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Active learning to engage today’s students
This textbook is designed to provide an opportunity to “learn by doing” in a way that will appeal to today’s  
students. The text can be used in traditional lecture-based teaching, and it also offers a wide range of engaging activities 
that accommodate a variety of contemporary learning styles. Many of the specific learning preferences of today’s  
students are addressed in the book’s overall approach, organization, and distinctive features.  



Explains functions, provides  
applications, and builds students’ skills!
This comprehensive textbook is intended to develop the full range of human resource management (HRM)  
competencies through a balanced, three-pronged approach to the curriculum.

1. Outlines the Key Concepts and Functions
 

 
The book is structured around the six major HRM functions 
identified by the Society for Human Resource Management 
(SHRM).   
 
 
 

 
 
 

 
 

 
 

 
 
 
 

Key areas from the SHRM Human Resource Curriculum: An Integrated Approach to HR Education: 
Guidebook and Templates for Undergraduate and Graduate Programs (SHRM, 2010) are annotated 
for easy reference where they appear in each chapter of the text, and an appendix covers the entire 
undergraduate SHRM curriculum guide.
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 Productivity

 Satisfaction

 Absenteeism

 Turnover

Section IV: Compensating and Protecting

How do you REWARD and MAINTAIN your Human Resources?

Section III: Developing and Managing:

How do you MANAGE your Human Resources? 

Section II: Attracting and Staffing 

What HRM Functions do you NEED for sustainability

Section I: 21st Century HRM Strategic Planning and Legal Issues

What HRM issues are CRITICAL to your organization’s long-term sustainability?

Performance Management Miscue

The Practitioner’s Model for HRM

Most managers don’t look forward to performance 

appraisals. As soon as Heather stuck her head in my office 

and asked me to sit in on her performance appraisal, I 

knew I had two employees who needed some coaching—

Heather and her supervisor, Christine. Our company bases 

many employment decisions on performance appraisals, 

so the results are important. 

When I  entered the room, i t  became apparent  

that although Heather believed she had been doing a 

great job, Christine did not agree. Christine recorded 

Heather’s performance as needing improvement over-

all, but did not offer any reason beyond a vague charge 

that Heather had a poor attitude and wasn’t a team 

player. 

I quickly suggested a small interruption to the meeting, and 

asked Heather to step out of the room. It soon became 

clear that the overall problem was Heather’s failure to 

report to work on time. When Heather was late, it impacted 

her entire work group as the other employees then had to 

answer Heather’s phone calls. 

What’s going on here? Why don’t Heather and Christine 

agree on Heather’s performance? Where did Christine 

go wrong? How can Christine get Heather to agree with 

her performance review now? How can this problem be 

avoided during the next formal performance appraisal ses-

sion? The answers to these questions are based on having 

a good performance management system. By reading this 

chapter, you will learn how you can avoid these problems.
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I. Performance Management Systems

A. Performance Management Versus Performance 

Appraisal

B. The Performance Appraisal Process

C. Accurate Performance Measures 

II. Why Do We Conduct Performance Appraisals? 

A. Communicating

B. Decision Making (Evaluating) 

C. Motivating (Developing) 

D. Evaluating and Motivating (Development)

III. What Do We Assess? 

A. Trait Appraisals

B. Behavioral Appraisals

C. Results/Outcomes Appraisals

D. Which Option Is Best?

IV. How Do We Use Appraisal Methods and Forms? 

A. Critical Incidents Method

B. Management by Objectives (MBO) Method

C. Narrative Method or Form

D. Graphic Rating Scale Form

E. Behaviorally Anchored Rating Scale (BARS) Form

F. Ranking Method

G. Which Option Is Best?

V. Who Should Assess Performance? 

A. Supervisor

B. Peers

C. Subordinates

D. Self

E. Customers

F. 360º Evaluations

G. Who Do We Choose?

VI. Performance Appraisal Problems to Avoid 

A. Common Problems With the Performance Appraisal 

Process

B. Avoiding Performance Appraisal Process Problems

VII. Debriefing the Appraisal

A. The Evaluative Performance Appraisal Interview

B. The Developmental Performance Appraisal Interview

VIII. Trends and Issues in HRM 

A. Is It Time to Do Away With Performance Appraisals?

B. Technology: Electronic Performance Monitoring 

C. Competency-Based Performance Management

D. Aligning the Appraisal Process

C.  Job Analysis/Job Design (required)

4.  Performance management (performance criteria and appraisal)

F.  Performance Management (required)

1.  Identifying and measuring employee performance

2.  Sources of information (e.g., managers, peers, clients)

3.  Rater errors in performance measurement

4.  Electronic monitoring

5.  Performance appraisals

6.  Appraisal feedback

7.  Managing performance
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LO 8.1

Performance Management Systems

At this stage of human resource management (HRM), we now have employees in our 

organization who can do the work, we’ve given them at least some initial training, and they 

are now doing their individual jobs. What’s next? The next issue that we need to figure out 

is how to manage their performance over time to ensure that they remain productive, and 

hopefully become even more capable, as they progress in their careers. Remember our dis-

cussion from Chapter 1 that our human resources are typically one of the few options avail-

able to create a sustainable competitive advantage for the firm. So we need to ensure that 

our human resources perform at the highest possible level. To this end, in this section, we 

discuss the difference between performance management and performance appraisal, and 

present the performance appraisal process. 

Performance Management  

Versus Performance Appraisal

“In a knowledge economy, organizations rely heavily on their intangible assets to build 

value. Consequently, performance management at the individual employee level is essen-

tial and the business case for implementing a system to measure and improve employee 

performance is strong.” Management time and effort to increase performance not only 

meets this goal; it also decreases turnover rates.

How do we manage performance within the organization? The most common part of 

the process, and the one with which we are most familiar, is the process of the performance 

appraisal, or evaluation. In this chapter, we will use the phrases performance evaluation, per-

formance appraisal, and appraisal interchangeably. However, the performance appraisal 

process is not the only thing that’s done in performance management. Performance 

management is the process of identifying, measuring, managing, and developing the perfor-

mance of the human resources in an organization. Basically we are trying to figure out how 

well employees perform and then to ultimately improve that performance level. When used 

correctly, performance management is a systematic analysis and measurement of worker 

performance (including communication of that assessment to the individual) that we use to 

improve performance over time. 

Performance appraisal, on the other hand, is the ongoing process of evaluating employee 

performance. Performance appraisals are reviews of employee performance over time,so 

appraisal is just one piece of performance management. Although we will spend most of 

this chapter discussing performance appraisal, there are several other significant pieces of 

performance management that we already covered in past chapters and will cover in future 

chapters. We discussed “strategic planning,” which provides inputs into what we want 

to evaluate in our performance management system, in Chapter 2. We also discussed the 

major method of identifying performance requirements in a particular job when we went 

through “job analysis and design” in Chapter 4. In Chapter 7, we discussed “training and 

development,” which obviously play a part in performance management. Additionally, we 

will discuss motivating employees, employee relations, compensation, and other pieces in 

Chapters 9–14. Now that we understand the difference between performance management 

and performance appraisal, let’s look at the performance appraisal process.

The Performance Appraisal Process

Exhibit 8-1 illustrates the performance appraisal (PA) process. Note the connection 

between the organization’s mission and objectives and the performance appraisal process. 

Here we briefly discuss each step of the process. 

Discuss the difference 

between performance 

management and 

performance appraisal

C4  
Performance management 

(performance criteria and 

appraisal)

SHRM
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The 360° evaluation format is more useful for individual develop-
ment than it is for administrative purposes. The biggest downside 
is that the process takes a lot of time, which means that it also 
costs the company a lot of money. 

8.8  Identify some of the common problems with the 
performance appraisal process
Personal biases and stereotyping are two of the most significant 
appraisal problems. Other problems include halo error; distri-
butional errors—the grading is either too harsh or too lenient, or 
everyone is judged to be average; similarity error; proximity error; 
recency error; contrast error; and attribution error. 

8.9  Identify the major steps we can take to avoid prob-
lems with the appraisal process
The first step would be to develop accurate performance mea-
sures. Accurate performance measures use multiple criteria, 
minimize trait-based evaluations, and can be analyzed using the 
OUCH test and the Blanchard test. Next, train the evaluators, 

because as soon as they know some of the common errors, 
those errors become less pronounced. Use multiple raters to 
mitigate any potentially biased evaluations and minimize other 
errors such as similarity, contrast, and attribution errors. Finally, 
don’t evaluate what you don’t know. Find people in the organiza-
tion who do know the job and have them evaluate the individual 
performing that job. 

8.10  Briefly discuss the differences between evaluative 
performance reviews and developmental performance 
reviews

The evaluative interview is a review of the individual employee’s 
performance over a certain period. The evaluation needs to be 
fair and equitable, not based on bias. Employees must be given 
the opportunity to talk as well as listen to the critique of their per-
formance. The developmental interview, on the other hand, will 
focus on areas for improvement over time. Managers should 
have employees come up with their own objectives and strate-
gies for improvement, as well as develop their own objectives for 
employees.

360° evaluation

Behaviorally  
Anchored Rating Scale 
(BARS) form

Behaviors

Bias

Critical incidents method
Electronic Performance  Monitoring (EPM)

Graphic rating scale form

Management by Objectives (MBO) method

Motivation

Narrative method or form
Performance appraisal

Performance management 
Ranking method
Results

Stereotyping

TraitsKey Term Review
Complete each of the following statements using one of this chapter’s key terms:
________ the process of identifying, measuring, managing, 
and developing the performance of the human resources in an 
organization

________ the ongoing process of evaluating employee 
performance

________ the willingness to achieve organizational objectives________  identify the physical or psychological characteristics 
of a person 

________  the actions taken by an individual________ a measure of the goals achieved through a work 
process 

________ a performance appraisal method in which a manager 
keeps a written record of positive and negative performance of 
employees throughout the performance period
________ a process in which managers and employees jointly 
set objectives for the employees, periodically evaluate perfor-
mance, and reward according to the results
________ requires a manager to write a statement about the 
employee’s performance

________ a performance appraisal checklist on which a man-
ager simply rates performance on a continuum such as excellent, 
good, average, fair, and poor 

Key Terms
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LO 8.8

For instance, is there any need to do a 360° evaluation of janitorial or housekeeping 

staff? Does this make sense? Obviously, in this case we probably don’t need to do this type 

of evaluation. In most cases, with low-level staff members, a supervisor’s evaluation is suf-

ficient. We also make this statement because the evaluation is often more than just a super-

visor’s biased opinion. Even though only the supervisor does the formal assessment, the 

supervisor often does get informal feedback regarding performance from customers and 

peers during conversations. Customers will often complain to the supervisor if the service is 

not satisfactory, and peers will complain about a fellow employee who is not meeting stand-

ards for some reason. The supervisor’s critical incident file is often written based on infor-

mation received from peers and customers. 

What about the case of an outside salesperson? In this situation, the results tend to 

speak for themselves. Sales numbers are available to the salesperson and manager. Where 

the supervisor rarely sees the individual but the customer interacts with our salesperson on 

a routine basis, we can ask the customer to do an evaluation of the salesperson as well as 

asking the salesperson for a self-appraisal. With the sales figures, a self-assessment, and cus-

tomer feedback, we can develop a plan to increase future performance.

Finally, if we are evaluating the marketing manager for the firm, we may want to do a 

360° evaluation because this individual would affect all of the groups—subordinates, cus-

tomers, peers, the organization, and him- or herself. So, we evaluate the specific situation 

and use the number of methods necessary to get an accurate assessment of the individual. 

Once again, we need to do a cost-benefit analysis to determine when the benefits of increas-

ing performance outweigh the cost to give us a return on our investment. In essence, we 

attempt to maximize performance while minimizing the total cost of the appraisal process. 

Performance Appraisal Problems to Avoid

During the performance appraisal process, there are common problems that we face. How-

ever, knowing these common problems, we can take measures to avoid them. So in this sec-

tion we discuss the problems first with simple ways to avoid each of them as an individual. 

Then we discuss what the organization can do to overcome these problems on an organiza-

tion-wide basis. We can actually overcome multiple problems with the same method. See 

Exhibit 8-3 for a list of problems and ways to avoid them. 
Common Problems With the  
Performance Appraisal Process 

Let’s briefly discuss each of the common problems during the performance 

appraisal process listed in Exhibit 8-3 here. 

Identify some of the common problems with the performance appraisal 
process

Guide – F:3 Rater Errors in Performance 
Measurement 

Common Problems 

Avoiding Problems 

Bias
StereotypingHalo ErrorDistributional ErrorsSimilarity ErrorProximity ErrorRecency ErrorContrast ErrorAttribution Error

Develop Accurate Performance Measures
Use Multiple CriteriaMinimize the Use of Trait-Based Evaluations

Use the OUCH and Blanchard Tests

Train Your EvaluatorsUse Multiple Raters

Exhibit 8-3 Performance Appraisal Problems and Avoiding Them

WORK APPLICATION 8-8 Select an organization, preferably one you work or have worked for. Identify some of the positions and people who should be evaluated using 360º evaluations. Briefly describe your cost-versus-benefit analysis to justify your selection.

SHRM

Key features of this text:

1.  Provides a clear understanding of the traditional HRM concepts and 
functions, as well as the current trends and challenges facing HR  
managers.

2.  Includes applications of HRM concepts and functions  
through developing critical thinking.

3. Assists in the development of critical HRM skills.

Key pedagogical aids in each chapter help students learn 
the concepts and include Learning Outcomes,  
Key Terms, a Chapter Summary, and a True/False  
Quick Check of student knowledge.



2. Richly Illustrated With Applications
 

 
 

 
 
 

 
 
 
 
 
 
Applying the Concept features ask students to determine the 
most appropriate concept to be used in a specific short example. 

  

Videos on the Student Study Site are accompanied by questions for discussion in the book.
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appraisals. As soon as Heather stuck her head in my office 

and asked me to sit in on her performance appraisal, I 

knew I had two employees who needed some coaching—

Heather and her supervisor, Christine. Our company bases 

many employment decisions on performance appraisals, 

so the results are important. 

When I  entered the room, i t  became apparent  

that although Heather believed she had been doing a 

great job, Christine did not agree. Christine recorded 

Heather’s performance as needing improvement over-

all, but did not offer any reason beyond a vague charge 

that Heather had a poor attitude and wasn’t a team 

player. 

I quickly suggested a small interruption to the meeting, and 

asked Heather to step out of the room. It soon became 

clear that the overall problem was Heather’s failure to 

report to work on time. When Heather was late, it impacted 

her entire work group as the other employees then had to 

answer Heather’s phone calls. 

What’s going on here? Why don’t Heather and Christine 
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sion? The answers to these questions are based on having 

a good performance management system. By reading this 

chapter, you will learn how you can avoid these problems.
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making the decision to train the employees leads to their development through improv-

ing their performance, as well as better utilizing the resources to improve organizational 

performance.

Evaluating and Motivating (Development) 

An effective performance appraisal process has two parts (evaluating and motivating), and 

it does both parts well. Evaluating is about assessing past performance, and motivating is 

about developing employees to improve their future performance. But, are both parts done 

well? Have you ever been in a position of being evaluated and debriefed as an employee? 

Was the process motivational? Probably not. Think about the appraisal process and how 

it was carried out. Here we discuss problems with evaluation and how to overcome them, 

explain how to motivate, and suggest separating evaluation and motivation.

Problems with evaluation. A common problem in appraisals is overpowering employ-

ees during an evaluation debrief with large amounts of negative information that they have 

not heard during coaching. This tends to cause the employees to “turn off,” or stop listen-

ing to their managers as they explain what is wrong. Employees will just “raise their shields” 

to ward off all of the negative information. This is a natural human characteristic. We are 

naturally suspicious of negative information for a variety of psychological reasons (defense 

mechanisms), so when employees are presented with a large amount of negative informa-

tion, they tend to discount or even disbelieve it. They may consider the process unfair or 

one-sided and not an accurate measure of their performance, and as a result the evaluation 

may be useless as a motivator. 

Avoiding problems with evaluation. To help overcome such problems with evaluation, 

an effective manager who is a good coach will generally never identify a weakness that the 

employee has not previously been made aware of during the formal appraisal interview—

there are no surprises. The evaluative part of the appraisal should only be a review of what 

the employee already knows and should be willing to hear. However, avoiding surprises is 

not enough. 

The appraisal debrief must be a well-rounded look at individual employees; it should 

identify both positive and negative factors in the employees’ behaviors and results within 

their job (and remember that the communication needs to be two-way). As managers, 

we want to tell employees what they are doing right, but also where they have room for 

improvement. This more balanced approach to the debriefing process will minimize the 

potential that the employees will raise those shields and avoid listening. 

Motivating development. The important part of development is the need for managers 

to provide motivational opportunities for employees to improve their performance over 

time. In other words, we need to tell them how to fix the problem. We need to provide them 

with tools, training, or other methods that will allow them to improve to the point where 

their behavior is sufficient, and we then must continually strive to get them to perform at 

an above-average level and ultimately to be superior through ongoing coaching between 

formal reviews. 

If we provide employees with tools to allow them to improve over time, we’re focus-

ing not on the negative past results but on the positive future potential results. If they are 

given an honest opportunity to fix something that they know is a problem and are given the 

necessary tools or training, most will take advantage of that opportunity. So performance 

appraisals can be motivational if they are properly used and debriefed.

Separating evaluation and development. To improve both parts of the perfor-

mance appraisal, we suggest splitting the debriefing into two separate interviews. The first 

WORK 
APPLICATION 8-3 

Assess the effectiveness of 

an evaluative performance 

appraisal you had. Did the 

manager present both positive 

and negative performance 

areas? Did you “really” listen? 

Where there any surprises? 

Explain any problems and 

how the evaluation could be 

improved.

Video Link 8.1: 

Video on human  

resource management
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Can results pass the OUCH test? Let’s take a look at the OUCH test concerning results-

based evaluations. Is a result achieved in a particular job a concrete, factual measure that 

can easily be quantified? Obviously, it is a very objective measure of what has happened in 

that particular job. If we apply the same results-based measure to each similar job, then our 

measure is uniform in application. The measure of results would almost certainly be consist-

ent across different groups of employees, so we would meet the consistency in effect require-

ment of the OUCH test. And of course, if we are measuring the results of what happens in 

a job, we are certainly providing a measure that has job relatedness. So, with a quick scan we 

can see that a results-based performance appraisal meets the requirements of the OUCH 

test better than either of the other two options.Should we measure results? Results-based evaluations, like behavior, are also typically 

very acceptable to both the employee and the manager. Employees readily accept results-

based appraisals because they feel that such measures are one of the fairest methods of ana-

lyzing their performance. After all, results are the most concrete form of evaluation that can 

be performed. Either the result was achieved, or it wasn’t. We can also defend this type of 

appraisal much easier than the other two options in court, if necessary. It tends to be very 

easy for the organization to go into a courtroom and show that an individual’s results were 

absolutely lower than the results achieved by other people in the same or similar jobs, if 

such an action becomes necessary.But would a performance evaluation measured on results be valid and reliable? The 

results-based evaluation would most likely be highly valid and would usually be reliable, 

assuming that we were able to take into account factors outside of individuals’ control 

that nonetheless affect the performance of their job. So, like with traits and behaviors, the 

Blanchard test is whether everyone understands why they are assessed at a specific level 

(evaluation) and what it takes to get a higher rating (development). 

APPLYING THE CONCEPT

8-2

Assessment Options
Which of the following assessment options for measuring performance is being 

described in each of the given situations?a. traits
b. behavior c.  results
____1. This is the second time you got upset and yelled at customers. This has to 

stop. 

____2. You have produced 15 products again this week. You know the standard is 

20, so I’m giving you a formal warning that if you don’t get up to standard in two 

weeks, you will be fired.
____3. When you promote one of the women from waitress to hostess, be sure she is 

attractive so customers have a good impression of our restaurant and want to come 

back. 

____4. I’m really surprised. Since you started working from home, you have actually 

increased your data entry numbers by 5 percent. ____5. On item number 5, willingness to take responsibility, I’m giving you an aver-

age rating. 
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Her reply admitted her inability to reach designated goals, but 

stated that her performance was hindered due to items beyond 

her control. During this discussion with Sue, Lola alleged that 

sexual conversations and behavior had occurred in her work 

environment. Specifically, she cited that Frank had used highly 

inappropriate language, including nicknames for the President 

of Aerospace Designs. When she walked in on one of these 

conversations and was asked to comment, she abruptly left, and 

immediately filed her rebuttal report with HR. 

Sue’s Response and Lola’s Bombshell

Upon reading about these incidents, Sue conducted a prompt, 

thorough internal investigation and determined that Lola’s per-

formance was marginal and upheld the performance review as 

written. She also determined that inappropriate conversations 

had taken place, and Frank received a written reprimand and 

was required to attend sexual harassment awareness training 

when he returned to the job. Lola’s supervisor was permanently 

changed to Mark, and her workstation was moved to the other 

side of the Marketing area, away from Frank’s office door. Lola 

was agreeable to these actions taken by the company. However, 

three months later Lola filed a sexual harassment lawsuit against 

the firm, stating that she could not get a fair evaluation given the 

harassing environment she was working in.

1. What evidence does this case provide for formulating 

and implementing a systematic approach to performance 

appraisal?

2. Do you believe that Lola’s performance evaluation was valid 

and reliable? Do you feel that Frank had a bias or stereotypi-

cal mind when filling out the evaluation? Explain your answer.

3. What in the case indicates a problem with this supervisor’s 

evaluation? Please connect examples from this case to what 

the chapter discusses.

4. How did Lola, her supervisor, and human resources com-

municate with one another? Do you feel that a performance 

appraisal interview should have been more formally estab-

lished and conducted? Why or why not?

5. How can Lola’s accusation of sexual harassment affect her 

personal work performance and her performance evaluation?

Appendix A

Abbreviated Organizational Chart Sales and  

Marketing Department Aerospace Designs, Inc. 2001

Mark Gurello

Senior Sales Manager

Al Suttmeier

Sales Manager

Paul Shane

Applications Manager

Ray Tiedermann

Sales Support 

Coordinator

Ray Tiedermann

Sales Support 

Coordinator

Frank Fasting

Vice President

Case created by Herbert Sherman, PhD, and Mr. Theodore Vallas

Department of Management Sciences, School of Business Brooklyn Campus, Long Island University

Case 2. Performance Evaluation at DHR: Building a Foundation or Crumbling Ruins? 

DHR Construction was managed by Richard Davis, operat-

ing manager and senior partner. Homes were built on-demand 

to customer specifications. Richard Davis was in charge of the 

financial management of the firm including working with suppli-

ers, creditors, and subcontractors (obtaining bids and construc-

tion loans). Davis and Richard Hodgetts, the general partner, met 

on a weekly basis and communicated through phone calls and 

e-mail. The role of project foreman was delegated to either one of 

their subcontractors or a hired employee and, in the worst-case 

scenario, filled by a reluctant Hodgetts (who had a full-time job 

outside of the business and had minimal free time).  

DHR earned a reputation for honesty, promptness in paying bills, 

and professionalism—rare commodities for a small home builder in 

the area. However, DHR was also very demanding of suppliers—if 

Cases at the end of each chapter 
illustrate how specific organizations  
use the HRM functions.  

Opening vignettes illustrate how a real-life HR 
manager—currently employed by Saxon Drilling 
Services in Arkansas—works within the various 
HRM functions in her daily activities. Other 
organizational examples of HRM concepts and 
functions appear throughout the book.

Work Applications incorporate open-ended questions that ask students to explain how  
the HRM concepts apply to their own work experience. Student experience can be  
present, past, summer, full-time, or part-time employment. 



3. Focuses on Skill Development
 

 
 

 
 

 
 

 
 
 
 
 
Skill Builders help students to develop skills that can 
be used immediately in their life and on the job.  

 

Behavior Models that show step-by-step actions to 
follow when implementing an HRM function, such as 
conducting a job interview, conducting a performance 
appraisal, or coaching and disciplining, are presented 
throughout the text.
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SELF-assessment
6-1

INTERVIEW READINESS

Select a professional job you would like to apply for. Indicate how confident you are that you can give an answer that would make a 

positive impression on an interviewer by placing a number from 1 to 7 on the line before each question.  

 I have a confident answer 

I don’t have a confident answer 

7_________6 _________5_________4_________3_________2_________1

_____ 1. Why did you choose the job for which you are applying?

_____ 2. What are your long-range career goals over the next five to 10 years?

_____ 3. What are your short-range goals and objectives for the next one to two years?

_____ 4. How do you plan to achieve your career goals?

_____ 5. What are your strengths and weaknesses?

_____ 6. What motivates you to put forth your greatest effort? Describe a situation in which you did so.

_____ 7. What two or three accomplishments have given you the most satisfaction? Why?

_____ 8. Why do you want the job?

_____ 9. In what kind of an organizational culture do you want to work?

_____ 10. Why did you decide to apply for a position with our organization?

_____ 11. What do you know about our organization?

_____ 12. In what ways do you think you can make a contribution to our organization?

_____ 13. What two or three things would be most important to you in your job?

_____ 14. Are you willing to relocate for the job? Do you have any constraints on relocation?

_____ 15. Describe a situation in which you had to work with a difficult person (another student, coworker, customer, supervisor, 

etc.). How did you handle the situation? 

_____ Total. Add up the numbers you assigned to each question and place the total on the line and on the continuum below.

 105 95 85 75 65 55 45 35 25 15

Ready for the job interview 

Not ready for the job interview

These are common interview questions, so you should be prepared to give a good confident answer. Your Career Services office may 

offer mock interviews to help you with your interview skills to get the job you are looking for. 
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Questions for a Professor to Teach This Course

Objective

To develop your ability to develop interview questions.

Skills

The primary skills developed through this exercise are:

1. HR Management skill – Technical, business, and conceptual and design skills

2. SHRM 2010 Curriculum Guidebook – G: Staffing: Recruitment and Selection

Preparation

Assume you are the dean of your college and you need to hire a professor to teach this course next semester. Develop a list of at least 10 

questions you would ask the candidates during a job interview for the position.

Apply It

What did I learn from this experience? How will I use this knowledge in the future?

__________________________________ _______________________________________________________________________________________________________________

__________________________________ _______________________________________________________________________________________________________________

Your instructor may ask you to do this Skill Builder in class in a group by sharing your interview questions. If so, the instructor will 

provide you with any necessary information or additional instructions.

SKILL BUILDER 6-2

Interviewing

Objective

To develop your ability to develop interview questions.

To develop your ability to interview and to be interviewed.

Skills

The primary skills developed through this exercise are:

1. HR Management skill – Technical, human relations, business, and conceptual and design skills

2. SHRM 2010 Curriculum Guidebook – G: Staffing: Recruitment and Selection

Preparation

Assume you are the HR Director and you need to hire a new college grad for an entry-level HR position. Because you are not a large 

company, you have a small staff and the new hire will help out in a wide variety of HR functions. Develop a list of at least 10 questions 

you would ask the candidates during a job interview for the position. 

Apply It

What did I learn from this experience? How will I use this knowledge in the future?

__________________________________ _______________________________________________________________________________________________________________

__________________________________ _______________________________________________________________________________________________________________

Your instructor may ask you to do this Skill Builder in class by breaking into groups of two to three and actually conducting interviews 

using your questions. If so, the instructor will provide you with any necessary information or additional instructions.

SKILL BUILDER 6-1
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360° evaluation

Behaviorally  

Anchored Rating Scale 

(BARS) form

Behaviors

Bias

Critical incidents method

Electronic Performance  

Monitoring (EPM)

Graphic rating scale form

Management by Objectives 

(MBO) method

Motivation

Narrative method or form

Performance appraisal

Performance management 

Ranking method

Results

Stereotyping

Traits

 1. The annual performance evaluation process is naturally 

motivational because the company identifies each employ-

ee’s weaknesses. T F

 2. In performance appraisals, the word specific means that the 

form provides enough information for everyone to under-

stand what level of performance has been achieved by a 

particular person within a well-identified job. T F

 3. As a manager, an important part of your job is to make sure 

that your employees know exactly what is expected of 

them—the standards. T F

 4. The basic performance appraisal is very simple to carry out. T F

 5. To meet the communication purpose of performance 

appraisals, managers have to allow the employee the oppor-

tunity to speak to them concerning factors that inhibit their 

ability to succeed. T F

 6. Without good information on performance of individual 

workers, managers cannot make reasonable decisions 

about their workforce. T F

 7. Traits that most people would be likely to focus on, such as 

physical attractiveness, punctuality, and extroversion, have 

been shown to have very little bearing on job performance. T F

 8. Results-based appraisal is the most concrete, or fact-

based, form of appraisal. T F

 9. The critical incidents and MBO methods tend to be the best 

appraisal methods for an evaluative interview. T F

10. The immediate supervisor is always the best person to eval-

uate any employee. T F

11. Personality conflicts and personal biases can affect how 

individual employees rate their peers. T F

12. Subordinate evaluations must be confidential in nature, or it 

is unlikely that the subordinates will provide an honest evalu-

ation of their supervisor. T F

13. We rarely use 360° evaluations because they are so difficult 

to coordinate. T F

14. If they are guilty of halo error, evaluators assume reasons 

or motivations (such as attitudes, values, or beliefs) for an 

observed behavior. T F

15. Using multiple evaluators will limit the ability of one indi-

vidual appraiser to provide a biased opinion concerning an 

employee’s performance. T F

The following critical-thinking questions can be used for class 

discussion and/or for written assignments to develop com-

munication skills. Be sure to give complete explanations for all 

answers. 

 1. Other than an annual evaluation, what would you do to 

“manage” the performance of your employees? Explain why 

you chose the items that you did. 

 2. What would you do as the manager in order to make sure 

that your employees knew the standards that they would be 

evaluated against? Explain your answer. 

 3. Do you really think that it is possible for a performance 

appraisal to be motivational? Why or why not? 

 4. Can you think of a situation where a trait-based evaluation 

would be necessary? Explain your answer. 

 5. You are in charge, and you want to evaluate a group 

of assembly workers. Who would you choose as the 

evaluator(s)? What about an evaluation of the director of 

operation? Explain your answer. 

 6. How would you minimize the chance that stereotyping 

could affect the evaluation process in your company? 

Key Terms

Review Questions (True-False)

Communication Skills
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Preparing for an Evaluative Interview

When preparing for an evaluative interview, follow the steps outlined in Model 8-2. Our 

evaluation should be fair (ethically and legally not based on any of the problems dis-

cussed).1 If we have had regular coaching conversations with our employees, they know 

where they stand,2 and our preparation is mostly done except the form. So our relationship 

with an employee will directly affect the outcome.3 Employees should also critique their 

own performance through a self-assessment using the form.4 

So Step 1 of Model 8-2 is to simply set up the meeting. Step 2 has employees use the 

form to conduct a self-assessment of their performance, and in Step 3 we, too, assess 

employees’ performance using the form. In keeping with the balanced evaluation, in Step 

4, we identify both strengths and areas for improvement that serve as the basis for the devel-

opmental interview. Last, Step 5 is to predict employee reactions to our assessment and 

plan how to handle them. Using critical incidents will help support our assessment when 

employees disagree. Don’t forget the Blanchard test states that we should be able to explain, 

and agree on, the employee’s level of performance. 

Conducting an Evaluative Interview

During the interview, encourage employees to talk and listen to the critique of their perfor-

mance. Model 8-2 lists the steps for conducting an evaluative performance appraisal inter-

view. We open the meeting with some small talk to put the person at ease in Step 1. Then 

in Step 2 we go over our evaluation of the items on the assessment form. For Step 3, we 

identify the employee’s strengths and weaknesses, and discuss and agree on them. Our last 

Step 4 is to conclude the interview, which may be to make the appointment for the develop-

mental interview. 

When we are the employee, we should be open to negative feedback, even if we don’t 

agree with it. We shouldn’t make excuses or blame others. If we don’t agree with the assess-

ment, we should say something like “Thanks for the feedback, but I don’t agree with it for 

the following reasons.” Then we should give our objective reasons without being argu-

mentative and disrespectful. We may want to schedule a follow-up meeting to have time to 

gather facts that support our stance on the assessment. 

The Developmental  

Performance Appraisal Interview

Again, planning ahead is critical when it comes to performance appraisal interviews. There-

fore, this section is also separated into preparing for and conducting the interview. 

Guide – F:4 

Electronic monitoring

Model 8-2  The Evaluative Performance Appraisal Interview

1. Make an  

Appointment 

2. Have the  

employee perform a 

self-assessment 

3. Assess the 

employees 

performance 

4. Identify strengths 

and areas for 

improvement 

5. Predict the employee’s 

reactions and plan how to 

handle them

1. Open the interview 
2. Go over the  

assessment form 

3. Agree on strengths and 

areas for improvement 
4. Conclude the interview

Conducting the Appraisal Interview

Preparation for the Appraisal Interview

SHRM

Communication Skills sections at the end of 
each chapter include questions for class discussion, 
presentations, and/or written assignments to help students 
develop critical thinking communication skills.  

Self-Assessments help students to gain personal 
knowledge of how they will complete the HRM functions in 
the real world. All information for completing and scoring is 
contained within the text.
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