types of
interventions developed to aid the unemployed. Further, it offers readers
important insights and identifies best practices for both scholars and practitioners
working in the areas of job loss, unemployment, career transitions, outplacement,
and job search.
This new handbook, with contributions from experts around the world, is the most
comprehensive treatise on work design and job analysis practice and research in
over 20 years. The handbook, dedicated to Sidney Gael, is the next generation of
Gael’s successful Job Analysis Handbook for Business, Industry and
Government, published by Wiley in 1988. It consists of four parts: Methods,
Systems, Applications and Research/Innovations. Finally, a tightly integrated,
user-friendly handbook, of interest to students, practitioners and researchers in
the field of Industrial Organizational Psychology and Human Resource
Management. Sample Chapter available: Chapter 24, Training Needs
Assessment by Eric A. Surface is available for download.
As recruitment becomes ever more important to a business achieving its
corporate objectives, recruiters must raise their game, delivering new and
innovative solutions while also doing their job well and achieving the results
needed for their clients and candidates. The Professional Recruiter's Handbook,
second edition, is a complete guide to achieving success in recruitment. The
authors explore the techniques used by the most successful recruiters, both
agency and client-side, to understand what creates excellence in recruitment.
Containing up-to-date practical advice on attracting the right candidates and
finding and retaining new clients; it explains how to develop a recruitment
strategy to ensure the recruitment professional can successfully fulfil the roles
taken on. The book is supported by numerous case studies and interviews with
recruitment professionals.
Brown and Swain explore the techniques used by the most successful recruiters,
both agency and client side, to understand what creates excellence in
recruitment. Supported by numerous enhanced case studies, this book contains
practical advice on attracting the right candidates.
Comprised of fifteen chapters written by experienced consumer health librarians,
The Medical Library Association Guide to Providing Consumer and Patient
Health Information is designed for library and information science graduate
students as well as librarians new to health and medical librarianship, regardless
of library setting. It is comprehensive in scope, covering all aspects of consumer
and patient health and medical information from their humble, grassroots
beginnings to the ever-evolving applications of new technology and social media.
In between, the mundane aspects of health and medical librarianship, such as
needs assessment, costs, budgeting and funding, and staffing are discussed.
Adding richness to this discussion are the coverage of more sensitive topics such
as patient-friendly technology, ethical issues in providing consumer and patient
health information, meeting the needs of diverse populations, and responding to
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individuals from various cultural backgrounds. No comprehensive picture of
consumer and patient health librarianship would be complete without addressing
the critical importance of marketing and strategic partnerships; such discussions
round out this invaluable guide.. Patients today must be knowledgeable enough
to participate in their health and well-being. Shorter hospital stays, changing
reimbursement patterns and the gradual shift towards focusing on proactively
maintaining health and managing disease require patients to be informed and
actively engaged. Education, information and understanding are important
components of actively-engaged patients. Correspondingly, in today’s e-world,
there is a glut of information resources available through the Internet – from
YouTube videos to Googling to blogs and Twitter feeds. What is lacking in these
information-rich times is the relevance of meaning and context for those who ask,
“Does this health and medical information apply to me and my unique clinical
picture?” or “How do I use this information?” As knowledge navigators,
information technology wizards and content experts, librarians offer focused
responses to individuals’ specific and highly personal health and medical
information queries. In a new healthcare world order of optimizing health and
minimizing hospitalizations, such a service is invaluable. Sadly, there still exists
in our highly networked and technological age an information gap for those who
struggle in obtaining meaningful health or medical information. These individuals
may be foreign-born, non-English speaking, poor, rural, aged or semi-literate.
Whatever their status, librarians must have the wherewith-all to find germane
resources and also help create responsive mechanisms to bridge that health
information gap for vulnerable citizens. The Medical Library Association Guide to
Providing Consumer and Patient Health Information will guide you on the road to
providing that response.
Comprehensive PHR/SPHR exam preparation, featuring interactivelearning
environment PHR/SPHR Professionals in Human Resources CertificationDeluxe
Study Guide is the number-one preparation resource forthese premier Human
Resources certifications. Fully updated toalign with the latest versions of these
challenging exams, thisguide provides detailed coverage of key topics, including
strategicmanagement, workforce planning and employment, compensation
andbenefits, employee and labor relations, and OSHA regulations. Theinteractive
learning environment provides additional study toolsthat help reinforce your
understanding, including electronicflashcards, ancillary PDFs, workbook
templates, and chapterexercises. Bonus PHR and SPHR practice exams allow
you to test yourknowledge and get a feel for the tests, so you can review
what'sneeded and avoid exam day surprises. The PHR and SPHR certifications,
offered by the Human ResourcesCertification Institute (HRCI), have become the
industry standardfor determining competence in the HR field. This helpful
guidegives you everything you need to fully prepare for these exams, soyou can
demonstrate your knowledge when it counts and pass withflying colors. Refresh
your understanding of key functional areas Practice the practical with workbook
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templates Test your knowledge with flashcards and exercises Preview exam day
with bonus practice exams If you're looking to showcase your skills and
understanding ofthe HR function, PHR/SPHR Professionals in Human
ResourcesCertification Deluxe Study Guide is your ideal resource forPHR/SPHR
preparation.
Recruiting the right people is one of the most important activities organisations
can undertake. Getting it right can mean fast, healthy growth and the fulfilment of
business goals; getting it wrong can mean heavy costs, sinking morale and
stunted growth. The Complete Guide to Recruitment is a practical self-help guide
to best practice in recruitment. With international case studies demonstrating how
recruitment contributes to business success, it covers every aspect of the
recruitment process including: developing an effective recruitment strategy;
relationship building for long-term hiring; assessing and selecting candidates;
designing the contract of employment; and creating a great place to work. Also
incorporating a broad range of sample adverts, contracts and assessment tests
which are available to download and edit, The Complete Guide to Recruitment is
ideal for companies of all types and sizes who want to attract and retain top
talent.
The Professional Recruiter's Handbook is a complete guide to achieving success
in recruitment. The authors explore the techniques used by the most successful
recruiters, both agency and client-side, to understand what creates excellence in
recruitment. Containing practical advice on attracting the right candidates and
finding and retaining new clients; it explains how to develop a recruitment
strategy to ensure the recruitment professional can successfully fulfil the roles
taken on. The book is supported by numerous case studies and interviews with
recruitment professionals.
The Professional Recruiter's HandbookDelivering Excellence in Recruitment
PracticeKogan Page Publishers
Praise for The WorldatWork Handbook of Compensation, Benefits & Total
Rewards This is the definitive guide to compensation and benefits for modern HR
professionals who must attract, motivate, and retain quality employees. Technical
enough for specialists but broad in scope for generalists, this well-rounded
resource belongs on the desk of every recruiter and HR executive. An
indispensable tool for understanding and implementing the total rewards concept,
the WorldatWork Handbook of Compensation, Benefits, and Total Rewards is the
key to designing compensation practices that ensure organizational success.
Coverage includes: Why the total rewards strategy works Developing the
components of a total rewards program Common ways a total rewards program
can go wrong Designing and implementing a total rewards program
Communicating the total rewards vision Developing a compensation philosophy
and package FLSA and other laws that affect compensation Determining and
setting competitive salary levels And much more
The Web is always moving, always changing. As some Web sites come, others
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go, but the most effective sites have been well established. A Subject Guide to
Quality Web Sites provides a list of key web sites in various disciplines that will
assist researchers with a solid starting point for their queries. The sites included
in this collection are stable and have librarian tested high-quality information: the
most important attribute information can have.
The human resources (HR) profession has changed a great deal over the past 15
years. Once seen as only administrative, HR now plays a major role in helping
organizations run better and employees become more satisfied. This Vault guide
gives you the inside scoop on careers in HR, including recruiting, training and
development, labor and employee relations, compensation and benefits and
more.
Are you looking for a job? Frustrated with HR managers who don't call you back?
Confused about what to do next? Help is here Now you can get more calls to
interview for good jobs with North America's best employers, with the tactics and
strategies in The ABSOLUTE JOB SEARCH GUIDE. Following this simple, stepby-step system, you will discover: how to get noticed by employers, with targeted
resumes and cover letters how and where to network (so you can avoid the pity
parties at most job clubs) job search etiquette ... and pitfalls to avoid how to
follow up after sending your resume -- without being a pest what to do before,
during and after you interview to maximize your results how to really crack the
hidden job market help with the most difficult interview questions -- including
salary Stop spinning your wheels. Start getting more interviews and job offers.
The ABSOLUTE JOB SEARCH GUIDE shows you how
Good teachers are distinguished by their characteristics - passion, integrity,
initiative, confidence and more - yet recruitment tends to focus on skills and
knowledge. Skills are vital, but are not the whole picture. This handbook provides
a comprehensive technique for spotting and assessing the deeper characteristics
of outstanding teachers during interview, using the Hay McBer research into
effective teaching. Spotting an outstanding teacher, however, is wasted if they
are not attracted to the school. Included in this guide is a means of evaluating,
improving and communicating a school's attractiveness to candidates and
existing staff. Providing a pathway through the complex recruitment process from defining the school's needs to welcoming the new recruit into the school this book includes: research into teacher effectiveness critical incident interviews
definition and attraction assessment induction. Presenting surveys, original
research into effective teaching, and interviews with recruiters and recruits, this
lively guide offers practical advice for all schools.
Written by a seasoned recruiting leader, this guide goes beyond job hunting basics to provide
candidates with specific, effective strategies to get noticed. With a straight-forward approach,
Eric Knott reveals the tactics clever job seekers use to stand-out from the crowd and gain
access to recruiters and hiring managers. · Learn how to truly integrate social media into your
search · Discover how students, even returning students, are able to gain unique access to
recruiters and hiring managers, allowing them to get to the front of the job-hunting line ·
Manage unemployment or changing careers so they don't hinder your job hunt · Leverage job
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fairs and networking opportunities to gain access to decision makers · Effectively use
community and professional associations to advance your search · Prepare for the most
current approaches to interviewing, learning how to effectively navigate phone screens, face-toface interviews, and the job offer · Get the details on free online resources that provide good
information for candidates and those that provide the best · Gain perspective in how to vet
schools as well as degree and certification programs And the list goes on. With the number of
candidates vying for each position, this valuable resource empowers you to get ahead of the
masses and get results in your search.
Updated edition of best-selling guide for PHR and SPHR candidates The demand for qualified
human resources professionals is on the rise. The new Professional in Human Resources
(PHR) and Senior Professional in Human Resources (SPHR) exams from the Human
Resources Certification Institute (HRCI) reflect the evolving industry standards for determining
competence in the field of HR. This new edition of the leading PHR/SPHR Study Guide reflects
those changes. Serving as an ideal resource for HR professionals who are seeking to validate
their skills and knowledge, this updated edition helps those professionals prepare for these
challenging exams. Features study tools that are designed to reinforce understanding of key
functional areas Provides access to bonus materials, including a practice exam for the PHR as
well as one for the SPHR. Also includes flashcards and ancillary PDFs Addresses key topics
such as strategic management, workforce planning and employment, compensation and
benefits, employee and labor relations, and Occupational Safety and Health Administration
regulations This new edition is must-have preparation for those looking to take the PHR or
SPHR certification exams in order to strengthen their resume.
As recruitment becomes ever more important to a business achieving its corporate objectives,
recruiters must raise their game, delivering new and innovative solutions while also doing their
job well and achieving the results needed for their clients and candidates. The Professional
Recruiter's Handbook, second edition, is a complete guide to achieving success in recruitment.
The authors explore the techniques used by the most successful recruiters, both agency and
client-side, to understand what creates excellence in recruitment. Containing up-to-date
practical advice on attracting the right candidates and finding and retaining new clients, it
explains how to develop a recruitment strategy to ensure the recruitment professional can
successfully fulfil the roles taken on. The book is supported by numerous case studies and
interviews with recruitment professionals.
Recruitment refers to the overall process of attracting, selecting and appointing suitable
candidates for jobs within an organisation, either permanent or temporary. Recruitment can
also refer to processes involved in choosing individuals for unpaid positions, such as voluntary
roles or training programmes. Recruitment may be undertaken in-house by managers, human
resource generalists and/or recruitment specialists. Alternatively, parts of the process may be
undertaken by either public-sector employment agencies, commercial recruitment agencies, or
specialist search consultancies. The use of internet-based services and computer technologies
to support all aspects of recruitment activity and processes has become widespread.
This is a directory of companies that grant franchises with detailed information for each listed
franchise.
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