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Course Guide
Introduction

You are warmly welcome tblS 418: Personnel Management in the Library and
Information Center. This is a two-credit (2-CR) unit course that @isnpulsory for
all undergraduates in the Department. It is desigoenelp you understand and apply
personnel management principles to library andrinédion centre management. This
can help you have a more successful academic cefgitr also enhancing your
personal growth and social position in the commnyunit

Course Aim

A library is made up of the personnel, the booksl the readers/users/patrons. The
goal of this course is to provide you with a basitderstanding of personnel
management. This will necessitate a thorough utededgg of the nature and
principles of personnel management/staffing as theply to the library and
Information Centre, as well as the use of humaowe®s in achieving the library's
overall goals/mission, all of which are criticalcsess factors for information
professionals taking on leadership roles in futnfermation systems initiatives. This
course provides you with the opportunity to stutte fundamental concepts of
personnel management, organisational management deweélopment, human
resource management in organisations, human resmanagement techniques in the
library and Information Centre, and library perseltiassification and duties in depth.
There are twenty-three (23) study units in the seurAs a result, a thorough
understanding of the issues covered in this bodk emable you to perform the
activities, responsibilities, and duties of a ltyrenanager/director/librarian at a library
and information centre.

Course Objectives

By the end of this course, you will be able to:
i. Explain the meaning of management;
ii.  Understand the functions of management;
iii.  Understand the meaning of personnel management;

iv.  Outline the functions of personnel managementénitirary and information
centre;
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v. Know the scope of personnel management;

vi. Describe the principles of managing human resources

vii.  Know the techniques of managing human resources;

viii.  Discuss the role of motivation and job satisfacfioorganisations;

ix. Explain the concept of job analysis, job descripti@nd job specialisation;
Xx. Comprehend the recruitment and selection process;

xi.  Discuss the role of communication and interpersskilk in organisations;

xii.  State the importance of communication and interpetskills in
organisations;

xiii.  Explain the nature of human resource management;

xiv.  Comprehend the meaning of leadership in an orgtmisa

xv.  Comprehend how to maintain positive and healthgti@hships in an
organisation;

xvi.  Explicate the concept of performance managemetgisys

xvii. Comprehend the meaning of compensation administratnd employee
benefits;

xviii. Comprehend the meaning of training and development;
xix. Comprehend the classification of library personaat]

xX.  Explicate the duties of library personnel.

Working through this Course

You are required to participate in the theoretjgaitions of the course in order to
successively complete it. In addition, you are expa to read the study units, listen
to the audios and videos, complete the assessnmex@sine and read the links,
participate in discussion forums, read the recontedrbooks and other materials,
create your portfolios, and participate in the walfacilitation. Introduction, desired
learning outcomes, the main content, summary, csiorh, and references/further
readings are all included in each study unit.

The introduction welcomes you to each unit and jglesran overview of the study
unit's expectations. Read the intended learningaooés (ILOs), which define what
you should be able to perform at the end of eaattystinit, and make a note of them.
This will assist you in evaluating your learninglag end of each unit to ensure that
you have met the objectives set forth (outcomelsg. dontent of each section is
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given in modules and units to achieve the des&aching results, with videos and
links to other resources to supplement your st@igk on the links as advised,
however you may need to copy and paste the link thiRlLa browser if you're
reading the content offline. You can save the aditd videos to your computer and
watch them later. You may also save the texts to gomputer or external drive by
printing or downloading them. The unit summariesvite an overview of the most
important aspects of the unit. It's a must-haveftihat will enhance your progress
through the unit. The conclusion brings you toghely's peak and what you should
remember from the unit.

The two forms of assessments/evaluations are thmatove and summative
assessments. The formative evaluations will ageistin tracking your progress. This

is presented as in-text questions, discussion feramd self-assessment exercises. The
university will utilise the summative assessmeaifsitige your academic performance.
This will be given as a computer-based test (CBiUBich will be used for both
continuous assessment and final examinations. Thidrbe a minimum of three (3)
computer-based assessments administered throutfimgemester, with only one
final examination at the end of the semester. Yieuraquired to take all computer-
based tests and the final examination.

Study Units

There are twenty-three (23) study units in thisreeu it is divided into five (5)
modules. The modules and units are presentedlas/fol

Module 1: Basic Concepts of Personnel Management

Unit 1: Overview of Management

Unit 2: Definition, Objectives and Scope of Persalrivlanagement
Unit 3: Nature and Characteristics of Personnel &g@ment.

Unit 4: Principles and Importance of Personnel Mgmaent.

Module 2: Organisational Management and Development

Unit 1: Organisational Behaviour

Unit 2: Foundation of Individual Behaviour
Unit 3: Foundation of Organising

Unit 4: Organisational Design

Unit 5: Organisational Culture

Unit 6: Job Design

Unit 7: Organisational Control

Module 3: Human Resource Management in Organisation
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Unit 1: Overview of Human Resource Management
Unit 2: Human Resource/Employment Planning

Unit 3: Job Analysis, Job Description and Job Sgesztion
Unit 4: Recruitment and Selection

Unit 5: Training and Development

Module 4: Techniques of Managing Human Resources ithe Library and
Information Centre

Unit 1: Performance Management System in Librany laformation Centre
Unit 2: Compensation Administration and Employea&és

Unit 3: Motivation and Job Satisfaction

Unit 4: Leadership

Unit 5: Communication and Interpersonal Skills

Unit 6: Contemporary Human Resource Management (HR$8ues in
Organisations

Module 5: Classification and Duties of Library Peronnel

Unit 1: Classification and Duties of Library Perseh

Presentation schedules

The presentation schedule gives you the importatgsdfor the completion of your
computer-based tests, participation in forum disitus and at facilitation.
Remember you are to submit all your assignmerttseagippropriate time. You
should guide against delays and plagiarisms in yark. Plagiarism is a criminal
offence in academics and liable to heavy penalty.

Assessment

There are two main forms of assessments in thigseothat will be scored: the
continuous assessments and the final examinati@ncdntinuous assessment shall be
three-folds.There will be two computer-based assessments. Themputer-based
assessments will be given in accordance to univeysiacademic calendar. The
timing must be strictly adhered ta The computer-based assessments shall be scored
a maximum of 10% each, while your participationdiscussion forums and your
portfolio presentation shall be scored a maximum16f6 if you meet 75%
participation. Therefore, the maximum score fortoarous assessment shall be 30%
which shall form part of the final grade. The fimdamination for LIS 418 will be a
maximum of two hours and it takes 70 percent of tibkal course grade. The
examination will consist of five essay questiorat tleflect cognitive reasoning. You
will be expected to answer three questions in all.
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Note

You will earn 10% score if you meet a minimum of% Sarticipation in the
course forum discussions and in your portfolioseotlise you will lose the 10% in
your total score. You will be required to uploadiyportfolio using Google Doc. What
are you expected to do in your portfolio? Your fmiv should be note or jottings you
made on each study unit and activities. This widlude the time you spent on each
unit or activity.

How to get the most from the Course

To get the most in this course, you need a funatipersonal laptop and access to the
Internet. This will make study and learning easgl #re course materials accessible
anywhere and anytime. Use the Intended Learningdugs (ILOs) to guide your
self-study in the course. At the end of every umiamine yourself with the ILOs and
see if you have achieved the outcomes.

Carefully work through each unit and make your sot®in the online real-time
facilitation as scheduled. Where you miss a scheftulonline real-time facilitation,
go through the recorded facilitation sessions aitr y@nvenience. Each real-time
facilitation session will be video recorded andtpdson the platform. In addition to
the real-time facilitation, watch the video and imuetcorded summary in each unit.
The video/audio summaries are directed to the rdafieints in each unit. You can
access the audio and videos by clicking on theslinkthe text or through the course
page. Work through all self-assessment exerciseallys obey the rules in the class.

Facilitation

You will receive online facilitation. The facilitan is learner-centred. The mode of
facilitation shall be asynchronous and synchronous.

For the asynchronous facilitation your facilitator will:

* Present the week's theme.

Moderate and summarise forum discussions.

Coordinate activities on the platform.

Score and grade activities as needed.

Upload your grades to the university's recommernaiatfiorm.

Support and assist you in your studies. Personallemay be sent in this
regard. You may also receive videos, audio lectied podcasts.
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For the synchronous facilitation:
< The course will include eight hours of online réate contact. This will be
accomplished via the Learning Management Systeitieo\conferencing
feature (LMS).
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+ The eight hours will be made up of eight one-hamtacts.

«+ After each one-hour video conference, the footaifjebe published for you
to watch at your leisure.

++ The facilitator will concentrate on the course'sstrimportant themes.

++ At the beginning of the course, the facilitatorlwitroduce the online real-
time video facilitation timetable.

% At the commencement of facilitation, the facilitatall take you through the
course guide in the first lecture.

« If you don't understand any part of the study uaitassignments don't
hesitate to contact your facilitator.

« If you have difficulty with the self-assessment iexges, don't hesitate to
contact your facilitator.

« If you have any questions or concerns about alg@s&nt or your tutor's

remarks on an assignment, please contact us.

In addition, for technical assistance, use theamiribformation given. Read all of
your facilitator's comments and notes, particularlyyour assignments; take part in
forums and conversations. This allows you to irtevéth other programme
participants. You are welcome to discuss any diffies you may have faced while
studying. Prepare a list of questions ahead of fon¢he discussion session to get
the most out of course facilitation. Participatfotly in the debates will provide you
with a wealth of knowledge.

Lastly, fill out the questionnaire. This will allothe University to better understand
your areas of difficulty and how to address thenemwlhey are reviewing course
materials and lectures.

Contents
MODULE 1: BASIC CONCEPTS OF PERSONNEL MANAGEMENT

Unit 1: Overview of Management

Unit 2: Definition, Objectives and Scope of Persaiiilanagement
Unit 3: Nature and Characteristics of Personnel &g@ment

Unit 4: Principles and Importance of Personnel Mgmaent

MODULE 2: ORGANISATIONAL MANAGEMENT AND
DEVELOPMENT

Unit 1: Organisational Behaviour

Unit 2: Foundation of Individual Behaviour
Unit 3: Foundation of Organising

Unit 4: Organisational Design

Unit 5: Organisational Culture
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Unit 6: Job Design
Unit 7: Organisational Control.

MODULE 3: HUMAN RESOURCE MANAGEMENT IN
ORGANISATIONS

Unit 1: Overview of Human Resource Management

Unit 2: Human Resource /Employment Planning

Unit 3: Job Analysis, Job Description and Job Sgestion
Unit 4: Recruitment and Selection

Unit 5: Training and Development

MODULE 4: TECHNIQUES OF MANAGING HUMAN RESOURCES
IN THE LIBRARY AND INFORMATION CENTRE

Unit 1: Performance Management System in the Lybaad Information Centre
Unit 2: Compensation Administration and Employea&és
Unit 3: Motivation and Job Satisfaction

Unit 4: Leadership

Unit 5: Communication and Interpersonal Skills

Unité: Contemporary Human Resource Management (HRBBues in
Organisations

MODULE 5: CLASSIFICATION AND DUTIES OF LIBRARY
PERSONNEL

Unit 1: Classification and Duties of Library Perseh

MODULE 1: BASIC CONCEPTS OF PERSONNEL MANAGEMENT

In this module you will be introduced to the concefpmanagement generally, and
the concept of personnel management vis-a-visjectives, scope, nature, function
and importance.

Unit 1: Overview of Management

Unit 2: Definition, Objectives and Scope of Persalilanagement
Unit 3: Nature and Characteristics of Personnel &¢@ment

Unit 4: Principles and Importance of Personnel Mgmaent
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UNIT 1 OVERVIEW OF MANAGEMENT

Contents

1.0 Introduction

2.0 Objectives

3.0 Main Content

3.1 Concept of Management

3.2 Definition of Management

3.3. Nature of Management

3.4 Process and Functions of Management

3.4.1 Management Functions

3.4.2 Managerial Roles

3.4.3 Managerial Skills

3.4.4 Managerial Functions

3.5 Types of Managers in Organisations

3.5.1 Top-Level Management/Strategic managers
3.5.2 Middle-Level Management/Tactical managers
3.5.3 Low-Level/First-Line/Operations Managers
4.0 Summary

5.0 Conclusion

6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0 Introduction

In this unit, you will be exposed to different defions and concepts of management
for you to know what they are. You will also beraduced to the nature and process
of management and managerial functions in orgaoisat

2.0 Objectives
You will be able to do the following by the endtbfs unit:

+» Define the term management;

+«» Comprehend the nature of management;

+« Explain the process management;

+ Highlight functions of management; and

+« Recognize the types of managers in the organisation

10
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3.0 Main Content
3.1 Concept of Management

Management is a broad term that can be interpietadariety of ways. Management
entails altering behaviour and bringing about cleasigveloping people, collaborating
with them, and achieving goals and results. Thd gbananagement is to enable
people to work together, and to maximise theiritdsd while minimising their flaws.
As a result, if an organisation’s objectives areébéomet, it must be systematically
planned to fulfil the overarching goal of managetmerhich is to generate the best
possible results with the resources available.

The cornerstone of organisational effectivenessanagement. According to Mullins
(2007: 411), management can be viewed as:

e Taking place in a structured organisational contexth defined
responsibilities;

¢ Aimed at achieving specific goals and objectives;
e Accomplished via the efforts of others; and
e Utilising systems and procedures.

Management is a holistic activity that encompasgkeaspects of an organisation's
operations, procedures, coordinating the efforte@ibers of the organisation. These
activities take place within the boarder contexthaf organisational environment and
culture. Consequently, no effective organisatigritsomanagers, can function without
first comprehending and dealing with the dynamiciemment in which they operate,
since inability to adapt to the changing world e mf the most common mistakes
managers make today.

3.2 Definition of Management

Management is a broad term that can be definedviariaty of ways. For instance,
Willams (2011) defined management as working wittecs to do activities that assist
the organisation achieve its goals as quickly assipte. Thus, management is an
influencing position through which organisationakfs are achieved and to achieve
earned respect and devotion to duty, library marsagee expected to learn how to
effectively manage their relationships with theim@oyees.

According to Mullins (2007), “management is theqass of coordinating, directing,
and guiding the work of members of an organisatioward the fulfilment of
organisational goals”.

Therefore, management is active, not theoretiaalj fundamental to effective
operations of work in the library and informatioentre. Similarly, Robbins and
Coulter (2016) referred to management as the psogesrganising and supervising

11
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others' labour and activities so that they are mqiished successfully and efficiently.
It implies that management is an essential compootthe human- organisation
connection.

Management goes beyond managing people. It aldodes money, materials, and

other tangible resources, equipment and officedingl activities and tasks of an

organisation amongst other€oncisely, management is the process of planning,
organising, staffing, leading, and regulating oigational resources to achieve

objectivesMoran & Stueart, 2007). To concludbe many meanings of management
are not mutually exclusive. Thus, management enegsgs all activities that:

¢ Determine an organisation's objectives, plansciasj and programmes;
e Secure men, material, and machinery;

¢ Put all of these resources into operation throumnd organisation;

¢ Direct and motivate men at work;

e Supervises and controls their performance; and

e Provide maximum prosperity and happiness for bbgheémployer and the
employees.

3.3. Nature of Management

The nature of management is diverse; it encompasdkastions and is carried out at
all levels of the organisation. Thus, managemenbisa district-wide responsibility.

It cannot be centralised or departmentalised Het viewed as a process that is shared
by all other functions carried out within the orgation. Therefore, the nature of
management includes:

A. Management as a Science

Management as a science is a relatively new phemomd he idea was propounded
by Fredrick W. Taylor. In the management of thedotion function, he applied

scientific methods such as analysis, observatiot experimentation. In the view of
this school of thought, the concepts of manageraeatfirmly based on observed
phenomena, system classification, and data anaytier members of this school of
thought were Gantt, Emerson, Fayol, and Barnard.

B.Management as an Art

Management is an art and a set of knowledge. Assalty the practitioner uses
management principles as guides to solve pragbicgllems rather than as rules of
thumb.

12
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C. Management as a Profession

Management is a profession in the sense thatiséparate, recognised discipline with
organised methods of training available to indialduvho aspire to be managers, and
it is a systemised body of knowledge.

3.4 Process and Functions of Management

Management is the unifying factor behind all orgaxi activity that occurs in various
forms and at various levels within an organisatibimus, individual managers engage
in management processes to persuade others tfotrangsources into higher value.
Planning, organising, staffing, and decision-malamg the four major management
processes. As a result, managers (librarians) viorkrganisations, guiding and

supervising the activities of others.

Managers are persons who are in charge of oversaauhdirecting the activities of
others in the organisation. As a result, explainitigit managers do is difficult
because no two organisations are the same, amionmanagers' jobs, regardless of
position, are the same. Be it the Head, oversabmgntire members of staff in the
library or the Head of a unit in charge of a settiothe library, basically, managers
share some common job elements. They perform {B)emajor functions. These
include:

3.4.1 Management Functions

Management functions are discrete areas of manadqractice that are practiced by
just a tiny percentage of all managers. Peopledanagement jobs will often require
specific training or experience, as well as mentiprén appropriate professional
organisations, to undertake the detailed, hightleperations within their functions.
According to Luther Gulick (1937), the seven (7)magement functions that have
hitherto been undertaken by all managers are pignorganising, staffing, directing,
coordinating, reporting, and budgeting. These fionsthave now been reduced to five

)
A. Planning:
Planning is the most fundamental of all managefiaictions. Setting
objectives, establishing strategies, and devislagspto coordinate actions are
all part of it. All of this guarantees that the wat hand is kept in proper focus,

allowing members of the organisation to concentmatethe most important
duties.

13
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B. Organising:

Organising means arranging and structuring workrder to meet the goals of
the organisation. Determine who should accomplisiiciv duties and when,
how tasks should be classified, who should reportwhom, and where
decisions should be made.

C. Staffing:

Staffing is a continuous, critical, and distinctmagement activity. It focuses
on manpower planning, recruitment, selection, ple&, induction,
orientation, training, and development within tligamisation.

D. Directing:

The work of directing entails motivating peopleprform at their best and
contribute their full potential to the achievemefitorganisational goals.
Directorial responsibilities include motivating pennel, guiding others'
activities, selecting the most effective communaatchannels, and
resolving issues.

E. Coordinating:

Coordinating is the process of establishing conaestbetween various
elements of an organisation so that they can cmib to achieve
organisational goals. Control, on the other hamdpncerned with ensuring
that results are consistent with pre-establishgebtibes and goals. Keeping
track of, comparing, and improving work performance all part of it. It is

vital to analyse whether things are progressinm&nded after the goals
have been determined, strategies have been mattectural structure has
been built, and people have been hired, trainedi pastivated.

14
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3.4.2 Managerial Roles

These are three distinct types of managerial behavithat are usually categorised as
follows:

a. Interpersonal roles:

Individuals (including subordinates and strangassiyell as ceremonial and
symbolic chores fall under this category. As a ltedibrary directors are
viewed as a figurehead, leader, and liaison officer

b. Informational roles:

These include serving as a spokesperson and magitocollecting,
receiving, and disseminating information/data.

c. Decisional roles:

These entail making decisions or choices. A maredeur decision-
making functions are entrepreneurial, disruptionndiimg, resource
allocation, and negotiation.

3.4.3 Management Skills

Managers at various levels of management requirersié sets of abilities (skills) to
handle an organisation's (library) affairs. Thab#ities are the bedrock of effective
management and the vehicles via which manager&imgit their own style, strategy,
and preferred tools or approaches. Managers arecteg to have the following
competencies in today's workplace:

a. Conceptual skills:

Managers use these abilities to examine and diggnomplex issues. They help
managers see how things fit together, make infordemisions, and understand how
the various areas of the organisation (library@ratt.

b. Interpersonal skills:

Effective collaboration with others involves thephpation of interpersonal skills. As
a result, managers must have strong interpersdailld B1 order to communicate,
encourage, coach, and delegate. This talent isreshjin the library setting to assist
both middle and low-level managers in performingitidluties efficiently

c. Technical skills:

Technical skills are abilities that are tied totaar duties and responsibilities. This is
a skill that first-line/operational-level managare particularly in need of. It is vital
to know the current procedure at this level. Theg #he job-specific skills,
information, and processes needed to carry out weskonsibilities. It would be

15
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impossible for a library manager to lead a groupagfy cataloguers without expertise
in cataloguing and categorisation. For top-levelnaggers (University Librarian/
Director), these qualities are often related tastdy knowledge (library) and a general
understanding of the organisation’s operationsgatls. These talents are tied to the
specific expertise required in the areas where fln@gtion, such as Acquisition,
Cataloguing, and the Reference Department, amdregtfor middle and lower-level
managers.

d. Political skills:

The library and Information Center are politicag@nisations, and knowing this is
crucial in today's environment. Because organisatiare political arenas where
people vie for resources, this talent must dedl witmanager's ability to build a power
base and make the right connections. As a resaltagers must build a vision and
persuade people to believe in it, as well as arir@mwent that fosters strategic
thinking and action. Managers with political alidi& and an understanding of politics
are better at securing resources for their comparkitexibility is required in the
political arena to maintain the organisation's Eopim.

e. Diagnostic skills:

These are skills needed to acquire, analyse aedpiet information which may be
used to find out the cause of any change that neayran the organisation/library.
Library managers are expected to possess diagreidtie which will help them in
diagnosing problems and proffer acceptable solation

f. Analytical skills:

Managers must be skilled at analysing data sineg #ie change agents. When a
circumstance arises, this competence allows a near@dibrarian to know what to
do. A clear, cogent, and well-argued analysis &essal to support the actions of
managers in organisations.

g. Emotional skills:
This skill deals with the ability to identify ancdhdle one’s feeling as a manager
h. Human skills:

This competence refers to a manager's abilityfaxgfely interact with people. At all
levels, it is critical.

i. Problem-solving skills:

Without a question, a manager's most importantydaakponsibility is to solve
problems. As a result, cultivating a positive attié toward change management is
critical, as flexibility is frequently the key toadern-day corporate success.

16
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j. People skills:

People are at the heart of any organisation. Tbeyedn a variety of shapes and sizes,
and a manager must deal with all of them. Commuioicaconflict resolution, and
interpersonal skills are all essential here

k. Financial skills:

All managers should have a firm grasp on finanpiaiciples such as where money
comes from, where it goes, and how to get it. kangple, one of these competencies
that leads to funding is marketing knowledge.

I. System skills:

A system is more than just a piece of technolagg/aiso a collection of resources and
procedures aimed at achieving specific objectivdsnagers must grasp their
organisation’s location within a larger system hesealibrarians are a part of it. It is
also necessary to have a working grasp of compateed information systems.

m. Ethical skills:
This skill enables a manager to define right frorong.
n. Interactive skills:

This relates to the manager's ability to commueicetfectively and to create a
communication-friendly workplace.

3.4.4Managerial functions

Managers are frequently overworked and have a skveet of responsibilities and
activities. As a result, regardless of the typ@mfanisation: for profit or non-profit;
university library, government, or business, allhagers do the same thing:

. Set objectives and make decisions.

. Create workable organisational frameworks.

. Recruit and motivate employees.

. Ensure the credibility of their company.

e Build internal political support for the implemetitn of the

programme.

3.5Types of Managers in Organisations

Managers are in charge of making the decisionsethable an organisation to fulfil
its objectives successfully and efficiently (StugsaMoran, 2007). Managers rely on
the abilities and labour of others to succeednlom@anisation, there are various types
of managers. They can be categorised in a varfetyags. One of the most common
misconceptions is that managers belong to a véHieearchy. They exist at all levels
of an organisation, but those at the top have mpoveer and responsibility than those

17
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at the bottom. Thus, management in any organisatiatuding libraries, can be
classified into the following categories:

3.5.1 Top-Level Management/Strategic Managers

Top-level managers in organisations are knownrasegfic level managers, and they
are generally in charge of a huge number of distinits. They are in charge of making
strategic decisions concerning the organisatidnection as well as creating policies
and philosophies that affect all employees. They B charge of the overall
management of the organisation and set policiestfarhe top-level managers of
libraries are the university librarian, directondaassistant/associate directors. They
have intellectual abilities and the power to seajaoisational policy, as well as
influence over the leadership style utilised thiomgt the company.

3.52 Middle-Level Management/Tactical managers

The organisation's many sub-units and function®aeeseen by middle management.
In libraries and information centres, heads of depants serve as intermediate
managers. Their managerial responsibilities argédiirto ensuring that specific library
areas run well. In addition to leading their respecsub-units/functions, middle

managers serve as liaisons between upper manageandnsupervisors. These
individuals supervise other managers as well asesnon-managerial employees.
They are usually in charge of translating top-lemahagers' goals into specific details
that will be implemented by lower-level manager&ddlie-level managers sit between
the lowest and highest levels of an organisatioranBh libraries and heads of
departments/units/sections are two examples.

3.5.3 First-Line/Low-Level Management/Operations Maagers

These are the supervisors at the bottom of then@gtonal hierarchy. They
coordinate individual employee activity in orderfuitfil the organisation’s objectives.
Individual performance, job happiness, and monala work unit are all affected by
them. They have direct contact with the bulk of &ayees, and they, like upper-level
managers, must be able to lead and manage pedpdy. dre in charge of non-
managerial employee training as well as the orgdiois's product or service
production. They are often referred to as supersjsonit coordinators, and other
designations, thus they must be technically capable

40 Summary
Management is all about us; it is the force thaidw different resources together and
is largely concerned with getting things done tigtowthers. This unit has examined
the concept of management, its definition, procass, function. Management is a
profession, a science, and an art. Managers assifidal into three groups in
organisations (Strategic, Tactical and Operatiokgnagers at various levels of the
organisation (the library) require and apply a eriof competencies.
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5.0 Conclusion

Management is a wide term that can be used iniatyaf contexts. It is carried out
at all levels of the organisation and encompadées$ the organisation's actions. This
category includes managerial responsibilities saglplanning, organising, directing,
coordinating, and controlling. As a result, undensing management ideas can aid
your understanding of how managers and co-worketsate, as well as how an
organisation such as the library functions.

6.0 Tutor-Marked Assignment
1. Define and describe the management concept.
2. Discuss the management functions and procedures.
3. Describe any five (5) essential skills that an aigation's manager must
possess.
4. ldentify the most important managerial duties.
5. Discuss the many types of managers that can belfiouan organisation.
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1.0 Introduction

This unit will expose you to a number of definitsoand concepts related to personnel
management so that you can understand them. Petsmamagement in the library
and information centre will be explored in termétsfobjectives, scope, and functions.

2.0 Objectives
You should be able by the end of this unit to:
+ Define personnel management;
+» Comprehend the concept of personnel management;
+ State the objectives of personnel management; and
% Describe the scope of personnel management.

3.0 MAIN CONTENT
3.1 Concept of Personnel Management

The staffing component of management is referreastpersonnel management. It is
concerned with all efforts that contribute to attiiag, developing, motivating, and
sustaining a high-performing workforce in the lirand information centre, which
will result in the organisation’s overall succeBgrsonnel management refers to the
use of human resources to help the library andrimétion centre achieve their
ultimate goals, which revolve around connecting tight user with the right
information material at the right time.

Personnel management is a corporate function thistseto offer the correct people
for the job and to manage the employee-employatiogship in general. The proper
application of the human component is an issugérsonnel management. Human
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Resource Management (HRM) is another term fot it the part of management that
deals with an organisation’s employees. Employaes, result, are a valuable asset to
the company where they work.

Personnel management is a multi-purpose activigt tftocuses on attracting,

developing, retaining, and managing competent werlés a result, while there is no

universally accepted definition of personnel mamaget, researchers agree on its
meaning, nature, scope, and purpose. Such aslkbwifa:

% Personnel management is the process of findingnghiand keeping satisfied
personnel. It's a crucial aspect of managementiels with workers at work
and their relationships within the company (Ahamn2@l 7).

*,
£ %4

Personnel management is the process of planniggnising, directing, and
controlling the hiring, training, remuneration, eégtation, and retention of
people in order to achieve corporate, individuall aocietal goals (Flippo,
1961).

% Personnel management is the aspect of managena¢niethls with people at
work and their relationships within an organisatitsgoal is to bring together
and develop the men and women who make up an esteipto a functional
organisation, with a focus on the well-being of iduals and working
groups, so that they may contribute their bedtédirm's success. As a result,
people management is nothing more than a meanaxifiising the potential
of employees so that they are satisfied with theirk and, thus, give their all
to the organisation (The British Institute of Pensel Management, n.d.).

% Personnel management is the art of acquiring, dpiry, and maintaining a
competent workforce in order to achieve the orgatiwa’s functions and
objectives with optimal efficiency and economy (Btg of Personnel
Administration, U.S.A, n.d.).

*,
R X4

Personnel management is the branch of managementmr®d with the

planning, organising, directing, and controllingvafious operative functions
of procuring, developing, maintaining, and utiligia labour force in order to
achieve the company's objectives in the most dfstteve manner; to provide
the best possible service to all levels of pershramed to ensure that the
community is properly considered and served (Judi980).

For the library and information centre with the eqiate collection mix to provide
the best, effective and efficient services to #ers, well-trained library personnel
must be in place. Thus, as librarians in-trainiggy are expected to be well-
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equipped with the knowledge of personnel manageméith in the long run
would enhance their capability to function welltireir capacity as a librarian and
the library manager.

3.20bjectives of Personnel Management in the Library ad Information
Centre

Personnel management is a management functionngpmfor attracting the best
set of employees to help the library and informatientre fulfil their mission and
vision. Hence, it is crucial in the library andanfation centre. According to
Ahammad (2017), its objectives include to:

a. Create a desirable working relation among libragyspnnel and the entire
organisation in general.

b. Assist in the achievement of organisational goalsmaximising the use of
resources in the library and information centre.

c. Ensure that library workers receive the best péssihining.
d. Fulfilling the organisation’s social and legal @ations.

e. Recruit employees who are capable of completinglitrary's unique tasks
effectively.

f. Maintain good working relationships with your cotkers.
g. Improve working conditions and provide other anmiesit

h. Provide appropriate training facilities for impravgob performance and
readiness for higher-level challenges.

i. Ensure that new staff are properly orientated amhligted to the library and
information centres, as well as their jobs.

j. Determine the appropriate type and amount of pedmiethe library and
information centres.

Scope of Personnel Management in the Library anthformation Centre

Personnel management is concerned with the hunésaaial consequences of
organisational, operational, economic and socialangks in society.
Consequently, personnel management in the librany mformation centre
according to Chand (n.d.). focuses on developeoigips on:
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i. Employment function: This includes manpower planning and requiremeass,
well as recruiting, selecting, placing, inductingnd terminating the right
individuals for the proper tasks.

ii. Training and development function: This function is concerned with improving
employee efficiency by enhancing their skills thgbwegular exposure to relevant
on-the-job training, human resource, and careegldpment education.

Formulation of promotion policy: This is concerned with the formulation of
policies for staff promotion and the establishmeoft desired working
relationships.

iv. Job analysis: Job analysis is concerned with the examinatiorjobfrelated
elements such as skills, responsibilities, work@igumstances, training, and
qualification.

v.Meritrating: This refers to a review of an employee's perforreafter they have
been hired.

vi.Job evaluation: This procedure entails determining the monetardpesaf a
specific job, as well as the terms of employmesthhiques, and remuneration
standards.

vii. Formal and informal communication: This refers to consultation with
employers and employees at all levels of the oggsdiain.

viii. Compensation: This function is responsible for determining whateasonable
salary is for employees. Negotiation and implemtonaof salary and working-
condition agreements, as well as processes foeptienyg and resolving conflicts.

ix.Providing services and benefitsThis role is responsible for ensuring that good
working conditions and other perks are providedriig conditions and services
provided by employees. This function guaranteestiigeemployees' demands are
met completely.

3.4 Functions of Personnel Management in the Librarand Information
Centre

Human Resource Management (HRM) is another nam®dosonnel Management
(PM). Its goal is to promote and improve the depeient of work effectiveness,
employment, advancement, and pay. Thus, the pezsdepartment, in conjunction
with other departments of the library and inforroatcentre, performs the following
functions of personnel management as highlighteldiimary and Information Science
Network (2013):
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i. Preparing the job description.
ii. Recruitment and selection of library personnel.
iii. Orientation, induction and placement of newly ergplblibrary personnel.
iv. Job classification, preparation of wages as weflasscales.
v. Employee counselling.
vi. Resolving disciplinary issues.
vii. Contract negotiations between labour unions andceeunions.
viii. Establishing safety policies and procedures.
ix. Managing benefit programmes such group insurareatthinsurance, and
retirement plans.
X. Ensuring that each individual employee's perforreaaaeviewed on a regular
basis, with recognition of his or her strengths arehs for improvement.
xi. Assisting persons in their efforts to enhance tbaieers and qualify for higher-
level positions.
xii. Organising and directing training programmes.
xiii. Keeping up with changes in the field of human managnt.

4.0 Summary

Personnel management is mainly a record-keepingtgaoncerned with obtaining,
using, and keeping contented staff. You learnednbaning, definition, objectives,
scope, and functions of personnel managementsrutit.

5.0 Conclusion

The concept, objectives, scope, and functions fqreel management were the focus
of this unit. Consequently, personnel managementns important aspect of
management that deals with workers at work andr theationships inside the
organisation. It includes the proper applicationtled human aspect in achieving
corporate objectives.

6.0 Tutor Marked Assignment

1. Explain what personnel management entails.

2. Discuss the objectives of personnel managemeheitilirary and information
centre.

3. Describe any five (5) functions of personnel mamagyet.

4. Discuss five (5) scope of personnel managemethgitilbrary and information
centre.
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UNIT 3: NATURE AND CHARACTERISTICS OF PERSONNEL
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1.0 Introduction

Personnel management is the administrative disepbf hiring and developing
employees in order to make them valuable to the pemy. The nature and
characteristics of personnel management will b®déhtced to you in this unit.

20 Objectives
You will be able to do the following at the endtbis unit:

++ Describe the nature of personnel management; and

++ Describe the characteristics of personnel managemen

3.0 Main Content

3.1 Nature of Personnel Management in the Library ad Information
Centre

Personnel management is a business function tigafyedeals with the administrative

and record-keeping needs of the library and inféionacentre workers over their

entire career. It includes tasks such as creatimgracts and letters, paying salaries,

and ensuring compliance with employment law andlegn in areas such as health

and safety, employee discipline, and complaints.

Personnel management involve activities that deéls managing large numbers of
people such as recruiting, selecting, training, pensating and developing. It is
saddled with the responsibility of helping the angation, its employees and the
general societyConsequently, its nature revolves around the falgvactivities:
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a. Managing people Personnel management is concerned with the sigpamof
all types of employees at work.

b. Concerned with employees:The focus of personnel management is on the
employees (individual and as a group) with the sate of motivating them so as
to get the best results from them.

c. Help employeesPersonnel management helps employees to developaleats
by making available to them diverse on-the-jobnireg and opportunities that in
the long run will enhance their growth, give thesb satisfaction and increase
their performance in the job.

d. Universality of application: Personnel management principles can find
application anywhere and everywhere and in evemy fof organisation. It is a
part of general management with roots throughoul emtending beyond
organisation.

e. Consistency:Personnel management is applied in a variety ahsdns. As a
result, it necessitates the regular applicationkaraviedge of human interactions
and their significance in the day-to-day activitiddusinesses (organisations).

3.2 Characteristics of Personnel Management
Personnel management is an important aspect ofrglemanagement, with an
emphasis on staffing. The basic characteristicspefsonnel management,
according to Vattoli (2020) are:

a. Management activities:It is an extension of general management acti/giech
as planning, organising, staffing, coordinatingking decisions, and controlling.

b. Recruitment: Personnel management is a conventional job tltatriserned with
the hiring of personnel in order for them to cdmite their quota to the
organisation's growth. Personnel management thissimithe maintenance of a
positive employee-employer relationship.

c. Planning: Personnel management entails establishing polifuesecruiting,
selection, training, and development.

d. Management support:Personnel management supports the personnel manager
function as well as all other departments in arapigation.

e. Condusive work environment: It consistently provides enough facilities by
delivering both monetary and non-monetary advamstagesulting in a friendly
workplace where employees can contribute theirdhare to the organisation's
success.

f. Staff development: Personnel management support on-going functiorstadf
recruitment, training, selection, development, gerfance reviews, and other
activities. As a result, personnel managers musttaia constant alertness and
awareness when dealing with the activities.
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g. Employee satisfaction: Personnel management is concerned with the overall
well-being and contentment of the employees. Arganisation benefits from a
happy workforce. As such, personnel managemerdrisezned with employees'
performance at work and their relationships insfigeorganisation.

40 Summary

Personnel management is a managerial functiongitaincerned with the people and
their relationship within an organisation. The matand characteristics of personnel
management in the organisation were explored suhit.

5.0 Conclusion

Personnel management is a part of general managethah deals with an
organisation's human relationships. It effectivédypicts the process of planning and
directing the work force for overall organisatiosaccess and performance.

6.0 Tutor Marked Assignment
1. Explain the nature of personnel management.
2. Describe five (5) characteristics of personnel nganaent.
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1.0 Introduction

This unit will introduce you to personnel managetprinciples as well as the
importance of personnel management in the librady/information centre.

2.0 Objectives

You will be able by the end of this unit to:
+ Articulate the principles of personnel managementd

« Comprend the importance of personnel managementhén library and
information centres.

3.0 Main Content

3.1 Principles of Personnel Management

Personnel management is largely concerned witlbkstiang a harmonious working
relationship among its participants and facilitgtitheir individual and collective
development, while personnel managers properly midter and direct personnel
policies. It is about the adoption of effective ip@s and procedures that unite
numerous personnel-related operations such aghiraining, important management
development courses, and core remuneration pregxigh the organisation.
Consequently, one of the most important goals afgrenel management is to establish
cost-effective processes in order to keep the agsgdon competitive. The personnel
management principles include:

a. Maximum personnel development: This principle ensures that employees'
abilities, intelligence, productivity, and efficieynare fully developed so that they
can contribute to the organisation's goals.
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b. Scientific selection:This principle allows the organisation to hire test person
for the job.

c. High morale: According to this principle, an ideal wage polityosld be offered
to workers so that their morale is high and theyknith enthusiasm.

d. Dignity in labour : Personnel’ are encouraged to be proud of theidabnd work
by the idea of dignity in labour.

e. Team spirit: Employees are expected to work collaborativelyhaishared sense
of duty, as well as a sense of cooperation, umity] mutual trust. As a result,
workers must cultivate a sense of belonging tocaigyr

f. Effective communication: Effective communication between management and
employees would guide against complicated issuels as mistrust, hatred, and
ill-will that can negatively impact the organisatio

g. Joint management:This principle encourages workers to take respditgibor
their work while also increasing mutual trust andrfdship, resulting in improved
labour relations

h. Fair reward: This principle states that workers should be faidynpensated for
their efforts. Industrial peace is established @éedkeloped as a result.

i. Effective use of Human Resources?ersonnel management should be designed
to ensure that human resources are effectiveligeuil Personnel should receive
proper training in order to advance their careers

3.2 Importance of Personnel Management in Library and hformation
Centre

Personnel management in the library and Informat&mter is crucial. As opposed to
other sources of power, it is the phase of managethat deals with the effective
control and use of manpower. Personnel manageméheitask of directing human
resources in a dynamic organisation to achievgoigds, while maintaining a high level
of morale and the satisfaction among those condewith achieving results.

Personnel management refers to how an organisatoonits, selects, develops, uses,
and accommodates its human resources (all indilddegardless of their roles, who
are engaged in any of the organisational actiyitiés a result, its importance in library
and information centres includes the following:

a. Teamwork: Personnel management fosters strong relationshgteelen the
organisation and its employees, as well as encongagmployees to acquire a
feeling of collective responsibility. As such, teabuilding exercises assist
employees in learning to collaborate, resulting ivetter personnel framework.
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b. High rate of employee retention:Effective personnel management from the start
of an employee's employment in terms of tenure phary, benefit package, career
advancement, and interactive evaluation processngrather things, results in a
high retention rate.

c. Managerial effectiveness:This refers to employees' ability to care about the
organisation's productivity. This will allow manageto concentrate more on
departmental operations and personnel developmetile wdelegating
administrative tasks like dispute resolution angbleryee turnover to others.

d. Maintain a competitive edge Personnel management aids in the development
and training of employees, provides the resouressied to stay current on the
job, encourages employees to continue their edugatpursuits with maximum
organisational support, and organise seminars eaidirtg sessions to help
employees develop their job skills - all of theseuld help organisations adapt
quickly to changes and stay ahead of the competitio

e. Personnel control: Personnel management is the component of management
concerned with the effective control and use of peaver, as opposed to other
sources of power.

f. Resource utilisation: Personnel management is useful in achieving effecti
human resource utilisation in the attainment okoigational goals

g. Improve morale: Through the organisation of various training pesgmes,
personnel management helps to improve and boostdnale of employees.

4.0 Summary

Employees are crucial to attaining a lasting coitipetadvantage in any organisation.
You learned about the principle and importance efspnnel management in the
library and information centre.

Personnel management emphasizes that employegrtiaed to achieving sustainable
competitive advantage. Thus, in this unit, you m¢aabout the principles and
importance of personnel management in libraries anfbrmation centres

5.0 Conclusion

Personnel management is concerned with the eftectbe of human resources in
achieving an organisation's goal. Thus, it encosgmshe activities, policies, and
practices involved in getting, developing, utiliginevaluating, maintaining, and
retaining the proper number and skill mix of persglno achieve the organisation's
objectives.
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6.0 Tutor Marked Assignment
1. Describe the fundamentals of personnel management.

2. Discuss how staff management is important in theaty and information
centre.

3. Explain personnel management in your own words.
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MODULE 2: ORGANISATIONAL MANAGEMENT ANDDEVELOPMENT

This module introduces you to organisational mamagd and development as it
relates to concepts of organisational behaviournd@ation of individual behaviour,
foundation of organising, organisational desigganiisational culture; job design and
organisational control in library and Informatioentre.

Unit 1: Organisational Behaviour

Unit 2: Foundation of Individual Behaviour
Unit 3: Foundation of Organising

Unit 4: Organisational Design

Unit 5: Organisational Culture

Unit 6: Job Design

Unit 7: Organisational Control

UNIT 1: ORGANISATIONAL BEHAVIOUR
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1.0Introduction

This unit will introduce you to the concept of onigational behaviour in the and
information centres, including its definition, ldge elements,
methodologies/approaches, and importance.

2.0 Objectives

You should be able to by the end of this unit:
+ Define organisational behaviour;
++ State the levels of organisational behaviour;
+ List the elements in organisational behaviour,;
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+ Outline the importance of organisational behaviadibraries and information
centres; and

+ Explain organisational behaviour approaches.

3.0 Main Content
3.1 Concept of Organisational Behaviour

Managing work relationships has long been a crighkigil How individual employees

relate and behave at work is influenced by therjphddy between organisational
strategies, goals, policies, procedures, structtieehnology, formal authority

relationships, and chains of command. However,rgthe rate at which the external
environment continues to exert pressure on indalslat work, and the extent to which
managers are prepared for a world of work in whiaky are daily confronted with

visible aspects of technological changes in orgditsal operations, culture,

education, and religion exerting enormous pressarelfestyle choices, managers
must understand how organisations evolve and change

Organisational behaviour is a field of study thatKs at aspects like individuals,
teams, organisational culture, structure, and hoey tinteract in order to better
understand and improve organisational success (M 2016). Organisational
behaviour is based on the understanding, creatim, management of human
behaviour (Luthans, 2008). Organisational behaigogoals are to explain, predict,
and influence behaviour. As a result, managersl &\&ls must be able to explain
why certain employees respond in certain ways whbtleers don't, predict how
employees will react to various actions and deosi@nd influence how employees
act.

Organisational behaviour is the part of managerntteait provides insight into how
people act and perform in the workplace. Accordm&obbins and DeCenzo (2011),
organisational behaviour is the study of peoplet®as at work, and it mostly covers
issues that are not visible. Organisational behavie the systematic study and
application of information about how individuals cagroups behave inside the
organisations in which they work (Bauer & Erdoga2012). Furthermore,
organisational behaviour is concerned with bothwisé-being of employees and the
organisation’s effectiveness (Cross & Carbery, 20T6us, managing people in the
library and information centres requires an underding of the employees and also
the culture of the organisation. Regardless of ¢hme, type, or nature of the
organisation (library), all managers must be abledpe with and lead others through
change (library).
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3.1.1 Levels of Organisational Behaviour

Organisational behaviour is the study of groupiadividual performance and activity
inside an organisation. Thus, the focus and basil$ of organisational behaviour in
organisations are:

¢ Individual behaviour: This is based primarily on psychologists' contrits.
Attitudes, personality, perception, learning, andtisation are among the topics
covered.

e Group behaviour: Group behaviour includes norms, roles, teamwadérship,
and conflict. Sociologists and Social psychologisse largely contributed to our
understanding of groups.

¢ Organisational aspects: Structure, culture, and human resource policies and
procedures are some of the organisational aspectmsider.

3.2 Importance of Organisational Behaviour in Library and Information

Centre

Organisational behaviour basically addresses ishatsare not obvious. Thus, every
manager at all levels of management needs to hauederstanding of organisational
behaviour so as to be able to manage the changes#ty evolve as they face the re-
defined world of the information profession. Theref importance of organisational
behaviour to libraries and information Centresune!:

a) ldentify and promote positive behaviour Organisational behaviour provides a
manager with a better understanding of the worldiafk. Thus, at all levels of
the organisation, acceptable behaviours shoulddbatified, promoted, and
rewarded by managers; promote positive initiativasd be prepared to
discourage behaviours that could lead to mistrustl ather negative
interpersonal dynamics among those who work or musk together in the
same place.

b) Create a positive workplace culture: The right incentives such as rewards,
recognition, perks and bonuses must be in placggianisations as it would serve
as a foundation for a positive working culture.

c) Encourage employees to be prosocialProsocial behaviours are those
behaviours within an organisation that benefitvidlials and the organisation
as a whole. Thus, organisational behaviour providasagers with a range of
motivational techniques that take into considerati@ividual variances among
employees and improve labour/ industrial relations.
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d)

e)

f)

9)

h)
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Identify the causes of anti-social behavioursAn understanding of the concept
of organisational behaviour provides managers whin knowledge of why
people behave as they do in organisations. This géeng way toward assisting
them in identifying the fundamental cause(s) of bamkplace behaviours and
developing plans to address the issues highlighted.

Initiating organisational change Prior to initiating organisational change,
managers should assess the likely employee reaotsurccessfully identify and
implement appropriate techniques. Hence, it is etgueof managers at every
level of management to anticipate how employeebkregct to changes before
initiating organisational reforms and develop thesetingencies.

Growth: Organisational behaviour helps in promoting sedfight, personal
growth and the ability to speak with others fromedse disciplines.

Inter-related: Organisational behaviour helps managers to redliet an
organisation is made up of different parts thaeetffand are affected by one
another and interacts with its larger environment.

Human Resource Organisational behaviour promotes effective sailion of
human resources.

Elements in Organisational Behaviour in Libraryand Information Centre

The workplace of today is home to diverse grouppeadple of different ages,

genders, race, ability and are all expected to wogdether in such a way that
enables the organisation to function efficientlyg@nisational behaviour elements
in libraries and information centres are:

A. People:The Library and information centre are establistoeserve the people.
However, their existence is impossible without geowhich comprises of
dynamic individuals; formal/informal, small/largeterrelated, and complex
groups. All of these factors combine to form thgamisation's internal social
system.; influenced and interacted with one anotiedl collaborated to attain
pre-determined organisational and personal goals.

B. Structure: The structure clarifies the authority-responsipiliélationships in
organisations (top executives, supervisors, asggtpersons, and workers);
defines roles, formal relationships among the peapld leads to a division of
work in organisations. All of these individuals anterconnected in order to
achieve the goals in a coordinated manner.
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C. Technology: Technology has changed the way people work andeapap a
slew of new possibilities such as provide econoamd physical resources
which made people’s jobs easy in organisations. ¢l@w people's freedom
may be hampered by technological advancements.

D. Environment: The environment in which the organisation (library/
information centre) operates is an important eldgmeh organisational
behaviour. All of the forces in the organisatiasernal environment (family,
other organisations, government, socio-culturabnemic, political, legal,
technological, and geographical) influence peop#tgudes, motives, and
working conditions in a variety of ways. Finallyl af these factors interact to
produce a social environment for a group of peoplecomplex social system.

3.4 Approaches to Organisational Behaviour

Approaches to organisational behaviour are divélreese are:

Human Resource Approach: Also known as the supportive approach, It
postulates that human beings are the most valuesdeirce in every organisation.
As a result, they should be trained to achieve drigevels of competence,
creativity, and satisfaction. The Human Resounaeyjy aims to help employees
become better and more responsible by fosteringraironment in which they
may contribute to the best of their ability. Therihef this approach lies in the
fact that the manager’s role focuses more on ttieeasupport of the employees’
growth and performance than on changes from coofreinployees.

Contingency Approach: Otherwise referred to as the situational approédh,
based on the idea that methods/behaviours that weltkn one scenario may not
work well in another. Therefore, different situaisorequire different behavioural
practices unlike in the traditional approach wheweay solution is applied to all
situations. The contingency approach has the adgantf encouraging study of
each circumstance before taking action while alsmding the use of universal
assumptions about processes and people. As g, tbsuwtrategy assists managers
in putting all of their present knowledge about glean the organisation to the
best possible use.

Productivity Approach: This is a measure of an organisation’s effectivengme

ratio of output to input and the greater the nuo&nalue of this ratio, the more
efficient it is. It reveals how effective a managerat maximising resource
utilisation. Productivity is usually measured irrnbs of economic inputs and
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outputs. The human and social inputs and outpuatshe other hand, are equally
important.

System Approach: The system approach views the organisation as glesin
purposeful entity made up of interconnected elemdhprovides managers with
a holistic picture of the organisation (individuabmplete group, and full social
system) and emphasises the interdependence ofcofatiese factors (people,
employees, and technology) inside the organisatidihe organisation as a whole
is to function effectively. Managers are supposedemploy organisational

behaviour strategies to assist in the developme&anmrganisational culture in

which skills are harnessed and further developetilyiduals are motivated; teams
become more productive; organisations achieve #pecified goals, and society
benefits.

Interdisciplinary Approach : This approach views organisational behaviour as
the interaction and influence of interdependentiadoscience disciplines
(psychology, sociology, and organisational thegrids a result, the individual
(man) is examined holistically, and all disciplirretating to man are merged.

4.0 Summary

The definition, levels, importance, elements, appraaches to organisational
behaviour have all been covered in this unit. Ustderding this notion can help
you prepare for life as a librarian or informatgpecialist.

50 Conclusion

Organisational behaviour is the study and appticatif information about how
people, individuals, and groups operate in orgdioisa with the goal of

improving relationships via the achievement of aigational, social, and human
objectives. Organisational behaviour in libraried anformation centres aims to
explain, predict, and affect employee behaviour.

6.0. Tutor Marked Assignment

1. State five (5) importance of organisational behawién library and
information centre.

Identify and describe the various levels of orgatiisal behaviour.

What are the various perspectives /approachesgamizational behaviour?
4. Describe the components of organisational behaviour

wn
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5.
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UNIT 2: FOUNDATIONS OF INDIVIDUAL BEHAVIOUR

Contents
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3.0 Main Content

3.1 Concept of Individual Behaviour
3.1.1Employee’sBehaviour

3.2Concept of Organisational Citizenship Behaviour
3.3Factors influencing Individual Behaviour
3.3.1 Psychological Factors

3.3.2 Environmental Factors

3.3.3 Organisational Factors

3.4 Methods of Shaping Behaviour

4.0 Summary
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7.0 References/Further Reading

1.0 Introduction

The operations of today's organisations are undleggmemendous changes. As a
result, appropriate knowledge of organisationaladvibur is critical for managers to

perform successfully and efficiently at their tadkslividual and organisational citizen

behaviour, factors influencing individual behavipand learning theories will all be

covered in this unit.

2.0 Objectives
By the end of this unit, you will be able to:

+ Define individual behaviour;

+« Understand organisational citizen’s behaviour;
+ State factors influencing individual behaviour;
+ Explain the theories of learning; and

+« Understand methods of shaping behaviour.
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3.0 Main Content

3.1 Concept of Individual Behaviour

The world of work is drastically and dramaticallydergoing massive transformation
as we fully move to post-industrial society in white service economy is booming
with a tremendous emphasis on knowledge sharingalfeboration in organisations
(Cross & Carbery, 2016). Librarians are faced githater challenges than ever before
as a result of increased competition, growing disbtion, ever-changing/evolving
new technologies, and the rate of change.

Human/individual behaviour, according to Bornst&agan, and Lerner (2020), refers
to the potential and expressed ability for physicantal, and social action throughout
one's life. Individual behaviour describes how espe reacts in various situations and
shows various emotions such as anger, love, hagpirend rudeness (iedunotes,
2021). It refers to a combination of external amédiinal impulses, as well as a concrete
action taken by an individual. Organisational beébar on the other hand, is the study
of people's actions at work. It has a significanpact on individuals, and its impact
on organisations cannot be overlooked. In orgaioisst managers are basically
concerned with the employee behaviours that thayegalain, predict and influence.

3.1.1 Employee’s Behaviour

In organisations, managers are concerned withrtidayee behaviours that they can

explain, predict and influence. Employee behavreters to employee’s reaction to a

particular situation at the workplace. Therefoheytare expected to behave sensibly
at the workplace in order to maintain a healthyknawlture, respect others and gain

appreciation. Examples of employee behaviours are:

. Employee productivity: Employee productivity refers to the amount of work

(output) produced by an employee in a specificquedf time It is a metric for both
efficiency and effectiveness in the workplace. Mgara might be curious about the
elements that influence employee productivity afiiéctiveness; thus, they are
advised to help their team mates put in their bigste it is in their power to do so.

Absenteeism:This refers to the failure to show up for work. ¥ers who fail to
show up for work will make it harder to completsks. Although absenteeism cannot
be completely eliminated, it has a direct and imiaied influence on the
organisation's ability to function.

Turnover: It is the permanent exit from an organisation, \wketvoluntary or
involuntary. Because of higher recruiting, selattidraining costs, and job
disruptions, it can be a concern. Like absenteeisamagers, can never completely
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eradicate turnover, but they may reduce it, paeity among high-performing
employees.

3.2 Concept of Organisational Citizenship Behavio

Organisational citizenship behaviour is a type istktionary behaviour that is not
part of an employee's formal job responsibilitiasgt, which benefits the organisation's
overall effectiveness. Helping others on one's wia&m, offering for more job
responsibilities, avoiding unneeded disputes, arakimg constructive statements
about one's work group and organisation are exampka result, every organisation
needs personnel who are willing to go above andohéytheir normal work
responsibilities. However, such personnel may faa¥k overload, stress, and
work/life issues. Examples of organisational citizieip behaviour include:

¢ Job satisfaction: Job satisfaction is a term that describes an emaplsygeneral
attitude about their work. Although this is antatiie rather than a behaviour, many
managers are concerned about the outcome becdisfeeda@mployees are more
likely to show up for work, perform better, andystith the organisation.

e Workplace misbehaviour: Any purposeful behaviour of an employee in the
workplace that is potentially harmful to the compaor persons inside the
organisation is referred to as workplace misbehaviDeviance, hostility, anti-
social behaviour, and violence are examples of plade misbehaviour. For
instance, playing loud music just to annoy cowasker verbal aggressiveness to
sabotage productivity are all workplace misbehavidtherefore, managers are
advised to have a clear understanding of factdiseincing individual behaviour in
organisations so as to be able to predict and expfaployees’ behaviours at work.

3.3. Factors influencing Individual Behaviour

Individual behaviour defines how a person respantfer a given condition. Based
on knowledge and experience, every individual graoisation is a unique being. The
various factors influencing individual behaviourdrganisations can be classified as
follows:

3.3.1 Psychological Factors

Psychological factors are factors that refer togbgchology of an individual which
drives him/her to seek satisfaction through hiséwions. They include:

A. Attitudes: Attitudes are judgments made about things, peaple events. It is the
learned reaction/response of a person's complegeitoe process over a period
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of time. It reflects how one feels about somethargl might be positive or
negative. Three (3) primary components comprisésatéitude. These are:

Cognitive component: This consists of a person's views, opinions,
knowledge, and facts. It assesses the situation(s).

Affective component:It is the emotional/feeling component of an attéud
as evidenced by the sentence "I dislike my supervisecause he
discriminates against junior employees. "This congud is about feelings
and can lead to behavioural outcomes.

Behavioural component:This refers to a desire to act in a particular nesinn
toward someone or something. It's a do-it-yourapffroach. For example,
because of my sentiments for my boss, | might @pivbid him.

Managers can better understand and illustrate dhglexity of attitudes and the
potential relationship between attitudes and beha\by viewing attitudes as made
up of these three components (cognitive, affectare] behavioural). Their main
interest is usually in job-related issues suchosissatisfaction, job involvement,
employee, and organisational commitment.

Job satisfaction: This is the general attitude of an employee tovasdr
her work.

Job involvement: This is the degree to which an employee identifigk
his or her job, participates actively in it, andnsilers his or her
performance to be crucial to his or her self-worth.

Organisational commitment: This describes an employee's attitude
toward the organisation in terms of loyalty, idgntand involvement.

Employee engagementEmployee commitment is a relatively recent idea
in the world of work. When employees feel connedtedsatisfied with,
and enthusiastic about their jobs, this is refeti@ds job satisfaction.
Employees who are highly engaged are typically ipaste about and
profoundly attached to their work, and they ar® &t performers. This
lowers the costs of recruitment and training. Mamagshould take an
interest in their employees' attitudes because thityence behaviour;
focus on the factors that have been shown to dur&ito high levels of
job satisfaction and productivity (making work deaing and interesting,
providing equitable rewards, and creating suppertiorking conditions
and supportive colleagues). Employees that arsfigatiand committed
will have reduced turnover and absence rates itotigerun.
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B. Personality: Personality refers to a person's distinctive senodtional, cognitive,
and behavioural characteristics that influence hiogy react to situations and
interact with others. The most common way of ddéseg it is in terms of
measurable characteristics that a person possethas, we are describing
people's characteristics when we use phrases lilet, gpassive, loud, aggressive,
ambitious, extroverted, loyal, tense, or friendly.person's behaviour can be
ascribed to dozens of features, including perspngipes, which illustrate how
people interact with one another and solve problékesa result of the changing
work environment, managers are recommended to hageod grasp of their
employees' personalities during the recruiting leindg process, as they are more
likely to have higher-performing and contented esyipks if personalities are
matched with occupations. Furthermore, because geas&an better understand
why people approach problem solving, decision-mgkeand job relationships
differently as a result of their personalities, g@mpatibility has other advantages.
Many methods are used in identifying personaliiestwo of the more widely
used methods are:

» Myer-Briggs Type Indicator (MBTI): The Myer-Briggs Type Indicator
(MBTI) is a personality diagnostic tool that usesurf personality
dichotomies to identify different personality types

e Big Five Personality Model: The Big Five Model of Personality explores
five personality traits: extraversion, agreeablspeguroticism (emotional
stability), conscientiousness, and openness torexue. More than just a
personality framework is provided by this paradigm.

C. Perception: Perception is the mental process of convertinga@grisput into
useful knowledge. It is a method of giving the eomment meaning by
organising and interpreting sensory impressionaAssult, no one sees reality;
instead, we interpret what we see and label iteafity, and we each act in
accordance with our perceptions. A manager migterjmet the fact that her
assistant takes several days to make importansidasias evidence that she is
slow, disorganised, and afraid to make decisioh&raas another manager with
the same assistant might interpret the same temdasicevidence that the
assistant is thoughtful, thorough, and deliberate.

Probably, the first manager would have a poor gpirof her assistant, whereas the
second manager would have a favourable opinioheo§ame individual. A variety of
factors influence and sometimes distort, percepfitvese factors can be found in the
perceiver, the object, or the target being perakias well as the context in which the
perception is made. Consequently, a person's pardosits such as attitudes,
intentions, personality, interests, past experisn@d expectations will have a
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significant impact on how he or she interprets al.gm addition, the relationship of a
target to its background has an impact on percepdi® does the environment in which
we observe objects/events. As a result, the assomsptve make about a person's
internal condition will have a considerable impaxtour perception and appraisal of
that person's (individual) actions as managers.

D. Attribution: Attribution is the process of watching behaviourdathen
establishing its explanation based on the perdgratuation of the subject. As
a result, the Attribution Framework is concernethwiow an individual acts in
various situations based on the following criteria:

e Consensus:This refers to the range of reactions that peaplsimilar
situations might have.

¢ Distinctiveness:This refers to how well a person's actions majirided
to specific events or personalities.

e Consistency: The frequency assessment of the observed behawiour
terms of how often it occurs is known as consisgenc

The Attribution Theory

The Attribution theory was first proposed by Hei@ted958. the Attribution theory

explains how people are judged in an organisatisatling based on the meaning
ascribed to their actions. When an individual'sawébur is observed, the theory
suggests that attempts should be made to deterwtie¢her the behaviour was
caused internally (under the individual's controf)externally (behaviour results
from outside causes); that is, the person is seeha&ing been forced into the
behaviour situation. The idea goes on to say tiraetelements will determine the
outcome: distinctiveness, consensus, and consistéisca result, managers should
look for consistency in an employee's conduct ohemork scenario, and understand
that employees react to perceptions rather thas.fac

Thus, whether or not a manager's evaluation ofigri@yee's performance is objective
and fair, or whether or if the organisation's congaion levels are among the top in
the community, is less important than how employsseive them to be. Managers
should pay close attention to how employees peecbith their employment and
organisational activities; they should remembet thaseful employee who departs
due to an incorrect perception is just as valuabla valuable employee who quits for
a good reason (McLeod, 2012; Robbins & Decenzol01

E Learning: Learning is defined as any generally permanentghambehaviour that
comes as a consequence of direct observation ggaot indirect reading as a result
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of experience. Thus, understanding how individiedsn is necessary for managers to
be able to explain, anticipate, and influence bahayv

Theories of Learning

Individuals continuously learn from their experieactherefore learning happens all
the time. There are two learning theories that leelp us understand how and why
people behave the way they do. They are as follows:

a)

b)

Operant Conditioning Theory: Operant conditioning is a learning theory that
states that behaviour is determined by its consempse It is a method of
learning attributed to B.F. Skinner, a behaviopsichologist. People learn to
behave in order to get what they want or avoid ¢bimg they do not want.
Operant behaviour is voluntary and learnt, as opgo® reflexive and
unlearned behaviour. As a result, the inclinatmrepeat acquired behaviour is
influenced by the reinforcement (or lack there@@eaived as a result of the
behaviour. Learning occurs when behaviours areod@d by either
reinforcement or punishment. This theory's applitatcan be found
everywhere around us (McLeod, 2018; Robbins & Deogf011).

Social Learning Theory. This is a learning theory, proposed by Albert
Bandura in 1977 It states that people can learaldsgrving and experiencing
things firsthand. The impact of others is fundarakitd the social learning
perspective, and four stages determine how mudireinée these models have
on an individual (McLeod, 2016; Robbins & Decen2611;). They are as
follows:

e Attentional processes:When people perceive and pay attention to a
model's key qualities, they learn from it.

¢ Retention processesThe impact of a model is determined by how well
the individual remembers the model's actions, ak¢me model is no
longer available.

e Motor reproduction processes:This means that after viewing a new
behaviour in a model, the watching must turn indong. This approach
then proves that the person can carry out the nadins.

¢ Reinforcement processestf positive incentives/rewards are supplied,
individuals will be driven to demonstrate the mdelelbehaviour, and
behaviours that are reinforced are given more titienlearned better,
and performed more often.
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3.3.2 Environmental Factors

Environmental factors are external factors whidgh ahganisation lacks control over.
These factors have an effective influence on imtilisl behaviour. Some of the factors
are:

o Employment opportunity: The employment opportunities available within
a country act as a major determinant of indivichetiaviour.

e Economy: The general economy of a country greatly influsndke
behaviour of an individual in an organisation. Thob security and stable
income are the most relevant motivating factors.

e Political factors: Political factors are factors that indirectly unéhce the
behaviour of an individual. For instance, a pdditig stable environment will
provide opportunities for employment in diverse asrand freedom to
individual which will influence their career choieenongst other factors.

3.3.3 Organisational Factors

A wide range of organisational factors influencdiwidual behaviour. The
list include:

+ Physical facilities: This refers to the physical environment at worlcpla
such as lighting, cleanliness, heat, and noisd Ewengst other factors.

+ Structure and design: Structure and design is about the set-up design
of departments within an organisation.

« Reward system: The reward system used by an organisation to
compensate its workers will enhance overall peréoroe and individual
behaviour.

3.4 Methods of Shaping Behaviour

Shaping behaviour is the process through which gensary to shape individual

behaviour by leading them through their learninditite steps. They should be

concerned with how they can persuade employeesttim avays that benefit the

company the best. Managers at all levels of manageshould keep in mind that
negative behaviours do happen in organisationsenttesless, when managers
pretend that negative behaviour does not existyleen such misbehaviors are
overlooked, employees may become confused about ishthe expected and

acceptable behaviour.
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Negative workplace behaviour can be avoided byatinginly screening potential
employees for particular personality qualities arebponding quickly and
effectively to unwanted negative behaviours. Managhould also be aware of
current organisational behaviour as a result oeggional differences affecting the
workplace, which has resulted in changing attitusethe workplace, with the
primary obstacles being topics such as dress ampesr technology, and
management style. Organisational behaviour is shbpehe following factors:

e Positive Reinforcement:When a desirable event/stimulus is provided as a
result of a behaviour, this occurs. As the indiabgets closer to the desired
reaction, it entails systematic reinforcement afesucceeding step.

e Negative Reinforcement When an adverse event/stimulus is
removed/prevented from occurring, the rate of behavmproves.

e Punishment: Punishment refers to a situation whereby an urssecg
behaviour is removed by creating unpleasant canditsituation.

e Extinction: This refers to the method of uprooting/eradicatiagy
reinforcement type leading to an unwanted behaviour

4.0 Summary
You were introduced to organisational citizenshghdwiour in this unit, and the
foundations of individual behaviour were thorougklamined. Learning theories
were also examined. As a result, managers showukldshorough awareness of how
employees behave at work and how to use reinfornera¢her than punishment to
change behaviour that is universally acceptabthenvorkplace.

5.0. Conclusion

Organisational behaviour is an interdisciplinarpjeat that is extremely useful in

maintaining organisational success; when managerpehend and recognise how
people differ in their skills, they will be bettable to perform on the job. Thus,
managers should always do the right thing and pegtattention to the attitudes of
their employees. Not to mention the fact that teiteagues will look up to them as
role models for direction and guidance on the job.

6.0 Tutor Marked Assignment

1. Define and explain social learning theory's peses.

2. Discuss the various theories / philosophiegafring.

3. Describe the psychological factors influencindividual behaviour in
organisations.

4. Discuss the concept of organisational citizem&haviour.
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5. Define individual behaviour and examine thedasthat influence individual
behaviour in the library and information centre.

6. Define methods of shaping behaviour and explardifferent ways behaviours
are shaped in organisations.

7.0 References/Further Reading

Bornstein, M.H., Kagan, J. & Lerner, R.M. (2020urHan behaviouEncyclopedia
Britannica. Retrieved fromhttps://www.britannica.com/topic/human-behaviour
(October 10, 2021).

Cross, C. & Carbery, R. (Eds.). (2016)xganisational behaviour: An introduction
London: Palgrave Macmillian.

iedunote.com (2021). Factors influencing individumhaviour in organisations.
Retrieved from https://www.iedunote.com/factordiishcing-individual-
behaviour-in-organisations

McLeod, S. (2018). Simply psychology: Albert Barasrsocial learning theory’.
Retrieved from https://www.simplypsychology.org/operant-conditiogihtml
(February 15, 2022).

McLeod, S. (2016). Simply psychology: Albert Banafsrsocial learning theory’.
Retrieved fromhttps://www.simplypsychology.org/bandura.htififebruary 15,
2022).

McLeod, S. (2012). Attribution theory: Situationa dispositional. Retrieved from
https:// www.simply psychology.org/attribution-thgdtml (February 15, 2022).

Robbins, S.P. & Decenzo, D.A. (201Bundamentals of management: Essential
concepts and applicatiom™ edition. Harlow, Essex: Pearson.

Northwest Missouri State University (2018). Whyistimportant for managers to
understand organisational behaviour. Retrieved from
http://omline.nwmissiuri.edu.mb@eptember 15, 2021).

Saravanakumar, A. (2019). Organizational behaviouRetrieved from
https://www.researchgate.net/publication/330409&ebtember 16, 2021).

50



LIS 418 (Personnel Management in Library and Infation Centre

UNIT 3: FOUNDATION OF ORGANISING
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1.0 Introduction

This unit will introduce you to the concepts of anjsation and organising in the
library and information centre, as well as the otijes and importance of organising,
and the characteristics of organisation. It wilalintroduce you to the concept of
organisational structures, their objectives andartgnce.

2.0 Objectives

By the end of this unit, you will be able to:

% Understand the concept of organising;

«+ Explain the importance of organising;

+ State the objectives of organising;

% Describe organisational structure;

++» Comprend the objectives of organisational stru¢tang

+ Know the importance of organisational structure.
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3.0 Main Content
3.1 Concept of Organisation in the Library and Infamation Centres

Organisations are fundamental components of matmiety, and they are influenced
by their surroundings. Organisations do not operate vacuum; they are purposive
systems in which certain goals are attainable. Hreynade up of a human group and
specialists who are all working together on a sthassignment in order to achieve
particular goals (McShane & Von-Glinow, 2005). Onigations are goal-oriented,
boundary-enforcing, and socially constructed huraativity systems (Stueart &
Moran, 2007). Thus, organisation is a goal-orienpedcess that tries to achieve
established goals via appropriate planning anddioation of operations based on the
concepts of division of labour and the establishmei authority-responsibility
relationships among the organisation's members.

Organisations are deliberately formed by humandsiaffects the quality of human
life in the society and try to distinguish betwemembers and non-members. As a
result, managers must be aware of the nature,reulind impact of globalisation on
organisations, because everyone in the workforc briable to comprehend, predict,
and influence the behaviour of others in the waakpl

Library and Information centre as organisationssm@al and open systems operating
in a fast-paced environment. They take in exteinplt, absorb it, transform it
(information), and then transmit it back into thevieonment (output). Furthermore,
they constantly witness an upsurge in technologidabncement and transformation
of its operational processes; changes in usemnirtion demands and expectations;
higher expenditures, and the desire for staff teehmore autonomy and control over
their job. Therefore, managers need to restruetndeadjust the way they work as this
is very essential for understanding the behaviétwuaman beings within the complex
environment of their operation.

3.1.1 Characteristics of Organisation

Organisations are social system with a collectigass of purpose. Some of its
characteristics are that:

% Organisations function in a competitive and compaxironment.
% They have rules and standards that have evolvettiove.

% Organisations have a life cycle that extends beybadives of individuals;
they emerge, develop, and mature.

% Organisations have goals, policies, proceduregaattices.
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+ They process some input and turn it into an output.

+ They connect with other organisations and must zidégrnally to meet the
demands of the outside world.

3.2 Definition of Organising

The structure of any organisation is key in makinguccessful. Managers plan in
order to define organisational goals and objectiaesl organise in order to provide a
structure that will enable the organisation to mtestrategic goals. Organising is a
managerial role that include establishing whatvétes should be completed, who
should complete them, how duties should be groupkd,should report to whom, and
where decisions should be made (Robbins, 2015),Téraployees will be better able
to understand both the organisation they work fat the structure of the one they
might work for in the future if they have a goodhcept of organising as a managerial
function. According to Smith (2005), organisingtie act of defining who will
undertake the tasks required to attain organisatiobjectives, the resources to be
used, and the management and coordination of ¢fe.ta

Organising entails deciding what activities shduddcompleted, who should complete
them, how the jobs should be arranged, and howof #tle work should be coordinated
(Stueart & Moran, 2007). Furthermore, organising mmanagerial role that creates an
organisation's structure (Robbins, DeCenzo & CouR611). Therefore, organising
must be dynamic in the sense that easy adjustraerte effectual, respond to change
and not rigid.

In a nutshell, organising is the process of armraggand allocating work among
members of an organisation so that the organisatimals can be met effectively and
efficiently. Similar programmes are also recognised placed together into units
throughout the organising process. For examplingdibrary, the Librarian / Director
acts as an intermediary between the business blgeaif the organisation and the
information function and may want to decide whetterstructure the library by
specialisation or according to the physical tasle ®nus lies on the manager to decide
on the type of structure that will suit his/her dement based on the nature of the
departmental activities.
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3.2.1 Objectives of Organising in the Library and hformation Centre

Organising is a managerial function that provideape and structure to the library
and information centre. Therefore, itgjectives are as follows:

a. Separate the tasks to be completed into distifst gmd departments.
b. Assign the tasks and responsibilities that go wébh job.

c. Manage a variety of organisational responsibilities

d. Assemble jobs into units.

e. Create formal authority structures.

f. Effectively and efficiently allocate and deploy argsational resources.

g. Establish relationships among individual, groupsl departments.

3.2.2 Importance of Organising in the Library and Information Centre

Organising is a dynamic process which allow forefive and easy adjustment of
organisational activities by observia§ the tasks that have to be done and deciding on
how best such could be done and by whom (Stuedvtogan, 2007). Importance of
organising in the library and information centreludes:

a. Organising enables the designing of the organisatistructure, so that everyone
knows who is to do what, and who is responsiblenfoat result.

b. Organising facilitates the grouping of actions rieegl to meet predetermined
goals/objectives

c. It enables the organisation to pattern the workithdone.

d. Organising helps in the removal of ambiguity in anganisation because it allows
and promotes team work since people know that thegt cooperate to do
everything together.

e. Organising brings about cooperation and collabonati

f. It ensures that the rules obeyed by people are ingfahto them.

3.3 Concept of Organisational Structure

The system of relationships that is both formadigulated and informally created to
govern the activities of people who are dependerdr@ another for the achievement
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of common goals is referred to as organisationakctire. Organisational structure,
according to Robbins (2015), relates to how workieduare formally separated,
categorised, and coordinated within a company. Elghaffects both the productivity
and economic efficiency of the workforce, as wslttzeir morale and job satisfaction.

Organisational culture establishes a frameworkrdéoand command within which
the organisation’s operations can be planned, @gedndirected, and controlled,
allowing the management process to be implemeriteerefore, it is the pattern of
relationships between positions in the organisaiwhamong its individuals (Robbins
& Decenzo, 2011). Also, tasks and duties, job robewl relationships, and
communication routes are all defined by organisatictructure.

The organising process produces organisationattsner Consequently, the library
and Information Center has developed from placesrgvbonventional print resources
predominated to places where these resources toeils digital / electronic
resources. As such, the library/ information cengrgjoing through a tremendous
reorganisation in reaction to changes in the eateemvironment, and they're as
concerned about access to materials as they an¢ theamaterials themselves. Hence,
libraries are hybrid spaces that house both pridtedectronic content.

The purpose of organisational structure is to diwiebork among organisation members
and to coordinate their actions so that they arented toward achieving
organisational goals and objectives. As a resuffamisational structure determines
how authority is divided, individual roles are cdimated, and official information is
transmitted (Stueart & Moran, 2007).

Furthermore, organisational structure is a diagofan organisation describing what
employees are expected to do, line of communicatidrom to report to, and how
decisions are to be made across board (McShane &Glmow, 2005). Thus, the

structure is never the complete storey; it is anlyethod of dividing duties among
people in order to promote productivity and ecormefficiency, as well as employee
morale and job satisfaction.

3.3.1. Objectives of Organisational Structure
According to Mullins (2007:564); objectives of orgsational structure include to:

«+ Ensure the organisation's economic and efficierfopmance, as well as
the degree of resource utilisation;

+«+ Monitor the organisation's operations;

++ Hold groups and individual members of the orgamsadccountable for
their work;
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3.3.2

+ Coordinating the activities of various componeritthe organisation and
job areas;

++ Encourage flexibility so that future demands andaadements can be met;
and

«+ Adapt to changing environmental effects as wethassocial satisfaction
of the organisation's members.

Importance of Organisational Structure

Organisational structure is a form of system thetaids how certain activities can be

used

to help the organisation achieve its objestiide following are some of the

importance of organisational structure:

It establishes the coordination of operations uttg@supervision of a manager,
as well as the delegation of authority and respilitgi required for the
management to complete the assigned tasks.

It is the source of duty distribution, individuabgition coordination, and
official information dissemination.

An organisation's organisational structure is orfethe interconnected
components that defines it.

Organisational structure aids in the definition individual jobs and their
interrelationships, as shown in organisational tshand job descriptions.

It allows for the identification and grouping ofexations that are comparable
and connected to the organisation's goals and tblgsc

Organisational structure permits the assignmentthase activities to
appropriate units.

The most important factor in determining organiwadi performance is the
structure's correct design.

4.0 Summary

This unit introduced you to the definitions and ietderistics of organisation, as well
as the concept of organising, objectives and gsificance. The concept, objectives,
and importance of organisational structure in theaty and information centrewere
also explored.
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5.0 Conclusion

Most aspects of management are generic, and changes library and information
centre organisational behaviour are the result mfuaderstanding that today's
knowledge-intensive world necessitates a diffesgnicture, attitude, and outcome.
Thus, library staff and information managers aneeexed to apply their knowledge in
a variety of settings. As such, teamwork and coag@r among library personnel at
all levels are essential.

6.0Tutor Marked Assignment

1. What are the objectives of the organisation?

2. Describe the characteristics of organisations.

3. Define organisational structure and explain whg important for the library
and information centre to have one.

4. Why is it vital to organise in the library and infeation centre?
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1.0 Introduction

You will be given an overview of the various contethat must be considered in
organisational design in this unit.

2.0 Objectives

You will be able to by the end of this unit to:

.

.

Define organisational design;

Describe the elements of organisational design;
Outline the objectives of organisational design;
Describe the various types of organisational stimes;

Describe the problem with organisational desigmt an

Recognise the influence of technology on orgarosati design.
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3.0 Main Content

3.1 Concept of Organisational Design

Rapid changes in the environment, particularlyhie &reas of rising competition and
the growing relevance of computerised informatigstems in all types of libraries

(organisations), compelled them to alter theircdtrites in order to remain relevant,
effective, and efficient. As a result, with thengiation of middle-level managers,
hierarchies have been flattened and replaced witteva model that is flexible,

adaptable to change, and has few formal levelsigshitthy; has loose boundaries
among functions and units, with many adopting teamsorkers who work together

on a specific task/assignment.

Managers develop/change the structure of an org@misthrough the process of
organisational design. It entails deciding on tlegrde to which jobs should be
specialised, the rules that will guide employeedvédur, and the level at which
decisions will be made (Robbins & Decenzo, 20X)ganisational design, according
to Gutterman (2015), is concerned with the factord issues that must be considered,
as well as the rules and processes that must loevéal in order to design, develop,
execute, and maintain a successful and effectigarasation. Organisational design
is the process of designing or modifying an orgatis's structure (Robbins, 2015);
the process of establishing a hierarchy insidergarosation (Leonard, 2018). Thus,
the process focuses on both the technological amdah aspects of the business
(Allen, 2012).

3.1.1 Goals of Organisational Design

The organisational design process is a thorougtheligtic approach to organisational
improvement that encompasses all parts of the @aton. Thus, its goals in the
library and information centre are to:

a. Define the organisation's overall objective, whiaole the strategic goals that
control what it does and how it operates;

b. Determine how work should be arranged to attaahdloal, taking into account
the utilisation of technology and other work progess;

c. Properly outline the work's essential activities;

d. Ensure that operations are integrated and thataymes work together as a
team;
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e. Create jobs that make the most use of employeiesband give them with
high levels of intrinsic motivation;

f. Act on individual wants and desires;
g. Ensure that information is communicated quicklyhivitthe organisation;

h. Identify each organisational unit's position analdtion so that everyone knows
how to contribute to the overarching organisatiqyl;

i. Plan and carry out organisational developmentitiets to guarantee that the
various processes within the organisation run invay that promotes
organisational effectiveness; and

j. Form teams and project groups as needed to hapdldatised processing,
development, professional, and administrative tasis well as project
management.

3.2. Elements of Organisational Design

Organisational design is a step-by-step technithat identifies dysfunctional
components of work flow, procedures, structures, systems, realigns them to meet
current business realities/goals, and then pregrategies to put the new changes
into action. There are six elements in organisaficlesign. These are:

3.2.1 Work Specialisation

Work specialisation, often known as division ofdab enables efficient use of people'
diverse skills. It refers to the partitioning of rkoactivities into different job tasks,

with the notion that this promotes productivity. ¥@pecialisation is now seen by
managers as a vital organising device that helgd®mes be more efficient, rather
than a source of ever-increasing output (Robbif$52 Work specialisation means
that a job is split down into steps and each ssegpimpleted by a different worker.
Thus, in order to enhance job production, an imtligli employee specialises in
executing a portion of an activity rather than toenplete task.

The advantages of work specialisation include n@kipossible for people to choose
or be assigned to positions for which they are bitsated. For example, in the library
and information centre, there are different unitd hen all these units work together
effortlessly, productivity increases. However,ritigs about boredom and monopoly;
and after sometime, because there is no challggagmle do not take pride in their
work. Also, it is impossible for one person to knaW that needs to be done in an
organisation.
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3.2.2 Departmentalisation

Departmentalisation refers to the grouping of sniiblated work activities into
departments so that work gets done in a coordirmatddntegrated manner. In libraries
and information centres some of the common units @&cquisition, Systems,
Cataloguing, Serials, and Readers’ Services amasthsts. Organisations may use
unigue classification based on their peculiaritgwever, whatever method is adopted,
it should reflect the grouping that will help thieganisation (library) achieve its goals.

Forms of Departmentalisation

There are five types of departmentalisations thebéten used. This includes

Functional departmentalisation. Jobs are grouped by function in functional
departmentalisation. Although this strategy cansed in any form of organisation,
functions may change to reflect the organisatiobjectives. For instance, in the
library, the librarian/Director can organise therkwplace by separating Circulation
section, Acquisition section, Systems unit, andelR&ice section amongst others,
into departments. The benefit of functional deparitalisation is that it allows for
economies of scale by grouping together persorssiitilar skills and expertise.

ii. Product departmentalisation: Product departmentalisation divides jobs into

categories based on product lines. Here, each eofptimary product areas is
overseen by a manager who is responsible for ehieg/trelated to the product.
Because all operations connected to a certain ptode directed by a single
manager, product grouping has the advantage okasarg accountability for
product performance.

Customer departmentalisation: Customer departmentalisation is based on the
notion that consumers in each department have anoconset of problems and
demands that are best addressed by professiordsstfategy has the advantage
of matching client needs to departmentalisatioral$b allows organisations to
better understand their customers and responditodemands more quickly.

. Geographical departmentalisation: Geographical departmentalisation divides

jobs into categories based on region or locatiohringing together organisational
activities in a specific geographical area andgrdted into a single unit under the
direction of a manager thereby reducing the amotioontrol from head office.

Process departmentalisationThis approach is deployed when a particular project
is about to be executed. Members of the group sueally drawn from within the
organisation and outside of it. They work with adtional manager. Usually,
project groups are formed when major changes aomitato take place in an
organisation.
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3.2.3 Chain of Command

The chain of command establishes a clear line tfaaifly, power, and responsibility

that is necessary for the organisation's effectjperation. It is a continuous chain of
authority that runs from the top of the organisatiown to the bottom, defining who

reports to whom in an organisation. As library ngera and Information Center

Directors, we must consider the chain of commamttpie anytime work is arranged,

as it will go a long way toward assisting staffwigsues like ‘who do | report to?’ and
‘who do | go to if | have a problem?’ Employees noawe quick access to information
thanks to the usage of Information and Communioaliechnologies (ICTs) in the

workplace. They no longer have to wait for inforioatfrom someone higher up in

the chain command. Furthermore, the unity of contdnamnciple emphasises that
each employee should report to only one superibigiwhelps to maintain the idea of
a continuous chain of command. As a result, if éhisr not a unified command

structure, multiple managers' competing needs aiatities can cause problems.
Managers can delegate as well (assign authordypdther person to carry out specific
duties, allowing the employee to make some of tleeisions) some of their

responsibilities to other employees due to limitede, knowledge and resources
available at their disposal.

Components in Chain of Command
The chain of command encompasses the following:

i.  Authority : This refers to a manager's right to issue ordatsexpect them to
be carried out. It has something to do with oneSitpn in the organisation.
The legitimacy of an authority figure's positiontire organisation determines
his or her authority. It is part of the job destidp. It is all a part of the bigger
picture of power.

Authority can be divided into two types. These are:

+ Line authority: Line managers are in charge of the organisations m
important activities. Line managers have the aity¢o give orders to
those higher up in the chain of command by dirgcémployee work
and making decisions without consulting anyone. ¢isad of Technical
Services is an example of a line manager in thrarb

« Staff authority (manager): Staff authority refers to roles that have been
formed with some authority to support, assist, advse those who have
line authority. These are managers who work in dhganisation's
supporting activities. They only have advising auity and can only
issue commands to persons in their departmenteremglly reduces
some of their informational burdens. Typical exaenpllibrary settings
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is the Personnel / Human Resource Manager, Accddatgeger. For
example, the library manager/Director cannot eifety handle the
technicalities of the budgetary needs for the tijaraence, the need for
an Accounts Manager.

ii. Responsibility: The term "responsibility" refers to the obligatiam
expectation to carry out any given task. It hasetbing to do with being
responsible.

iii. Power: Power refers to an individual's ability to influenothers'
decisions. It is not the same as authority.

3.2.4 Span of Control

The amount of personnel a manager can efficiemity effectively manage is referred
to as the span of control (supervised). When anlessi has a clear set of values, a
supervisor and subordinates work in close proximitgyd a computer system that
records and collates critical management infornmatibigh spans of control are
conceivable. One of the reasons for the rise inaganal control spans in recent years
may be the greater usage of information and comration technology. In terms of
cost, speed of decision-making, flexibility, proxiynto customers, and employee
empowerment, the wider/larger the span, the mofigiait the business will be.
Employee performance may suffer if the time spacobes too long because
supervisors may not have enough time to give thergml leadership and assistance.

3.2.5 Centralisation and Decentralisation

The degree to which decision-making in an orgaiuieds focused at a single point is
known as Centralisation. Decentralisation, oftenvwmn as employee empowerment,
refers to the extent lower-level management pravidput and makes choices. It entails
giving staff more decision-making authority. on tbéer hand, the concept of
centralisation/decentralisation is relative, nosabte, nor is it an either/or situation
because no organisation is ever entirely centidilieentralised, it is instead the degree
of centralisation/decentralization. As a resulisihot uncommon in today's workplace
to see managers deciding on the level of centtalivadecentralisation that will best
enable them to implement decisions aimed at acdshipf organisational goals.

3.2.6 Formalisation

The degree to which jobs within an organisation stendardised and employee
behaviour is governed by rules and proceduresfésresl to as formalisation. There
are explicit job descriptions, numerous organisetiacegulations, and well-defined
processes encompassing the work process in a toghdyised company. Employees
have little control over what is done, when it @nd, or how it is done as a result of
this. Where formalisation is limited, however, wplkce behaviours are highly
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unstructured, and employees have a great leveksidy over how they conduct their
work. While some formalisation is required for cistesncy and control, many firms
today rely less on rigorous rules and standardisat guide and manage employee
behaviour

3.3 Types of Organisational Design

The process of selecting the appropriate form gaoisational structure for a specific
situation is known as organisational design. As ltead of Library/Information
Centre, you will be the one to determine the typerganisational design that you
deem fit for your organisation However, never dallialone; allow your subordinates
to be a part of it. Types of organisational desigiude:

3.3.1 Traditional Organisational Design

Traditional organisational design refers to thelatythat supports the achievement of
organisational goals in an efficient and effectivenner. This includes:

i. Simple structure: A simple structure is one in which there is little
departmentalisation, little formalisation, and vastount of power with centralised
authority in one person. The simple structure isthgommonly employed in small
enterprises, and its advantages include flexibilgeed, and low maintenance
costs, as well as straightforward accountabilitypwidver, as the organisation
grows, the structure becomes progressively indafftadue to the lack of laws and
standards to direct operations, as well as thelbigH of centralisation, which leads
to information overload at the top. Also, decisimaking slows down and can
finally come to a halt as the single executivestteemake all of the decisions, which
is unsafe because everything is dependent on aserpe

ii. The functional structure: A functional structure is a type of organisational
structure that groups occupational specialisatibas are comparable or related.
The advantages that result from work specialisagi@the functional structure's
strength. Bringing similar expertise together cesagéconomies of scale, reduces
people and equipment duplication, and improves eyaa satisfaction. The most
obvious flaw in this structure is that, in the putsof functional goals, the
organisation frequently loses sight of its own betrests. Furthermore, because
no single function is entirely responsible for thécomes, individuals of specific
functions become isolated and have limited comprsioe of what others are
doing.

iii. The divisional structure: A divisional structure is a type of organisational
structure that is made up of distinct businesssumitdivisions. Each division has
limited autonomy in this organisation, with a dieisal manager in charge of his
or her unit and accountable for performance. livsidnal structure however, the
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parent organisation serves as an external overseerginating and controlling
the numerous divisions and often providing suppervices such as financial and
legal. The divisional structure's key benefit iatth concentrates on results, with
divisional managers taking full responsibility Boproduct or service. It also frees
up the headquarters employees from worrying abayttd-day operational
minutiae, allowing them to focus on long-term artdategic planning. The
divisional structure has a fundamental disadvaniageat it duplicates tasks and
resources, resulting in increased operational @sisdecreased efficiency.

3.3.2 Contemporary Organisational Designs

The contemporary organisational design refers tdemo organisational structure in
which the rigid top-down (vertical design) modettoé traditional structure is removed
thus, giving employees ownership of the work theyfgrm. The traditional design

(structure) has repeatedly been shown to be inéféein today's increasingly dynamic
and complex world, necessitating the need for asgdions to be lean, adaptable,
organic, and inventive. As a result, managers amgl@&ying design to come up with

new approaches to structure and organise work, ssclieam-based structures,
matrices, project structures, and boundary-fraggires.

Types of contemporary organisational design
The following are examples of contemporary orgaiosal design:
i.Team-based structure: A team-based structure is one in which the entire

organisation is made up of work groups/teams teabmplish the tasks of the
organisation. Because there is no line of manageaghority from top to bottom
in this organisation, employee empowerment isaaitiEmployee teams, on the
other hand, are allowed to develop and do work iatever way they see fit, and
are held accountable for all work and performamsilts in their particular areas.
In big organisations, the team structure frequentynplements the traditional
functional/divisional structure on the ground, allog the organisation to have the
efficiency of a bureaucracy while still allowingat®s to be flexible. Team-based
arrangements, on the other hand, have achievetiveosdsults. However, simply
forming teams with staff is insufficient. As a réispersonnel must be trained to
operate in groups, undergo cross-functional skilining, and be appropriately
compensated.

i.Matrix structure: T his is an organisational structure in which projeetnagers
assign professionals from several functional divisi to work on one or more
projects. The professionals return to their funwiodepartments once the project
is completed. Because employees in a matrix orgiaishave two managers who
share authority, this architecture has a uniquéufeait creates a dual chain of
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command. Both managers must communicate regulasbordinate work
expectations on staff, and settle issues collalvetgtin order to function well. The
matrix structure has the advantage of facilitathmgycoordination of a large number
of complicated and interrelated projects. The designain drawbacks are the
confusion it causes and its proclivity for fostgripower disputes.

.The project structure: The project structure is a framework in which perss
work on a project on a continual basis. A projéatcture, unlike a matrix structure,
does not have a designated department to whichogegd return after completing
other projects. Employees, on the other hand, kheg unique talents, abilities,
and experiences to other projects. As a resulprapect-structured companies, all
work is done by teams of individuals who join ajpob team because they possess
the necessary work skills and talents. The benefits project structure are that it
is fluid and adaptable; there is no departmentidisaor strict organisational
hierarchy to stifle decision-making or activity. Negers serve as facilitators,
mentors, and coaches for their teams. They asmsptoject team by removing
organisational barriers and ensuring that the tdzame the resources they require
to execute their task successfully and efficiently.

iv.Boundaryless organisation: The term "boundaryless organisation" refers to a

company whose design is not constrained by, otditnby, horizontal, vertical, or
external borders. The organisation tries to abolise chain of command,
establishes no boundaries on control spans, anthcesp departments with
empowered teams in this structure.

v.Virtual organisation: This is an organisation made up of a limited nundjdull-

time employees and contractors engaged on a pilmyeptoject basis. This sort of
organisation combines conventional features witleavy reliance on information
and communication technology to complete tasksnight also be made up of
employees who work from home offices and are caoaklay technology, but who
meet together in person every now and again.

vi. Network organisation: Organisations that use their own workers to perform
some work activities and rely on outside supplfersother product components or
work processes are referred to as network orgamigatlt's known as a modular
organisation in the manufacturing world (referatemall core organisation that out
sources major business functions). The structysptaach enables enterprises to
focus on their core competencies while contracting non-core activities to
companies that specialise in certain areas.
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3.4 Challenges to Organisational Design

Essentially, managers seek out the most efficindteffective organisational design
to support and facilitate employees' tasks. Howethere are a number of obstacles
that can stymie their operational activity, inclugli

a. Designing office spaceOffice space design has always been a strugglecestw
allowing people to work and maximising space tauedcosts. This has developed
over time from the action office to the cube farndaow to the collaborative,
which accommodates virtual workers with group spaoeencourage connection
and innovation.

b. Keeping employees connecteth the past, work activities were reasonably tagu
and constant; most jobs were full-time, and worls warformed at an employer's
location under the supervision of a manager. Howethe= majority of today's
organisations are not built in this manner, makirsgbig structural design problem
for managers to keep widely distributed and molstaff connected to the
organisation.

c. Managing global structural issues: Because the structures and tactics of
businesses around the world are similar, managess loe knowledgeable with the
difficulties surrounding structural variances owibtg the global nature of the
business environment today.

d. Building a learning organisation This refers to an organisation that has
established the ability to learn, adapt, and chaoigea constant basis. As a
consequence, managers should ensure that theitepeoptinue to acquire and
share new knowledge, as well as apply that knovdéalgnaking decisions or doing
their jobs, resulting in a competitive advantagetfoth the organisation and the
employees in the long run.

3.5 Impact of Technology on Organisational Degn

Information and communication technologies (ICTayé altered many elements of
human existence and provided employees with newrbgpities to work from remote
locations. Some of the effects of technology onrmsses can be seen in the following
areas:

i. Impact on organisational structure Introducing new technologies to
employees through training will necessitate thangiof more IT professionals.
The introduction of computers to libraries, for eyde, resulted in the
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formation of the Systems Unit and the hiring of Quner Science graduates by
the library.

i Changes to the organisation's physical layoutA circumstance in which
transitioning from hand filing to computers elimiea the necessity for file
clerks, resulting in a change in workplace struetur

iii. The organisation benefits from efficiency in he same wayThough updating
to technology may be costly at first, it can sargaaisations money in the long
run.

Some examples of technologies that have revolgehihe way people work include:

a. Handheld devicesHandheld devices allow users to acaessail, calendars,
and contacts can be accessed from anywhere thangiisless network.

b. Webcams: Employees can use a broad band network and webttavideo
conference.

c. Encryption code: Employees are given key fobs with constantly chaggi
encryption codes that allow them to log onto theporate network and access
e-mail and company data from any computer withré@rhet connection.

d. Cell phone: Cell phone switches seamlessly between cellulaxorés and
corporate Wi-Fi connections.

e. Software: Security is the most pressing concern when workirgn
anywhere at any time. Important and sensitive datist be protected by
businesses. Security issues have been greatlyeddianks to software and
other disabling devices.

4.0 Summary

The concept and definition of organisational desiggre introduced in this unit.
Organisational design goals, aspects, and typee discussed. The challenges of
technology and its impact on organisational desgigre also discussed.

5.0 Conclusion
Structural design is a tool for achieving a goas. dAresult, regardless of the design
managers adopt for their organisation, such a tstreicshould assist employees in

working in the most efficient and effective manpessible in order to achieve the
organisation’s goals and objectives.
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6.0.Tutor Marked Assignment

. Make a clear distinction between spans of cbammd chain of command.

. Define organisational design. Describe the elngles of organisational design.

. Discuss the concept of "contemporary organisatidesign"?

. What impact does technology have on organisalidesign?

. Organisational design is the process of detengiwhich organisational structure
is optimal for a specific situation. Critically dgyae the various forms of
organisational structures.

6. Explain the differences between traditional eodtemporary organisational design

using relevant examples.

a b wWNBE
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UNIT 5: ORGANISATIONAL CULTURE
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3.6 Importance of Organisational Culture
4.0 Summary

5.0 Conclusion

6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0Introduction

In this unit, you will learn about the meaning, @weristics, types, functions, and
importance of organisational culture in the lifeeory organisation.

2.00bjectives
You will be able to do the following by the endtbfs unit:

o,

» Define organisational culture,

< Describe its characteristics,

®,
o

List the different types of organisational culture,

°,
o

List the functions of culture,

°,
o

Explain the dimension of organisational cultured an

o<

» Xxplain the importance of organisational culture.
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3.0 Main Content
3.1 Definition of Organisational Culture

Organisations have a personality that is knowres tulture. Organisational culture
is difficult to describe; nonetheless, it is logselefined as reflecting underlying
attitudes about how work is done, as well as wheliabiours and activities are
supported or prohibited. Thus, there is no agre¢meits definition or application to
the analysis of work in organisations.

Organisational culture, according to Mullins (200i8) the set of traditions, values,
policies, beliefs, and attitudes that provide avpsive backdrop for everything we do
and think in an organisation. Similarly, it is tket of values, conventions, beliefs,
attitudes, and assumptions that determine how pdugihave and get things done in
companies, even if they are not defined. Orgamisati culture is the underlying
pattern of shared assumptions, attitudes, andfbal@ntrolling the way individuals
inside an organisation think about and act on ssura opportunities (McShane &
Von-Glinow, 2005).

Most facets of organisational life, including hoecikions are made, how rewards are
distributed, and who is promoted, are all influeh&@y organisational culture. As a
result, it is referred to as the common beliefeald, traditions, and ways of doing
things that impact how people of an organisatiomalve (Robbins, DeCenzo, 2011).
Organisational culture explains how common ideakmimciples evolved over time,
and how "things are done around the organisat®fargely influenced by the culture
in place. Thus, managers who are confronted with aed seemingly unreasonable
behaviour among their staff might benefit from dtéregrasp of the dynamics of
culture.

3.2 Characteristics of Organisational Culture
Organisational culture makes it easy for a new egg# to understand how things
are done and be able to fit in into the organisafidus, its characteristics include

the following:

i. Direction: The degree to which the organisation establishgectibes and
performance expectations is determined by orgdarsatculture.

ii. Integration: This refers to the degree to which different paftan organisation
are encouraged to work together.
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Vi.

vii.

viii.

Xi.

Individual initiative: In an organisation, individual initiative refersttee level of
responsibility, freedom, and independence thatiddals have. They are free to
be creative and come up with their own ideas is tmy.

. Level of risk tolerance: The extent to which you are encouraged to be bold,

innovative, and self-sufficient.

Management support: The extent to which managers give subordinatesr clea
communication, support, and assistance.

Control: This refers to the quantity of rules and regulaticas well as the level of
direct monitoring, that are utilised to limit yolseedom and behaviour.

Identity: This refers to how strongly individuals of an origation identify with it
as a whole. People frequently identify with theamigations with which they work.
As a result, organisational culture plays a roldéefining the organisation's internal
and external identities.

Reward system:The extent to which you have reward allocationhsas wage
increases, performance evaluation versus supsriaitd who you know in the
organisation.

Conflict tolerance: This refers to how open employees are permitteeixfress
their dissatisfaction.

Communication pattern: The extent to which organisational communication is
limited to higher-ranking officers/information fréem.

Dominant culture: This refers to the core value that the majoritynefmbers of an
organisation share.

3.3 Types of Organisational Culture

Though organisational culture cannot be seen arhted, it has an impact on all
employees' behaviour, thinking, and performanceplByees learn culture through
stories, rituals, materials, symbols, and langua@eganisational cultures can be
classified as follows:

a) Power culture: Power culture is common in small organisations iarsthsed
on trust, empathy, and personal communicatiors ltased on a central poser
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b)

c)

d)

source with rays of influence radiating throughthe organisation from the
central figure.

Role culture: Role culture is frequently seen as a bureaucraatydperates on
logic and reason. It is supported by solid orgaiusal pillars such as finance,
purchasing, and production. Thus, the role/job deon is frequently more
significant than the individual, and authority caieom position.

Task culture: Task culture is focused on the job/project and dngring
together the proper resources and people by lewgydlge group's unifying
power. The influence is widespread, and it is bameaxpertise rather than
position or personal authority.

Person culture This is a situation in which one person is thetieof attention.
Every structure exists to help the people whoilngide of it. As a result, some
people conclude that it is in their best interéstshem to band together and do
things their way. The preference of many peopferisndividual culture.

3.4 Functions of Organisational Culture

Depending on how strong or weak an organisatiaitare is, it may have implications
for its structure. Thus, some of the functions @famisational culture that have been
recognised include the following:

a.
b.

3.5

Culture is what distinguishes one organisation feorather.
Assist in the development of a sense of devotiorsdmething larger than
oneself.

. Culture communicates a sense of identity and esstlre social system's

stability.

Organisational culture acts as social glue, helgimgkeep the organisation
together by advising employees on what they shdaldr say.

It acts as a sense-making and control mechanisidinguand shaping employee
attitudes and behaviour.

Dimension of Organisational Culture

The purpose of the organisational culture dimerssisrto examine and provide
insight into the various types. They are as follows

1. Attention to details: This entails meticulous attention to details wiglspect to
customers and striving to keep thorough recordss the standard by which
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employees in an organisation are required to opevih precision, be analytical,
and pay close attention to details.

2. Outcome orientation: This refers to the extent to which an organisagion'
management is focused on results rather than thieoaee and processes used to
get there.

3. People orientation: People orientation refers to the extent to whicimaggement
considers the influence of decisions taken andntipdications of these actions on
people in the organisation through increased ppation.

4. Team orientation: In comparison to individual effort and contributioto the
organisation, team orientation is the degree te@kwhifective cooperation through
collaboration and problem-solving is valued.

5. Aggressivenessinstead of adopting a casual approach to work,essireness
refers to the degree to which employees displaypatitiveness toward their jobs
(employee's approach to work).

6. Stability: This determines how adaptable an organisationdbange. Employees
in stable organisations know what to do, who twrep, who is in-charge and
what they are expect to accomplish.

7. Innovation and risk taking: This refers to how motivated employees are to be
creative, willing to try new things, and take chasicAllow employees to work on
new products/services by allowing them to workfwirtown project during work
hours.

3.6 Importance of Organisational Culture

Culture is all-pervasive, and it's a crucial comgranof effective organisational
performance. The following are some of the reasamg organisational culture is
important:

a) It influences the behaviour of all individuals amgloups inside the
organisation.

b) Itis a command-and-control mechanism that impactd directs both
corporate and organisational behaviour.

c¢) Organisational processes such as decision-makingtsre design, group
behaviour, work organisation, motivation, job datision, and managerial
control are all influenced by culture.
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d) It contributes to successful technology deploymémtpvation, mergers
and acquisitions, organisational success, and tgarormance, among
other things.

e)Within an organisation, organisational culture uefices behaviour
patterns.

f) The culture of the organisation has a big impacthow well human
resources are managed.

g) The performance appraisal system of a companyadsilyeinfluenced by
organisational culture.

4.0 Summary

The focus of this unit was organisational cultuiacluding its definition,
characteristics, types, dimension, functions, amgirtance. The culture and structure
of an organisation evolve throughout time. As ailtesf a complicated combination
of elements, it has a significant impact on humeaviour and action, management
processes, and organisational performance.

5.0 Conclusion

The nature of the industry/business, the charatiesiof the individual organisation
and its culture influence organisational behaviamd efficient human resource
management. Thus, organisational culture has aradtmpn most elements of
organisational life, including the nature of demisimaking, decisions, how rewards
are distributed, promotions, how people are treaaed appropriate organisational
responses to their surroundings, among other things

6.0 Tutor Marked Assignment

1. Define organisational culture and state five (Hrelsteristics of organisational
culture.

2. What are the dimensions that can be used to eeatuiganisational culture?

3. Describe the many types of organisational cultures.

4. Highlight the importance of organisational cultumethe management of the
library and information centre.

5. Explain the functions of organisational culturetle library and information
centre.
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UNIT 6 JOB DESIGN
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1.0 Introduction

Organisations are made up of thousands of taskshwine then grouped together into
jobs. You will be introduced to the concept of jdbsign in organisations in this
section. The definition and relevance of job desigih be discussed, as well as the
advantages and disadvantages of job design, jagrdesodels, methodologies, and
steps.

2.0 Objectives
You will be able to by the end of this unit:

+ Define job design;

77



LIS 418 (Personnel Management in Library and Infation Centre

+ Comprehend the models of job design;

D>

0,
°n

Explain the importance of job design;

®,
°n

Outline the advantages and disadvantages of jagrdes

0,
°n

Describe the methods of job design; and

0,
°n

Explain the steps in job design.

3.0 Main Contents
3.1 Definition of Job Design

A job is a collection of tasks carried out by agténworker (McShane & Von Glinow,
2005). Thus, managers in organisations purposeduityintentionally design jobs to
reflect the demands of a changing environment, eyegs' skills, abilities,
performances, and the organisation's technologgo/ting to Robbins and DeCenzo
(2011), job design is a process and the most fuedtahfeature of an organisation
that determines what employees are needed to partsf their job.

Job design is the process of allocating taskgab,ancluding the interdependency of
those activities with other jobs (McShane & Vonr®lv, 2005). Thus, job design

entails making systematic attempts to organisestatikties, and responsibilities into
a work unit in order to achieve specific objectivés Norris and Porter (2012), job

design is the division of work tasks assigned tonaividual in an organisation that

describes what the worker does, how they do it,\ahg they do it. Therefore, job

design incorporates the work content and credentguired for each position to fulfil

the needs of both the person and the organisaftuns, people do not develop their
jobs in an organisation by accident, and becausecdbinological advancements and
changes in psychological contracts, job desigmigicuously changing.

3.2 Importance of Job Design

Job design entails determining the specific tasks rasponsibilities that employees
will undertake and carry out. Thus, if properlyedited, it has a lot of importance for
organisations. These include:

+ Job design leads to an increase and enhance aatjané productivity.
++ Job design increases and improves job satisfaction.

It improves the quality of working life.
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% It designs the tasks required to complete a givbrsjiccessfully.
% It promotes organisational effectiveness.

% Job design includes information about the individom the job as well as
instructions on how to complete the responsibsitie

% Makes certain that the job procedure is up to daterelevant to employees.

% Job design is critical for an organisation's aptiit carry out its functions in the
most effective and efficient manner possible.

3.3 Advantages of Job Design

Job design is a time-consuming procedure. Its gda help employees comprehend
their jobs and responsibilities, as well as howdwance professionally. Consequently,
the benefits of job design are numerous. They sifelbws:

It aids in the creation of a job profile that meaties people and reduces
workplace unhappiness.

It ensures job specialisation for those with lidit®r no educational
background.

¢ It exposes employees to a broader range of rolsssist them in determining
the ideal role for them.

« An effective work design strategy based on jobamment offers increased
value addition and decision-making capacity, emguripersonal and
professional progress in the long term.

++ Job design encourages employees to receive frettagrihg and development
in order to boost productivity.

¢ It assists in determining an employee's productidficiency, workload, and
needed hours of labour.

3.3.1 Disadvantages of Job Design

Job design focuses on reducing the mechanical @spéthe job and ensuring that
given duties and responsibilities provide job $atison to the individual. Thus, some
identified disadvantages of job design are:

a) Oversimplifying jobs might lead to boredom and nomg.
b) Task rotation, a job design strategy, can disrupkvlow and lower output

quality.
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¢) Job enrichment gives senior employees too much pawech can lead to
poor results or personality conflicts among workers

d) Employment enlargement, which entails increasing tamber of tasks
performed by employees inside their job, might eaemployees to lose
focus on their primary capabilities.

3.4 Models of Job Design

Job design is a useful tool for meeting employemateds while also serving the
organisation's goals. Many models are availablettier study of job design. The
generally accepted models are as follows:

a. Classical approach: This method is based on Fredrick Taylor's sciemtifi
management principles. The use of standardisatidnsanplification to achieve
specialisation is at the heart of the classicalr@ggh. Job simplification, job
engineering, job rotation, and job enlargemensaree of the strategies supported
by this approach, each with its own set of benefitd drawbacks.

b. Social approaches to work: The usage of autonomous working groups is
encouraged in this strategy. It stated that océopsitare developed to meet the
needs of the circumstance, both technical and lsacid that employee motivation
is the most significant component in organisatigratuctivity. Peer-supervisory
relationships, the requirement for group work, &mel formation of a supportive
environment are all important components of thisthoé. Furthermore, the
method claimed that considering a full working eomiment, as well as
organisational and social variables, while deveigpijobs leads to the
establishment of self-managed work teams in tharasgtion.

c. Herzberg’s Two-Factor Theory: This is the first major approach to link job
design and employee motivation explicitly. With N&ag's need pyramid,
Herzberg showed that while some components ofahegntributed to employee
satisfaction, others contributed to employee disfation. He contributed to the
meta-theory that underpins job design by providingoundational element.
Herzberg was the first to propose an empiricalystafdpeople's jobs and build a
well-defined work design model.

d. Hackman and Oldham’s Job Characteristics Model (JCN: In their job
characteristics model, Hackman and Oldham exparmedthe concept of
motivated jobs by emphasising job content. Theynw®a that the degree of
relevance, task identity, variety, autonomy, aretifeack from the job could all be
used to assess whether or not a job is motivafiingy also recognised the
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importance of individual differences on the jobswasing that skills, knowledge,
ability, and general job satisfaction may influettive strength of the relationships
between job attributes and critical psychologitates.

e. Karasek’s Job Demand Control Model:Karasek improved on the criticisms of
the Job Characteristics Model (JCM) by combining titaditions of the negative
parts of job design (such as demands, workloadr@adtressor) with the positive
aspects (job control vs. autonomy, and skill vaoigt He claimed that job
demands and control should be studied togethee shrecimpact of both can differ
dramatically depending on the level of one on ttien His approach sparked
studies into workplace stress and health-relatécboues.

f. Warr's Vitamin Model: This model addressed a variety of job charactesistiat
may have an impact on people's happiness. Envirotaifactors, he said, can act
as vitamins for people's well-being in and outhef workplace.

3.5 Methods of Job Design

Understanding the many aspects of a job, such #esdiprocedures necessary,
hierarchies, skill sets required, and employeewatitin, is crucial. Thus, managers in
organisations can redesign jobs in several wayls aa¢hrough:

a. Job rotation: Itis the process of preparing lower-level persbtm&ake over from
someone in a higher-level position. Thus, employesrotated from one job to
the next in a systematic fashion. In job rotatiemployees switch from one job
to the next, yet the job itself remains the sarhbelps to prevent boredom and
add diversity However, training cost may increase and work maylisaupted;
and on the long run, cause de-motivation.

b. Job engineering or simplication:This includes tasks to be completed, methods to
be used, employee workflows, performance standarmiker layout, and dependency
between humans and machines. Job engineering kieskadvantages, including
specialisation, which allows employees to quickdgrh up on a task; a short work
cycle; and ease of recruitment since low-skilledpbe can readily be trained; and, by
making a job specialised or streamlined, it reddbeseed for supervision.

c. Job enlargement This entails broadening the scope of a job tdushe multiple
tasks rather than simply one at the same levekkifidIt is a job rotation that is been
extended. It tries to add similar duties to thespret job in order to give it more
diversity and make it more engaging.

d. Job enrichment: Job enrichment is re-designing a job to incorposatiéversity of
work content, giving the employee greater autonamy responsibility for planning,
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directing, and regulating their performance, aslasl providing opportunities for
personal growth and meaningful work experiencaldd permits the decentralisation
of decision-making rights over areas that direaffgct an individual's task function.

3.5 Steps in Job Design

Job design encompasses the content, structuteoeganisation of tasks and
activities. Thus, in evaluating job roles, and floe purpose of having a great and
good job design, certain parameters such as therlisted should be considered:

Feedback: Employees' ability to tell how well they are perfing based on
direct sensory input from the job is referred tdesdback. This should be done
regularly with the employees so as to understasukss being faced on the job
and how the identified issues can be resolved.

i. AssessmentWhen evaluating performance, it is critical te#d@ comprehensive

knowledge of what everyone in the hierarchy hasatp Thus, the roles need to
be updated and corrected to have a better jobmesig

Training: It is very important to have a regular training gmam for employees
in every role so as to keep them updated withdhest trends and concepts; and
also help in better designing the job with thedafeameworks and trends.

. Work-life balance: Work-life balance refers to the division/distrilmn of one’s

time and focus between working and family actigti@hus, it is important to
make work-life balance a part of every job rolethie organisation to ensure
flexibility and motivation of employees. Incentivdike vacation, improved
health insurance package, work from home, creatiagcare within the
organisation’s complex, and variable pay amondsrstshould be made part of
the job package so has to enhance overall jolfaetiian.

3.7 Elements of Job Design

The purpose of job design is to coordinate andnupé work processes in order to
create value and maximise performance in the osgéioh. Thus, the major aspects
of job design are:

3.7.1 Specialisation and Division of labour

Specialisation refers to the fact that each em@gerforms only a portion of the
work required to supply a service or accomplishsktIt's also known as division
of labour. Some workers will specialise in partaulctivities, while some will
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specialise in others. However, job design attertiptrike a balance between the
benefits and drawbacks of specialisation. Therefsehe Head of Library/Director

of Information Centre, you should ensure that jobgour department are properly
designed to avoid negative effects of specialisaiad include factors which

motivate workers.

Advantages of specialisation

Specialisation will lead to higher efficiency andoaomies of scale to some
extent. Because of the following advantages

+ Individuals can gain great levels of expertise amtigular pursuits in a
short amount of time.

« People can be employed in tasks in which they afijuexcel, allowing
their full potential to be realised.

+ Employees do not waste time switching from one dothe next.

+ Jobs are frequently simplified, allowing individeadith lower skills to
be assigned at a reduced cost.

Disadvantages of specialisation
Some of the identified disadvantages of spieaidon include:

« Boredom: Highly specialised jobs demotivate people sincey thee
monotonous and repetitive. As a result, employeesly see the end
product and are dissatisfied with their work.

+ Lack of innovation: Specialisation may discourage collaboration and
creativity among employees.

« Limited skills: In specialisation, employees only have a limitet cfe
skills thus, may be unable to redeploy these skilldeal with bottlenecks
in other areas. Furthermore, these workers maybeegtible to change
and are likely to be fired or require retraininglfanges occur.

3.7.2 Ergonomics and Job design

Ergonomics is the study of how to design and shape to accommodate
people's physical abilities and attributes so thay can do their work well. Its
goal is to ensure that jobs are designed in suslayathat they are suited for
human performance and that workplaces have as fayative impacts as
possible. Consequently, machines should be designsdch a manner that
accidents are impossible. Thus, ergonomics playsruzial part in the
development of gadget displays. For example, coenjsaition of our workplaces
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should be designed so that poor posture, glamepatitive tasks do not result in
repetitive strain injury (RSI). Hence, ergonomisgsommend a shift schedule
since it is less harmful to long-term health tharking very long hours.

3.7.3 Work schedules

In traditional agricultural economies, work schedulwere dictated by the
seasonal cycle of night and day. However, longtshf twelve (12) hours or
more became common during the industrial revoluéind the development of
artificial lights and the archetypal work schedidikowed a 'nine to five' pattern
in the middle of the twentieth century. Neverthslesork schedules became
more varied in the last decades of the twentietturg. They include:

KD

% Flexitime: This refers to working hours that are more flexitigjives
employees some liberty and decision over their wngrkours, as long
as the total number of hours worked is approprktxitime is popular
among employees because it allows them to recoti@leompeting
demands of work and family life. It also boosts ductivity by
lowering absenteeism and tardiness. Secretarial amdinistrative
employees, for example, prefer 9 a.m. to 4 p.m.

% Compressed working week:This is a deviation from the 'standard'
work week. Employees get longer work days in exgledor more days
off. The most popular arrangement is for employeesork ten (10)
hours a day for four (4) days in exchange for &dkiday weekend
respite. This is ideal for some employees' housklantangements.
However, many workers become exhausted duringdtterltwo (2)
hours of their ten (10)-hour shifts. In essencenceatration and
attention on the job may be affected.

% Homeworking and teleworking: Teleworking is a work practice that
entails remote working for a period of time. Worgifiom home or in
nearby fields was once the most frequent form ofpleyment.
However, with the increased availability of compaiea new type of
home working emerged: teleworking. A teleworker kgofrom home
but is connected to 'the office' via the Internet.

Advantages of teleworking

Many professionals’ benefits from teleworking besmit allows them to balance
and organise their time as they see fit, mixingdetwld tasks, leisure time, and
caring for their families. Advantages of telewoigimclude:
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Low overhead: With teleworking, an organisation is not requirecffer
office space, heating, or lighting, among othengsi The teleworker is
normally responsible for these expenses.

Labour-saving strategies: Teleworking, as a labour-saving approach,
allows organisations to hire people who would otlise be unemployed,
and employers to hire employees who have housebsfibnsibilities.

Increased productivity: As a result of lower absenteeism and lower labour
turnover, productivity will increase.

Work-life balance and flexible working hours: Teleworking allows you
to spend less time commuting to work and more timiag other things

Improved concentration: When employees work in an atmosphere that is
more conducive to their well-being, their ability¢oncentrate improves.

Disadvantages of teleworking

Disadvantages of teleworking include:

Teleworkers may believe that their careers wouftesas a result of their
lack of visibility among senior executives.

Teleworking may be hampered by personal situatipaing teleworkers
under more stress. They may find the home-workrfietence to be
extremely tough, and they may work extremely lonogrs to finish the job.

Lack of control: With teleworking, firm managers are unable to dffedty
track how long their employees spend on a task.

Collaboration: Collaboration amongst coworkers may be impossible i
you work outside of the office.

Employees may end up completing more routine dudiesa result of
working remotely

3.7.4. Job sharing

Job sharing is a fantastic approach for employedmtance work, family, and
leisure. Job sharing is when two (2) or more pessbrare the responsibilities of
a single job, working on different days of the wekek example, or rearranging
their schedules. Job sharing, on the other handerk the burden on the
employer if one of its employees becomes unwell.
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3.7.5 Contingent workers

Contingent workers are temporary employees employbdn there is a high
demand for their services. To deal with growingdstit numbers, institutions, for
example, hire a significant number of contingen@mmar leaders. Many
contingent workers are paid meager salaries, yetf#tt that their jobs are
temporary may be advantageous to them.

3.7.6 Office sharing

When two (2) employees are assigned to the sanme off is known as office
sharing. As an example, provide two sales manabeis own office. One uses it
in the morning and is on the road in the afternaoije the other uses it in the
morning and works in the afternoon.

3.7.7 Hotelling

The term "hotelling" refers to a business thatdéerge number of desks or offices.
They can reserve a desk or office as needed, sitailtow they might reserve a hotel
room for a day or, in some cases, an hour. Bigutng firms that have offices in
high-cost locations or major cities sometimes usesé¢ arrangements because
providing consultants with their own lodging would too expensive. 'Hot-desking'
is a method of renting an office or a desk for arstime.

3.7.8 Worker involvement in Job Design

A job is objectively defined in considerable detajlmanagement in the traditional
view of job design. Hence, such job is independérithe person who is going to
perform the work. Today, jobs are concerned ascdorokes; giving the incumbents
a great deal of latitude, allow them to interpestd perform the work. Workers are
usually involved in the process of producing agelscription.

4.0 Summary

Job design is the deliberate attempt to organmsistaactivities, and responsibilities
into a unit of work in order to achieve specificatgo The concept, importance, steps,
benefits and drawbacks, methodologies, models,aapécts of job design were all
explored in depth in this unit. As a result, havanghorough understanding of this
concept will aid in preparing and equipping you tbe role of manager in an

organisation such as the library/information centre
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5.0 Conclusion

The way jobs are designed has changed s compatehlatioit used to be before the
advent of technology. Thus, workers are encourdgelde proactive and take the
initiative in organising their own job designs ftite better performance of the
organisation and the fulfilment of their individyzdrsonal objectives.

6.0 Tutor Marked Assignment

1. Discuss the methods of job design.

(b). Describe the benefits of job designs in thealiy and information centre.

2. Define job design and explain the steps involveplindesign.

3. The way jobs are designed has changed comparetabitwused to be before the
advent of technology. Based on this assertiortudis the different aspects of job
design.

4. What are the models of job design?

5. Describe the disadvantages of job designs in fbsad information centre.
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UNIT 7: ORGANISATIONAL CONTROL

Contents

1.0 Introduction

2.0 Objectives

3.0 Main Content

3.1 Definition of Organisational Control

3.1.1 Importance of Control function in the Libramyd Information Centre
3.2 The Control Process in Organisations

3.3 Types of Control in Organisations

3.4 Benefits of Control in the Library and Inforriget Centre
3.5 Contemporary Issues in Control

4.0 Summary

5.0 Conclusion

6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0 Introduction

You will be exposed to organisational control irsthnit. The meaning and importance
of the control function, control method, types afntrol, benefits, and current
difficulties in organisational control will be digssed.

2.0 Objectives

By the end of this unit, you will be able to:

*,
R X4

Define organisational control;

*,
o

Explain why control important;

*,
X4

% List the advantages of organisational control.

3

» Describe the control process;

3

» Mention different types of organisational contiahd

R

» Comprehend contemporary issues affecting contratfan in organisations.

3.0 Main Content
3.1 Definition of Organisational Control

Control is a broad concept that applies to botividdal and organisational behaviour.
Organisational control is a crucial management tioncthat entails observing and
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adjusting activities in organisations to ensuret thaals are met as anticipated.
Organisational control, according to Cardinal, Keew, and Miller (2019), is any

technique by which managers focus attention, mtgjvand urge organisational
members to perform in desirable ways to achievetbanisation’s objectives. Morris

(2018) defined organisational control as the predbsough which an organisation
encourages its sub-units and members to behavayis that support the achievement
of organisational goals and objectives. Hence, misgdional control ensures that
activities are performed in a way that contributesthe accomplishment of the
organisation’s goals.

Control function is multi-faceted, goal-orienteddacomprises of a wide array of
practices. Consequently, it involves keeping sitagpired and focused on the most
pressing issues facing the organisation, and cmidimg to make the most of
opportunities (Beecher, 2010). Accordingly, any amigation's control system
contains the yardsticks by which managers measeeefficiency with which it
produces goods and services. Thus, the more efeatcontrol system is at assisting
managers in achieving their organisation's gohéspetter.

3.1.1 Importance of Control function in the Library and Information Centre

The significance of the control function in theréby and information centre is
enormous. If properly designed, it would lead ttuatisation of set goals and better
performances. The following are some of the impartaof control functions:

a) The only means for managers to know if organisaligoals are being reached,
and if not, why, is through control.

b) As the final step in the management process, ctingggrovides a key link back
to planning. As a result, if managers don't havetrod, they won't know if their
goals and plans are being met or what measure&éaiext.

c) The control function's importance may be seentiedlareas: planning, employee
empowerment, and workplace safety.

d) An effective control system can offer informationdafeedback on employee
performance, reduce the risk of future problemsd amcrease employee
empowerment, as many managers are hesitant to eenplogir people for fear of
being held responsible if something goes wrong.
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e) Natural disasters, financial difficulties, scandgalerkplace violence, supply chain
disruptions, security breaches, and even probahblerist strikes all pose hazards
to organisations. Hence, comprehensive controls lzaakup procedures will
ensure that work is disrupted as little as possitday of these events occur.

f) It helps an organisation protect its assets; managertainty and complexity in
the business environment.

g) Organisational control is crucial in establishingpguct and service quality
because it provides managers with feedback on ptahd service quality.

h) Improves an organisation's degree of creativitydbtermining the best control
measures to encourage risk-taking.

3.2 The Control Process in Organisations

The control process is a three-step procedureat@atmes a pre-existing performance
standard. These are the particular goals develtipedghout the planning phase, as
well as how performance standards can be changealising or lowering them, and
defining new/additional standards. The following #re steps to take:

A. Measuring actual performance

Actual performance measurement is the first stepercontrol process that a manager
must complete. Personal observations, statistita, dral and written reports are all
common kinds of information used to evaluate aghesformance, each with its own
set of strengths and weaknesses. Also, while most van be measured in quantity,
it may be challenging in a service-oriented orgatinis like a library/information
centre. Thus, customer satisfaction surveys coeldused as a good indicator for
measuring performance. However, combining thesemmmminformation sources
could enhance the number of input sources as wétleaprobability of collecting valid
data. As a result, managers are urged to empldpalisources in order to achieve
comprehensive control and also use subjective predioce criteria if a performance
indicator button cannot be stated in quantitatesns, but any decision or analysis
based on subjective criteria should realise tha'slitnitations.

B. Compare actual performance to planned goals

This phase determines the difference between actndl standard performance.
Although some variation in performance is to beested in all activities, it is crucial
to establish an acceptable range of variation betwectual performance and the
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defined standard. Thus, depending on the natuteegéroblem, any deviation outside
the specified range would necessitate immediateradtom the manager. Hence,
managers have the option of doing nothing, comgaiictual performance, or revising
the standard. As control measures, various comectictions such as training
programmes, disciplinary actions, and changes mureration methods can be
implemented.

C.  Taking action
The third step in the control process is to tak@®acManagers can take one of three
approaches: do nothing, rectify actual performarrechange the established
standards. This can be done through proper mongoof procedural activities;
compare and correct work performance before predottlabour are produced.
However, if performance is below expectations, ngensare advised not to blame
the employees or the set goals/standard immedidtettead, s/he should try to find
out if the standard set is realistic, fair, and iaeable; on the basis of which
employees can be advised to improve on the perfuzena@r institute necessary
corrective action to guide against future occureenc

3.3 Types of Control in Organisations

The efficacy of any control system is usually juddgy how well it supports goal
achievement, management can install controls beftweng, or after an activity
begins. The following are examples of organisaticoatrols:

A. Feed forward controls This refers to a sort of control that occurs befa task is
completed. It prevents problem such as poor proguslity, loss of customers, and
loss of revenue amongst other losses from occurfihg key to feed forward
controls is to take administrative action with wpdate action before a problem
arises rather than after it has already occurred.

B. Concurrent control: Concurrent control occurs while a work activity iis
progress, such as the design of technological ewgrp (computers and
computerised machine controls). For example, youve harobably used word
processing software that warns you when you typg@sapelled word or use bad
grammar. Concurrent controls are used in many ésgtanal quality programmes
to alert workers if their work input is of sufficiequality to fulfil standards. Direct
supervision is the most well-known type of concotreontrol.
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C.Feedback controls This is the most common control method. After éledion has
been performed, feedback control takes place. EHmefiis of feedback controls
include providing managers with useful informatiom the effectiveness of their
planning efforts. The main disadvantage of thigtgpcontrol is that by the time a
manager receives the information; the issues his@ady arisen, resulting in waste
and damage. Thus, any feedback report that shttes\iariation between the set
standard and actual performance indicates thatl#imning was on track. Feedback
that includes information on how well people aréndgocan also help to boost
motivation.

D.Financial control: In any organisation, including libraries and imf@tion centres,
financial controls are at the heart of resource agament and operational
efficiency. These are the procedures, rules, aal$ that an organisation uses to
monitor and regulate the allocation, use, and toecoof its financial resources.
Financial control is required for any business & rofitable. They might, for
example, review quarterly revenue statements foegsive expenses and calculate
financial ratios to verify that enough cash is &lde to cover ongoing expenses.
Managers may utilise standard financial measurels as ratio analysis and budget
analysis. Budgets (tool for planning and contrgj)imre another sort of financial
control tool used by managers to signify key jatk&a

E. Information control : Everything an organisation does rely heavilyrfoimation.
Thus, managers require knowledge about what is drapg in their areas of
responsibility; they rely on data to measure acpgaformance and to assist them
in developing suitable action plans. The majorityh@ information tools utilised
by managers come from the management informatistesy of the company (a
system used to provide managers with needed inf@man a regular basis).
Because today's enterprises are like well-stockedrles, they are encouraged to
put in place measures such as data encryptiorerayfitewalls, or data backup to
assist secure and protect such material. Manageisadth information controls in
two ways: as a tool to assist them in controllitigeo organisational activities, and
as an organisational area they must control. Caresgly, they require the right
information at the right time and in the right ambdo monitor and measure
organisational activities.

F. The balanced score card approachA balanced scorecard is a method of
evaluating organisations that considers factorserotthan their financial
performance. A balance score card examines finknciastomer, internal
processes, people, innovation, and growth assetm@other things
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3.4 Benefits of Control Function in the Library and Information Centre

Controls are useful management tools that, wherectly planned and implemented
in the library and information centre, provide fbbowing advantages:

a. Improved cost and productivity control: A good control practice leads to
organisational efficiency and effectiveness. Itpseinanagers to control costs
and productivity levels.

b. Improved quality control: In terms of response time and precision, quality
control can be measured.

c. Opportunity recognition: Opportunities can come from both inside and outside
the organisation which could translate to betteffggmance and competitive
advantage.

d. Better ability to manage uncertainty and complexity Financial controls through
adequate budgeting and productivity control cap helorganisation navigate harsh
economic downturn.

e. Decentralised decision making:When decision-making in an organisation is
decentralised, managers will have access to tlenmation they need to respond
quickly in an emergency.

f. Asset managementThe control function help managers to manage antegt
organisational assets.

g. Employee performance:Observing employee behaviour can assist managers i
identifying strategies to improve employee perfonoa

h. Monitor: Managers can improve their organisations' respensiss to customers
by developing a control system to analyse how weditomer-contact employees
do their jobs.

3.5 Contemporary Issues in Control
Control is a key managerial role that involves nggama monitoring their employees
to ensure that expected outcomes are accompligtsed.result, there are numerous
methods available for managers to track their eggae’ efficiency and ensure that
they are progressing toward agreed-upon goals &jettives. However, control
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principles such as those outlined earlier are $iggtd for organisational units that are
neither geographically nor culturally separated.

In today's world, a manager's capacity to supemvyiseactivities of his or her staff is
endangered by a number of factors. The followisgés have been identified:

A. Cross-cultural differences: Employee behaviour and operations can be
controlled in a variety of ways in different couaf. Global organisations'
organisational control systems differ primarily imle measurement, corrective
action, and control process processes. Becausmdisprevents managers from
personally observing work, overseas operations gemsaare less closely
monitored by the main office. In addition, multiiwatal firms may implement and
employ information technology to manage work atigg. When comparing
technologically advanced countries to less techgioldly advanced countries, the
impact of technology on control is most obvious.

B. Workplace privacy: The majority of employees in today's organisatibase
access to computers and telephones in order to letenpfficial tasks.
Consequently, most employers have some sort ofisyst place to keep track of
how these tools are used, especially the Intermettoéficial e-mails. In addition,
employers are increasingly required to monitor eygés not only for
productivity and efficiency, but also under state éederal legislation. However,
regardless of why employees are monitored at woikjmportant to examine the
role of employee privacy as well as the erosioteafm trust, morale, and ethics,
as well as how they will respond if they realisatttheir Internet, phone, and e-
mail activities are being monitored. As a resultimpanies must strike a balance
between being intrusive and not being overbeakivigile monitoring is useful, a
clear policy is required to avoid unnecessary legsbn.

C. Employee theft: Large-scale embezzlement, long lunch and breaksheuork
slowdowns, inferior workmanship, the loss of caislventory, information, or
other assets, among other things, can cause a ognipdose a lot more than
money. In addition, employees may feel angry feadety of reasons, including
unjust or inadequate treatment at work, and may #eft as a way of retaliating
against their bosses for perceived injusticeshénsame vein, employee’s pay and
condition of service can motivate dishonest behaviblowever, to prevent this,
there is need for effective communication of pelciand procedures and the
attendant consequences if they act outside ofabedaries.
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D. Workplace violence and bullying In the workplace, violence and bullying are
frequently used to obtain an advantage of an emgldiirough some form of
professional gain. Bullying is defined as an actiofence that includes acts of
hatred, offensive threats, and power abuse. Thdtresthis violence includes
emotional distress, intimidation, humiliation, feaand vulnerability.
Consequently, every workplace is responsible forestablishing an environment
conducive to bullying and for not allowing bullyirig continue once it has been
recognised. Hence, organisations must take ethieaponsibility for the
eradication of not only individual bullies, but alsiolence and bullying in the
workplace. Management must also ensure that therena communication
obstacles between employees and employers. Lonkingohours, information
overload, unreasonable deadlines, constant intgongy and indifferent
management can all contribute to employees becoulisggtisfied at work in
today's workplace. One of the tasks of the managehe ability to prevent
situations like this from occurring as high-levéleonployee dissatisfaction could
generate problems like employee theft, misapprapriaf organisation time and
resources, bullying, and workplace violence. Adlies that need to be addressed.

4.0 Summary

Organisational control is essential to good managerand practice. The topic of
organisational control has been discussed in this I is believed that you have
grasped the meaning and significance of the corftnottion in the library and
information centre. You have also learned aboutctwrol process, different types
of controls, and the benefits of controls in litkear as well as contemporary issues
in organisational control.

5.0 Conclusion

Organisational control is an important managerik rthat is essential to the
operation of the library and information centre. Asresult, competent library
managers should develop a control system thatwiitinuously monitor the quality
of services provided by each unit in the librarytbat service delivery may be
improved. Managers must also evaluate what a&s/itiave been completed and
compare actual performance to the desired staridamdder to know whether the
various units are performing well. Without an effee control system in place,
library managers may have no idea how their orgdiois is performing or how it
can improve.
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6.0 Tutor Marked Assignment

1. Describe the advantages of organisational control.

2. Why is the control function in organisations suchraportant managerial
function?

3. Identify and describe the various types of corfinattions found in the
library and information centre.

4. Discuss the contemporary issues affecting the obfutnctions in
organisations.
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MODULE 3: HUMAN RESOURCE MANAGEMENT IN
ORGANISATIONS

Human Resource Management (HRM) is a modern mettaddocuses on making the
best use of human resources in an organisatiors. Mbdule introduces you to the
concept of human resource management and the nusnapproaches for managing
human resources in organisations, including hureanurce/employee planning, job
analysis, descriptions, and specifications; regreitt and selection; and training and
development in the library and Information centre.

Unit 1: Overview of Human Resource Management
Unit 2: Human Resource / Employment Planning

Unit 3: Job Analysis, Job Description and Job Sgesztion
Unit 4: Recruitment and Selection

Unit 5: Training and Development

UNIT1 OVERVIEW OF HUMAN RESOURCE MANAGEMENT

Contents

1.0 Introduction

2.0 Objectives

3.0 Main Content

3.1 Concept of Human Resource Management

3.1.1 Objectives of Human Resource Management

3.1.2 Nature of Human Resource Management

3.1.3 Evolution of the Human Resource Manager@emnicept
3.2 Role of HRM / HR Managers in the libraryd Information Centre
3.3 Functions of HRM in the library and Infoation Centre
3.4 Importance of HRM in the library and Infation Centre
4.0 Summary

5.0 Conclusion

6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0 Introduction

This unit introduces you to the concept of humaouece management in libraries
and information centres, including its meaning,eckives, nature, evolution, roles,
functions, and importance.
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2.0 Objectives

By the end of this unit, you will be able to:

®,

+ Define Human Resource Management;

++ Explain the concept of HRM,;

++ Outline the goals of HRM in the library and Infortiaa Centre;
« Explain the nature of HRM,;

+ Comprehend the evolution of the HRM concept inlifi@ry and information
centre;

« Enumerate the functions of HRM / HR managers;
« List the functions of HRM in the library and infoation centres; and

+« Enumerate the importance of HRM in libraries arfdrimation centre

3.0 Main Content
3.1 Concept of Human Resource Management

Human Resource Management (HRM) is a multidiscgshnand organisational
function that focuses on hiring, managing, anddfing people; a strategic function
that deals with human needs and requirements rigeapeople as assets
(Termscompared, 2020). HRM is difficult to definechuse it is frequently used in
two ways: to generically characterise the body ahagement activities covered in a
book; or to designate a distinct approach to peopdaagement from personnel
management. Consequently, Armstrong (2016), fomgka, defined HRM as a
purposeful and integrated strategy to employing ateleloping people in
organisations. Human resources are the lifebloocarof organisation. It is the
organisational function that deals with concermkéd to people, such as hiring,
remuneration, performance management, organisdéealopment, safety, wellness,
benefits, employee engagement, communication, 4dsimdtion, and training
(Robbins & DeCenzo, 2011).

HRM is a word that encompasses all operationsaelat human management. HRM
is a concept that is increasingly being used trrefa company's philosophy, policies,
procedures, and practises regarding employee mamageSims, 2002). Hence, the
value of any organisation is largely decided bygtality of its workforce; in addition,

most organisations' success is dependent on regytople with the necessary
abilities to do the tasks required to achieve tlgawisation's strategic goals. HRM is
the process of hiring, selecting, providing propgentation and induction, training
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and developing skills, evaluating employees’ pemni@mnce, providing proper

compensation and benefits, motivating, maintaipirgper relations with trade unions,
and ensuring the safety, welfare, and health ofleyeps by adhering to the labour
laws of the concerned state/country (Ahammad, 2017)

Furthermore, HRM is a management function thatdestentirely on the human being
in an organisation, has a distinct philosophy farrging out people-oriented
organisational activities that is completely aligneith management interests, and is
relatively removed from the workforce as a wholemi#edkar, 2016). HRM is
described by Bratton and Gold (1999) as the pathefmanagement process that
focuses on the management of people in work orgtiaiss. They explained that HRM
emphasises the importance of employees in achielomg-term competitive
advantage; thus, human resource practices mustdgrated with corporate strategy,
and human resource specialists must assist orgianigbcontrollers in meeting both
efficiency and equity objectives.

Torrington, Hall, and Taylor (2002) defined HRM asset of activities that enable
working people and the organisation to agree omtads and nature of their working
relationships, and to ensure that the agreemdaliésved through. Hence, managers
must try to attract the best set of people withrtgbkt qualifications, experience, and
minds with the best skills, provide training antta@ing incentives, job enrichment
programme for the overall good of the organisation.

Human Resource planning, job analysis, job desonnd specification, recruiting,
selection, induction and orientation, training aedelopment, performance appraisal,
and personnel movement are all activities thatuatler the umbrella of HRM. The
following methods can be used to carry out the gsec

+ Assessing current human resources and future huesanrce need.
++ Developing a plan to meet those needs.
3.1.1 Objectives of Human Resource Management

HRM is concerned with the people and their inteaast within the organisation. As a
result, it has the following objectives as hightiggh by Ahammad (2017); Ambedkar,
(2016) as follow:

i. Developing, maintaining, and employing a compe#att motivated staff.

ii. Encouraging all members of the organisation h@ave a positive working
relationship.

iii Assuring maximal individual growth, securing dirassuring the alignment of
individual and corporate goals.
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iv. Meeting employee needs, expanding human capitdljramlving employees in
decision-making.

v. Keeping good human and industrial relations andtorg a pleasant working
environment.

3.1.2 Nature of Human Resource Management

Human Resource Management is a critical part ofaggnisation (the library)
and is essential to all management tasks. It is@oed with the organisation's
human dimensions. According Ambedkar (2016), itsireaentails:

3.13

Management function Human Resource Management revolves around the
application of management functions and conceptmsaire that workers work
diligently towards their goal.

PervasivenessHuman resource management is ubiquitous in ndtecause
it is present in all organisations; its function® anot limited to business
establishment.

Organisation effectivenessDecisions are made with the overall effectiveness
of the organisation in mind, rather than the raled regulations.

Integration: HRM assists employees in their full developmenentt
decisions made about workers are fully executedraedrated.

Evolution of the Human Resource Manageme@oncept

HRM is a modern idea for managing people, andthiésorganisation's backbone
because it deals with every aspect of the employkes, the concept evolves
through the following process as highlighted by Atrang (2020), and Brandon
& Gold, 1999):

1.

Commodity concept Workers were treated as commodities/productdy wit
little or no regard for their well-being.

Factor of production concept Workers were regarded as factors of
production during this period, and all factors weedued equally. Labour
received no special attention.

Welfare concept: Worker satisfaction was crucial, since every
management/organisation acknowledged or understioeid obligations to
improve working conditions and amenities for emples.
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4. Industrial relations concept: In this period, each and every employee has
their own unique motives. They want opportunitiasdrogress in their careers
and to be recognised for their achievements.

5. Personnel management concepfThis refers to a methodical approach to
managing people in an organisation. It is a laggtesn that includes various
sub-systems such as personnel planning, recruitrirairting, and employee
development. All of these things fall under the wvefla of personnel
management.

3.2 Role of HRM / HR Managers in the Library andinformation Centre

HRM has a wide range of applications. HRM in tHedry and information centre

entails planning, designing, and implementing pei@nd programmes that maximise
the utilisation of library personnel/work force wndhe effective supervision of the
HR manager, who is tasked with the following resitities as listed by Ahammad,

(2017), and Ambedkar, 2016:10) to include:

a) Develop a complete understanding of the organisaticulture, plans, and
policies.

b) Serves as an internal consultant, a change agdra atilitator.
c) Participate in the formulation of the organisatiostrategy.

d) The Human Resource manager maintain effective aamuation between
the Human Resource Development (HRD) function vidldials, and groups
within and outside the library and information gent

e) Assist in the implementation of HRD programmes pyoviding
coordination and support services.

f) Assess the impact of any human resource developiméative on overall
company performance.

g) Conduct research to identify, create, or testiheict of the human resource
development in use on individual and organisatigeaformance.

h) Diagnose problems and recommend acceptable swutarticularly in the
field of human resources.

i) Define and evolve human resource developmentesfied that are in line
with the overall business strategy.

j) Assist in the growth of diverse organisationalneaas well as their
relationships with one another.
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3.3

k) Connect people and work in such a way that thenisgéion's goals are met
efficiently and effectively.

Functions of Human Resource Management in¢h_ibrary and
Information Centre

HRM plays a critical role in providing appropriapersonnel to libraries and
information centres so that they can address ffieudties of a constantly changing
competitive environment. Some of the identifieddiions as outlined by Ambedkar
(2016) are:

a.

Strategic HR management:The number and kind of personnel required to
fulfil organisational roles can be identified usithg human resources planning
function.

Staffing: Job examination, recruitment, and selection arerthgr operations
under staffing, and they will result in an adequatpply of qualified personnel
to fill positions in the library.

. Equal employment opportunity: HRM ensures that all other HR activities are

carried out in accordance with the rules and ragula

Talent management and developmentdRM may help ensure that staff are
capable of executing their duties at an approptatel by exposing them to
training and development programmes on a regulsisba

Total rewards: HRM is concerned with providing proper compensatiothe
form of salary. In addition, incentives and perkesthe rewards that employees
receive for successfully completing organisatidaaks.

Risk management and worker’s protection: HRM is concerned with
workplace risks in order to provide worker’s prdtea by adhering to legal
standards and being more sensitive to workplackhhaad safety concerns as
part of the disaster and recovery plan

Employee and labour relations: HRM guarantees that the relationship
between a manager and their employee is legallysaodessfully managed.

3.4 Importance of HRM in the library and Informatio n Centre

Human Resource Management is a managerial functiorcerned with aligning
organisational needs to the skills and competerfigs employees. As a result, the
library and information centre value it for the léing reasons as outlined by
Armstrong (2020); and Ahammad (2017):
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a. Attainment of organisational goals HRM plays a crucial role in
accomplishing organisational goals and objectie®ugh the successful
implementation of human resource functions sucheasuitment, selection,
placement, and employee remuneration.

b. Effective use of manpower Since the major goal of HRM is to find the right
people for the right job and avoid waste and ic&fficy, HRM focuses on
making optimal use of manpower skills, abilitiesddalents.

c. Attract and retain best talents Through effective HR policies, HRM can
assist organisations in identifying and retainiog personnel.

d. Job satisfaction Through employee-friendly HR policies, HR encgesa
employee motivation, increased job satisfactiongd @n higher quality of
working life.

e. Motivation of employees The organisation's success is dependent on
commitments. Personnel are thus, trained and metiuander HRM to achieve
the best results possible, as only dedicated erapbogan successfully fulfil
organisational objectives.

f. Building employee loyalties Fair wage policies, promotion, and career growth
can all help to build employee loyalty.

g. Promotion of team work: Employees can produce better results when they
work as a team in an organisation with effective ptiRcies. Thus, minimising
employee dissatisfaction and conflict.

h. Communication of HR policies: Communication helps to eliminate conflicts
and misunderstandings, as well as improve emplmjagonships. As a result,
employees are informed about management policeethei HR department.

i. Ethical labour policy: Human resources ensures better working conditions
health and safety standards, fair remuneratiomectole decision-making, and
employee involvement.

j. Managing change Changes in an organisation are brought aboutumyam
resource management. Thus, HR policies can helprganisation better
manage change by educating employees about thgehan

4.0 Summary

In the library and information centre, HRMl at the forefront of management
functions. You learned about HRM's meaning, objestj nature, evolution, role,
and importance in this unit. As a result, recrgitilRM decisions, and processes
are crucial in ensuring that the proper individwais hired.
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5.0 Conclusion

HRM is the foundation of all management activityydait centres around
empowering the organisation's employees to makeyshinappen in a productive
and effective manner in order to ensure the orgéiniss existence and the
advancement of its people. Consequently, as patelirary managers, you
should make an effort to assist library workersa@hieving their own personal
goals while also assisting them in achieving org@tional goals.

6.0 Tutor Marked Assignment
1. Define Human Resource Management
(b). Describe its objectives in the library andoimhation centre.

2. Describe the functions of human resource managein the library and
information centre.

3. What are the roles of Human Resource Managéheifibrary and information
centre?

4. Why is HRM so crucial in the library and infortizen centre?

5. Discuss the evolution of the HRM Concept.
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UNIT 2 HUMAN RESOURCE / EMPLOYMENT PLANNING
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1.0 Introduction

The focus of this unit will be on definition, objaes, and importance of Human
Resource Planning (HRP). Also, the HRP procespssteenefits and challenges to
HRP process in the library and information centiléalso be covered.

2.0 Objectives

By the end of this unit, you will be able to:

+« Define human resource planning;

% Outline the objectives of HRP in the library antbimation centre;

« Explain the HRP process;

« Describe the steps in HRP in the library and infation centre;

% Know the advantages of HRP to the library and imfation centre; and

%+ Mention the barriers to HRP in the library and mmfiation Centre.
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3.0 Main Content
3.1 Definition Human Resource Planning (HRP)

Human Resource Planning (HRP), also referred tenagloyment planning, is the
process of determining an organisation's manpogegrirements and developing plans
to meet those requirements. HRP is the processhighvan organisation ensures that
it has the right number and type of people, atriplet time and in the right place,
capable of effectively and efficiently completingose tasks that will help the
organisation achieve its overall objectives (Rob8nDeCenzo, 2011). Thus, HRP
ensures that personnel and positions are a goodhile minimising manpower
shortages or surpluses.

HRP is a part of the overall organisational plagmnocess and a continual process of
systematic planning to ensure that an organisatlmnman resources are used to their
full potential. The HRP translates the organisasionission and goals into a human
resource plan that will help the organisation aehiéds goals. Examples of HRP
activities include re-distribution of personnel different jobs within the firm,
retirements, promotions, and transfers.

3.1.1 Objectives of HRP in the Library and Information Centre

Human resource planning is an important aspectrgérosational planning. Its
objectives in the library and information centre@cling to Ahammad (2017); and
Ambedkar (2016) are as follow:

i Ensure that the library's human resources aretagedir full potential.
ii. Evaluate and forecast the library's future skifjueements.

iii. Implement control procedures to ensure that relehlanary resources
are available when they are needed.

iv. Describe why personnel planning is critical in kibeary.

V. Assist in the achievement of the library's objezgivand successful
change management.

vi. Help employee promotion and adequate incentive qaek
Vii. Formulate and design training and development @rogres for
employees.

3.2 The Human Resource Planning Process

The Human Resource Planning is viewed at the mgatrategic) level of Human
Resource Management. The strategic approach torhtesaurce management helps
organisations to plan for the future and considemnges in services and technology.
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It usually covers a period from six months to fi{&) years. This approach is very
much needed today in the library and informationtewhere advancing technology
is currently redefining library service deliveryhds, the human resource planning
process as outlined by Ahammad (2017) begins &snfsi

a. Managers will assess the existing state of humaourees and create an
inventory based on employee forms. The inventory loa used to see what
talents and skills are available in the library.

b. Establish library manpower objectives, policies gathing approval.

c. Create and implement programmes and promotionswiiabelp the library
meet its staffing goals.

d. Managing and evaluating manpower plans in ordespted up development
that benefits both the library and its employees.

3.2.1 Steps involved in HR Planning in the Library aml Information Centre

HR planning is the process of examining and detgingithe availability and demand
for human resources in order for the organisatibrafy) to accomplish its objectives.
According to lbrahim (n.d.), the steps involvedHR planning are as follows:

1. An objective and methodical assessment of therlitg@urrent staffing needs.
2. Forecasting the future demand and supply of employe

3. Identify the available personnel to satisfy thereot needs through human
resource auditing/manpower inventory.

4. Identify gaps between projected manpower status @egired manpower
objectives.

5. Formulating short and long-term staffing strategies

6. Continuously monitoring, evaluating and updating staffing needs. This
stage ensures that the HR planning process isnc@ttand dynamic

3.3 Importance of HR Planning to the Library andIinformation Centre

The importance of HRP to the library and informato@ntre is hinged on the key
roles that it plays in the life of any organisatiéwccording to Ahammad (2017);
Ibrahim (n.d.); Robbins & Coulter (2016); & SimD@2), they include:

109



LIS 418 (Personnel Management in Library and Infation Centre

a. Determining staffing requirements and developiranplto satisfy the
library's current and future demands.

b. Develop highly qualified employees in the librapyatssist in addressing the
skilled labour shortage.

c. All managerial functions rely on staffing. As a ults successful HR
planning is crucial to the implementation of man&gjeperations such as
planning, organising, directing, and controlling,af which are based on
employee quality.

d. Technological advancements have placed a highaeal knowledge and
skill, thus, resulting in a surplus of personnet@mtain fields and a scarcity
in others which HR planning helps of a balance.

e. Effective personnel management is crucial in tadlsydrkplace. Thus, the
staffing function can be used to provide the lasgale labour management
those large-scale organisations require.

f. The role of staffing includes not only the placemehsuitable people in
appropriate positions, but also motivational progmes such as
competitive salaries and wages, incentive pland,pay. Thus, all types of
incentive plans play a significant role in the igriprocess.

g. The staffing function includes training and devehemt of the workforce,
which leads to greater collaboration and humarractéons. Consequently,
clear communication, effective supervision, anddéahip style all
contribute to satisfying future needs for high-ifya@mployees.

h. When resources are used to their full potentialdpctivity rises thanks to
the staffing function and its linked activitiesp#rformance review, training
and development, and remuneration. This increaseduptivity is the
result of less time, money, effort, and energy geiasted.

3.4. Advantages of HRP in the Library and Information Centre

HR planning is concerned with making the best dsgeosonnel, and it may be
extremely beneficial to both the organisation @ity) and the country. Human
resource planning in the library and informationtce has a number of advantages,
including the following:

1. Mobility of labour: A sound manpower planning system in the librarlf wi

help reduce the loss of experienced and skilleduelin the ever-changing
world of work.

110



LIS 418 (Personnel Management in Library and Infation Centre

3.5

. Improved productivity: HR planning will help treat manpower like real
corporate assets who contribute to the overallitatuifity of the organisation
through improved productivity.

. Recruitment: Enhance the recruitment of qualified human resaufoe the
library.

. Labour turnover: HR planning will promote improvement in labour
productivity and reduce labour turnover in thedity:

. Technological changesHR planning will help the library and information
center to adjust and adapt with rapid technologatelnges in the world of
information profession.

. Cost control: HR planning will help to control cost over recrnént and
training as a result of reduction in the rate dblar turnover.

. Facilitation: Human Resource planning will help in the facildat of
expansion programmes for the library.

Barriers to HR Planning in the Library and Inform ation Centre

The HRP is concerned with the recruitment and teterof personnel in adequate
guantity and quality to meet the ever-changing mafarces of demand and supply.
However, the following are some of the reportedribes that the library and
information centre may face during the human resoptanning process as outlined
by Ibrahim (n.d.) and Ambedkar (2016):

a). Inaccuracy: HR planning entails anticipating human resource ateimand

supply. Thus, projecting manpower needs over agef time is very risky.

b). Lack of support: Time and effort involved with no tangible and inufrate

c).

gains often force management to withdraw their stpp

Uncertainty: Technological changes and market fluctuation ereat
uncertainties, and, thus risky for libraries to elegh on broad estimations of
manpower in a fast-changing environment.

d). Lack of purpose: Lack of purpose could result from the inabilityronagers

and the HR specialists to understand fully the H&Riping process.

111



LIS 418 (Personnel Management in Library and Infation Centre

e). Inefficient information system: Most organisations’ human resource
information systems are still in the early stagésl@velopment. As a result,
development will be impossible without reliablealat

f). Employees’ resistance Employees may resist HR planning process exercise
because of the feeling that the exercise will inseetheir workload and regulate
them through productivity bargaining.

g). Time consuming: HR planning is time-consuming and an expensivecse
with great deal of effort in data collection prooeel

4.0 Summary

Human resource planning is the process of deciding future course of action from
a variety of options. You learned about the dafiniand objectives of human resource
planning, the process and steps involved, the itapoe, advantages, and barriers of
HRP in the library and information centre in thigtu

5.0 Conclusion

Human resource planning is a systematic and ongpingess in the library and
information centre for assessing existing and futurman resource requirements with
the goal of bridging the gap between current ab&lehuman resources and the
organisation's future demands.

6.0 Tutor Marked Assignment

1. Describe the HR planning objectives for thedily and information centre.

2. What are some of the barriers to HR plannintgpélibrary and information
centre?

3. Explain why HR planning is important to the &by and information centre.

4. What are the benefits of HR planning in thedilgrand information center?

5. Describe the concept of human resource plaramdghe steps involved in the
HRP process.
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1.0 Introduction

The expansion and development of an organisatiorafl) necessitates the creation
of new jobs. A job is a sort of position insideaganisation that consists of a set of
tasks, obligations, and responsibilities that, wtleembined, form the defined
assignment to a single employee. This unit will gartrate on job analysis, job
description, and job specialisation as they pertaithe library and information
centre.

2.0 Objectives

By the end of this unit, you will be able to:

3

o

Define job analysis, description and specialisgtion

Comprehend the concept of job analysis, descrigtmhspecialisation;
Explain the basic steps in a job analysis;

Explain the purpose of job analysis and description

Identify the major elements of job description;

3

o

3

o

.
R %4

.
R %4
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3

8

State the benefits job analysis and job description
Describe the advantages job analysis, and job igéisais; and
Discuss the importance of job analysis, and jolzdetsons.

.
R X4

®,
R X4

3.0 Main Content
3.1 Concept Job Analysis

Human resource management is focused on makingesteuse of an organisation's
human resources. Job analysis is regarded as tls¢ important instrument in
personnel management. It is a method of identifyirgessential attributes required
to do the job efficiently. Job analysis is the mes of gathering and documenting
accurate and objective data relevant to a joblsireepents and outcomes, such as what
a worker does, how the work is done, why the warkldne, the materials used to
complete the job, the job's context, the charasties and skills required to complete
the job (Armstrong, 2011). Similarly, accordinglbwahim (n.d.), job analysis is the
process of gathering relevant information abowtg & systematic examination of the
activities within a job (Robbins & DeCenzo, 2011).

Furthermore, job analysis, is an organised studjolofrequirements that entails a
methodical investigation of the operations and oespbilities, as well as the
knowledge, skills, and abilities required for sussfel job performance; the process of
researching and gathering information about a wejjtb's operations and duties
(Mullins, 2007; and Armstrong, 2007). Job analysis time-consuming process in
which work flows are studied, the skills and bebavs required to accomplish the
jobs are discovered. Thus, job descriptions andiafieation will be generated as a
result of a well-executed job analysis exercise.

3.1.1 Purpose of Job Analysis

A job analysis is a fundamental technical processiéfining a position's activities,
responsibilities, and accountability. The purpokml analysis is to:

a. Determine the kind of skills, knowledge, and att#s required to do each job
successfully.

b. Assist the personnel management in avoiding ovpitgp authority-
responsibility relationships, so that the chaincommand does not become
distorted in situations where a smooth work foscedsential.
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c. Assess the value of a certain task and evaluateeffieacy of training
programmes by comparing beneficiaries' pre- antHpaiing situations. After
that, the information is utilised to create/reviggb descriptions and
specifications.

d. Determine the value of a job, examine the trairdang development needs of
an individual performing that position, and boostpéoyee and organisational
productivity.

e. Assist the personnel manager in finding the rigdrspn for the right job during
the recruitment and selection process.

f. Helps the personnel manager in conducting an éfeeperformance review in
a problem area and determining employee compensplams

g. Assists the personnel management department imndetag the scope and
depth of training required in a specific field.

h. Evaluate an employee's performance and ensureotiiiop and the employee
are a good fit.

i. Assists in appraising the job's merit.

.3.1.2 Importance of Job Analysis in the Library ad Information Centre

Job analysis is a critical tool used in organisetito make a variety of human
resource decisions. Hence, its importance to trary and information center's
human resources programmes as outlined by Aham2@dd); Ibrahim (n.d.); and
Bratton & Gold (1999) include:

a. Manpower planning: Job analysis assists in forecasting manpower
requirements based on the knowledge, skills, aatitgwf manpower required
by the organisation (library).

b. Recruitment: Job analysis gives information that aids in definthe type of
individual needed to accomplish a specific actiwvithin the establishment.

c. Selection:When it comes to finding the right individual fdret right job, job
analysis is crucial.

d. Training and Development: Job analysis gives useful information for
developing suitable training programmes, such astypes of skills to teach
people on and the various techniques to apply & ¢mployees' career
development
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e. Performance appraisal Job analysis aids in determining performance
standards, evaluation criteria, and individual attpn order to determine
whether or not a job's specified goals and objestivave been reached.

f. Assessment:The amount of training that has to be given to eygts is
determined by the difference between the expectdédetual production. Thus,
job analysis acts as a tool for determining an emg®'s training and
development needs.

g. Compensations: A job analysis will reveal how much remuneratiomyp
packages, and additional perks and benefits drediwith each job, as well as
other employee incentives.

h. Regulation: Job analysis is utilised to streamline human esfant order to
produce the greatest results possible. Thus, stiaithe creation, redesigning,
enrichment, evaluation, reduction, and additiomadditional tasks in a certain
job.

i. Counseling:A well-conducted job analysis gives informatioridp executives
that may be used to guide and counsel employeas #imir careers, training
needs, performance, and skill updates.

j. Safety and welfare.A job analysis provides detailed information on king
conditions, which assists management in implemgrttie safety and welfare
measures indicated in the analysis.

k. Placement and orientation Job analysis gives information about the
suitability of positions and directs the processatialising employees so that
they can create healthy relationships with others.

|. Strategic planning: Job analysis assists human resource managers in
developing a long-term strategic plan for all humasource-related aspects.

3.1.3 Steps in Job Analysis

Job analysis is a tool that aids in the procegstoelection. As a result, job analysis
has five (5) basic steps.

% Gathering background information through intervieamsl observation.
% Choosing a representative position to study.
+ Data collecting for job analysis.

% Writing a job description.
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++ Developing job specification.

3.1.4 Methods of Job Analysis

In order to identify the knowledge, skills, and eRrjse required to effectively perform
job assignments, establish criteria for selectioth promotions, design objectives for
training and development programmes, develop stdsddor performance
measurement, and assist with the determination af plassification levels,
organisations (library) can use a variety of methta conduct a job analysis. The
following are some job analysis methods:

A. Interview method: This is a technique for gathering information framemployee
in order to characterise non-observable tasks esgbnsibilities. The incumbent has
the propensity of exaggerating or omitting tasksl aesponsibilities. Hence, to
collect job analysis data, there are three typestefviews that can be employed.
They are:

+ Individual: Interviews with each employee on a one-on-one basis

« Group: This type of interview involves a group of empeg who all have
the same job. Consequently, when large numbersaglp are doing similar
or identical work, a group interview can be utitises a quick and economical
way to learn about the job. Therefore, as a ruie, worker's immediate
supervisor must attend the group session; if mtphshe should interview
separately to obtain his or her perspective on jii#s duties and
responsibilities

«+ Supervisor interviews: This involves an interview session with one or enor
supervisors who are well-versed in the job undesieration.

B. Observation method The observation method is appropriate for posgio
where work behaviours are visible. It entails sategree of movement on the side
of the incumbent or short-duration job respondib#i, allowing for a large number
of observations to be taken in a short amount mEtiA job analyst watches
employee(s) on the job using this strategy. Varitasks, activities, the pace at
which tasks are completed, and the manner in whifferent activities are
performed are all observed.

C. Questionnaire method A structured questionnaire can be used to colleck-
related information from employees that may noirfmuded in the job analysis
toolkits of the professionals hired for the projethe end result aids in the
completion of even the tiniest parts of a work.
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D. Technical conferenceThis strategy involves gathering job-related infation
from experts (supervisors). One significant dravidoafchis strategy is that experts

may display a lack of expertise of the job becahsg do not conduct it themselves
or supervise it just casually.

E. Participation method: In the participation technique, the job analystfprms
the job himself in order to gain first-hand expede and determine the job's
features. This method is appropriate for analysintple jobs; but, in the case of
complex occupations, extensive job analyst traimiay be necessary, which may
not be attainable in practice. The procedure i3 tilse-consuming and costly.

F. Maintenance of log record/diary. This method is based on the employee
keeping a daily diary record of the tasks he or@dorms, noting the start and
finish time of each work. Workers may be askedeegka participation diary/log
or daily to-do lists. The employee keeps trackllobfehis or her activities in a log
(along with the time). This can give the job anab/ighly detailed image of the
position, especially if it's supported with followg interviews with the employee
and his or her boss. If followed correctly, thiogedure yields more accurate
results. However, it takes a long time. Furthermei@ch job holder may keep

records in his or her own style, which can causegizations with analysis later
on. As a result, its utility is restricted.

G. Consulting professional’s job analyst: This method involves saddling a
consultant with the responsibility of doing a coetpensive job analysis for the
organisation. This method will provide desired mfiation but may be too
expensive sustain.

H. Computer-assisted data analysisThis method involves the deployment of

technology in gathering required information whidn later be used for future
planning.

3.2 Concept of Job Description

A job description is a factual, written summarytlodé contents of a job in the form of
duties and responsibilities. The result of thegohlysis process is job descriptions. It
usually depicts the job's content, surroundingsg aworking conditions. Job

identification, job overview, responsibilities donachievable results, supervision,
relationship to other jobs, machines, tools, s@spliand working conditions are
frequently included in job descriptions. Becausghefnature of the rapidly changing
information service environment and the ever-evmviechnology deployed for

library services, updating job descriptions is@ca@l and important task for managers
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in libraries and information centres in order tiowalfor creativity and initiative on the
part of library workers.

3.2.1 Components of Job Description

A job description is a detailed, factual, systematind well-organised statement of a
given position's duties and responsibilities. Adarg to Ibrahim (n.d.); and Robbins,
DeCenzo & Coulter (2011) the following are the camgnts of a job description:

a) Job identification: This includes the job title, alternate title, depsent,
division, plant, and job code number. The job tdlcurately identifies and
distinguishes the job, as well as the departmenit, and division where it is
located. The name of the place is provided by lonafThe job identification
section answers two key questions: to what higkeell job is this job
responsible, and how much authority does this jehWho is in charge of
direct supervision?

b) Job Summary: This describes the job's scope in terms of aatisitasks
accomplished. It includes the nature of the tasiethver primary or secondary,
as well as any additional responsibilities to befggened on the job, which
should be specified explicitly and separately.

c) Duties and Responsibilities: These are the most crucial part of the job
description. It should be meticulously preparedoutiines the tasks to be
completed as well as the frequency of each key. tkls part also covers
responsibilities such as money custody, personralitoring, and training,
among other things.

d) Supervision: Information on the number of people who will be ritored, as
well as their job descriptions and the level of swjsion required (general,
intermediate, or close).

e) Relationship with other jobs: This specifies who the job holder will report to
and who will report to him on a vertical and horizal work flow link. It is a
representation of communication channels.

f) Equipment: This section of the job description details they kypes/trade
names of the equipment (machinery and tools), disas¢he raw materials that
were used.

g) Working conditions: The working environment should be specified in &rm
of heat, light, noise, dust, and fumes, as wejbhsisks and their likelihood of
occurring, and working conditions. It will come frandy while evaluating
candidates for jobs.
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h) Environment: This describes the socioeconomic circumstanceshinhathe
task will be carried out. The size of the work gvpinterpersonal interactions
required for the job, and development facilities alt discussed in this section.

3.2.2 Purpose of Job Description

A job description is a written explanation of thénpary responsibilities of a position.
It is often created using information acquired frarjob analysis. As such, it serves
the following purposes:

+«+ For recruiting, interviewing and selection exercise
++ For orientation and training programmes.

+ For setting performance appraisal standards.

++ For designing performance appraisal forms.

++ For job evaluation.

+ For clarification and renegotiation of roles.

« For career progression.

«+ For promotion, compensation, reward and punishment.

3.2.3 Advantages of Job Description

A job description summarises the nature and scéopleegob. Hence, it is critical to
the personnel manager's success, and it must batagpdn a regular basis for
effectiveness, which should be done during the ahstaff appraisal or evaluation
exercise. Among the benefits as outlined by Arnmgir011); Ibrahim (n.d.); and
Robbins, DeCenzo & Coulter (2011) are as follow:

1. Job description assists in informing new employeéstheir duties and
obligations, as well as communicating what is exgeof them in clear terms,
avoiding ambiguity and misunderstanding.

2. Providing greater job satisfaction to workers sint®my have a clear
understanding of what is required of them.

3. Job description assists in manpower planning thraagruitment, training and
placing right workers in the right jobs.

4. Evaluating workers that is job description servesaauseful basis for staff
performance appraisal.

5. Settling industrial disputes.
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6. Provision of role specificity, thus avoiding rolsbiguity and clarity.
7. It aids in the design of training and developmdansg.

8. Job description assists supervisors in assignisigstto subordinates so that
they can be guided and monitored.

3.3 Concept of Job Specification

A job specification is a list of the minimal accaple human traits that must be present
in order for a task to be done effectively and sgstully. It defines the knowledge,
abilities, and attitudes needed to accomplish thie ¢ffectively based on the
information obtained from job analysis; and it déses the ideal traits of the
individual executing the job by focusing on thesmrality (Armstrong, 2011).

In the selection process, a job specification iseful tool. It assists in deciding if

candidates are competent by keeping the selefbots on the list of qualifications

required of an incumbent to do the job. Thus, theke have the personal attributes
listed in the job description should be able toadoetter job than people who don't.
This includes:

+ Physical characteristics such as height, general health, hearing, vision,
endurance level, and reflexes.

+ Personal characteristicssuch as personal appearance, emotional stability,
patience, maturity, poise, communication abilitgntal proficiency, analytical
ability to concentrate.

++ Responsibilitieslike supervision of others, responsibility for sf

+» Demographic characteristics:Age, sex, education, and training requirements
are just few of the factors to consider.

Recruiting people based on the information in thesedocuments helps to guarantee
that the hiring process is not discriminatory.

3.3.1 Contents of Job Specification

A job specification transforms a work descriptiatoi human qualifications, allowing
a job to be completed more efficiently. It aidghe selection of the best candidate for
the job. The following are the contents of a jobdfication:

®,

% Job title and designation.
% The educational requirements for that position.
% Physical characteristics and other associated cteaistics.

KD

®,
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3

8

Physical and emotional well-being.

Exceptional qualities and abilities.

Reliability and maturity.

The job's relationship to other positions in thgamisation.

*,
R %4

*,
£ %4

3

o

3.3.2 Advantages of Job Specification

Job specifications provide the following benefits:

3

*

They aid in preliminary screening throughout thieston process.

It assists in properly justifying each job.

It aids in the establishment of training and depeient plans.

It assists supervisors in providing guidance to leyges and monitoring their
performance.

% It aids in the assessment of job performance.

++ Job specification assists management in makingsides on promotions,
transfers, and providing additional perks to emps/

®, ®,
EX IR XS

X3

%

4.0 Summary

Job analysis, job description, and job specificatice crucial documents for managers
in libraries and information centres to use inthecruitment and selection processes.
You learned about job analysis, job descriptiord pob specialisation in relation to
definition, purpose, importance, benefits, compassteps, and method in this unit.

5.0 Conclusion

Job analysis, job description and job specificatiwa extremely important to the
organisation. A job description is a document tik@$cribes a position to potential
employees. The job specification keeps the marsmgstention on the list of
qualifications that an incumbent must possessderoto perform the job and aids in
deciding if candidates are qualified. As a resultthe personnel management role,
both job descriptions and job specifications ateied. These facts will guarantee that
the proper person is hired for the right job.

6.0 Tutor Marked Assignment
1. What role does job analysis play in an orgaiealibrary)?
2. Describe the various job analysis approaches.
3. Describe the importance of job analysis to liprend information centres.
4. What are the benefits of job specialisation?
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5. What does a job description entail? Describebtreefits of a job description.

6. What exactly is a job analysis? Discuss thessitegmlved in conducting a job
analysis in the library and information centre.

7.0 References/Further Readings

Armstrong, M. (2007)A handbook of human resource management practide.
edition. London: Cambridge Press.

Armstrong, A.J. (2011). Job analysis. In Kreutde$,, Deluca, J., & Caplan, B. (Eds.).
Encyclopedia of clinical neuropsychology New York: Springer.
https://doi.org/10.1007/978-0-387-79948-3 406

Bratton, J. & Gold, J. (1999Human resource management: Theory and prac#e.
edition. London: Macmillan Business.

egyankosh.ac.in_(n.d.) Job analysis and job design. Retrieved from
http://egyankosh.ac.in>unit2.pdf (October 7, 2021).

Ibrahim, S.A.S.(n.d). Principles of personnel mamagnt. Retrieved from
http://162.241.27.72>uploads.pdf (August 24, 2021).

Mullins, L.J. (2007)Management and organizational behavio8P Edition. Boston:
FT Prentice Hall.

Robbins, S.P., DeCenzo, D.A. & Coulter, M. (20JH)ndamentals of management:
Essential concepts and applicationigh edition. Upper Saddle River, New
Jersey: Pearson Education.

124



LIS 418 (Personnel Management in Library and Infation Centre

UNIT 4 RECRUITMENT AND SELECTION PROCESS
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1.0 Introduction

The focus of our discussion in this unit will be the recruiting and selection process
in relation to sources, the steps required, barisrms of orientation and the
importance of an induction programme.

2.0 Objectives
By the end of this unit, you will be able to:
+« Define recruitment and selection;
++ Recognise the sources of recruitment;
% Discuss the recruitment process;
++ Understand the various types of employment tests;
+ Explain the steps in the selection process;

+ State the barriers to the selection process;
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«+ Differentiate between induction and orientation;
+ State the importance of induction; and

++ Explain the various types of orientation programmes

3.0 Main Content
3.1 Concept of Recruitment

Recruitment has been discovered to play a vita imolevery organisation's human
resource planning function and ability to comp&ecruitment is a positive process
of locating potential employees and encouragingitteapply for positions within the
company (Pal, 2021.). According to Robbins and De@€2011), it is the process of
identifying suitable applicants for real or antaipd organisational vacancies; it is also
a connection activity, bringing people who havesjabfill and those who are looking
for opportunities together.

The goal of recruitment is to provide a large eroypol of candidates for the
organisation to choose the qualified employeesduires, and it is concerned with
reaching out to, attracting, and ensuring a supplgualified personnel, as well as
making quantitative and qualitative manpower s@est Thus, recruiting allows the
organisation to obtain the correct quantity aneégaties of individuals to ensure its
continuing operation.

The recruitment and selection process are arguaidyof the most important duties
of any organisation's Personnel/HR department. iffi@l stage of the selection

process is recruitment, which is followed by plaeam It is all about capturing and

comprehending all efforts aimed at locating new leyges when it comes to

recruitment. This entails ensuring that we compnehghat has to be done in order to
attract applications from qualified applicants (Atnong & Taylor, 2014).

3.1.1 The Recruitment Process in Organisation

The recruitment process entails identifying thet lmasididate for the job vacancy in
the firm based on their abilities, experience, pacsonality. According to Foot and
Hook (2008), a good recruitment process must:

+ Provide the organisation with a pool of suitabladidates for any available
position;

« Use fair procedures while adhering to the releviegial and regulatory
frameworks around employment.
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+ The activities must support business objectivegresent the organisation's
brand, image, and values, and be both efficientcast effective.

The recruitment process is divided into five pagtssh of which is described below as
outlined by Armstrong and Taylor (2014); Ibrahina(f); and Pal (2021).

A.Recruitment planning: Planning is the initial phase in the recruitmengass.
Planning entails drafting a comprehensive job djmedion for the vacant
position(s); outlining its major and minor respduiliies; the skills, experience, and
qualifications required; the number of people tchived, grade, and pay level; the
starting date; whether the position is temporarypermanent; and any special
conditions attached to the job to be filled, if any

B. Developing a strategy:This relates to the approach the organisation dsdn
take in recruiting candidates to fill open posiSoifhe next step in this process is
to create a viable strategy for recruiting candidatithin the organisation once the
number of candidates and qualifications have begerchined. This could include
deciding whether the organisation should prepagedhuired candidates internally
or hire from the outside; the type/source of reomaint method to use; the
geographic area to consider for potential candijated the sequence of activities
to follow in recruiting candidates within the orgsation. In addition, such a
strategy will contain strategies to attract the irdels candidates, such as an
organisation's market reputation, salary, growthpasfunities, and career
advancement opportunities.

C. Searching: After the strategy has been developed, the searcbahdidates can
begin. There are two parts to this process: soactigation and sale. The source
activation means that the candidate search beatetivon the employee requisition
because the search procedure cannot be starteerd is no vacancy to fill. The
organisation must carefully select the medium ofncwnication that will
successfully deliver the employment informatiorptospective candidates in the
next stage, which is the screening

D. Screening:Screening refers to the process of shortlistinglckates' applications
for further consideration. Though, some people ictansscreening to be the first
step in the selection process, it is an importé&rent of the recruitment process
because the selection process begins only afterapipdications have been
screened and shortlisted. The goal of screenitégclude applications that are
not qualified for the position at the outset.
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E. Evaluation and control: This is the final stage of the recruitment processl
during which the effectiveness of the process dml techniques used are
assessed. Because of the costs associated withe¢hgitment process, the
organisation must check the results at this stage

3.1.2 Sources of Recruitment in Organisations

The development and maintenance of suitable manp@seurces for an organisation
is referred to as recruitment. Thus, recruitmemt ke place through a variety of
channels, including the Internet, internal searcimearketing, employee referrals,
public employment agencies, school placements, deamp help services, employee
leasing, and independent contractors. Basicalfetlare two sources of recruitment.
They are as follows:

A. Internal Recruitment: This refers to employing employees from within the
company/organisation. According to Campling (201ahim (n.d.); Pal (2021); and
Robbins and Coulter (2016), some of the possihlecges of recruitment are:

+ Promotions: Employees who work hard and perform well are reedndith
promotions. Pay, position, responsibility, and autly all improve with
promotion. The terms, conditions, rules, and retipia must all be clearly
established before the promotion policy can bemgotaction

< Retirements: In the event that no acceptable candidates ar&blafor the
vacant position, retired employees may be awardezktension of service.

« Former employees:Former employees who performed well during their
tenure may be rehired and given higher wages arahtives

« Transfer: Employees may be moved from one department to andftla
position becomes available.

Advantages of Internal Recruitment to Organisations
Internal recruitment has the following benefits:

+ Employees who are already on the job become motwaed and contribute
to boost morale.

+ There is a cost savings because the vacancy dbesed to be advertised.

+ Encourages employees to stay with the organisatime they feel safe because
they have the opportunity to progress in their eeze
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+ Training costs are reduced because personnel eeadsl familiar with the
nature of the job.

+ Itis a safe and simple procedure with no chancel&cting mistakes.
Disadvantages of Internal Recruitment to Organisatns

Internal recruitment has the following disadvantage

3

» It prevents capable individuals from outside thesibess from joining,
particularly young people with modern technologisallls and inventive
ideas.

>

Existing employees' productivity may not be astag it was previously.

*,
o

3

» Employees who are not promoted or selected experiardrop in morale.

R

% Favoritism may be encouraged as a result.

3

» It is possible that it is not in the company's betdrests.

B External Recruitment: This refers to the recruiting of employees frontside the
organisation. The following are some of the mospytar external sources of
recruitment in organisations:

a. Press advertisement: This is an advertisement that promotes open
positions and makes information about the job atdél to the general
public in the form of a job description and spexfion. It gives you a lot
of options when it comes to choosing the right perfer the job.

b. Campus interviews: This entails firm representatives visiting instiduis
of higher learning to conduct interviews with finadar students who are
candidates for a certain position in their orgatisa This is the most
effective way for employers to select individualerfi various higher
education schools. This procedure is simple and-efésctive. Students
also have the opportunity to demonstrate their lvartd be considered for
a suitable job.

c. Placement agenciesThis is a situation in which a database of candslat
is supplied to organisations for the purpose ofuidment in exchange for a
commission.
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Professional Associations:These are non-profit organisations whose
mission is to promote the principles of a particydeofession, particularly
when a highly skilled post is available.

. Recruiters: This technique entails the utilisation of specéfifoployees who

are completely responsible for HR's recruiting rdRecruiters excel at
networking and are frequently present at gathering®ere potential

candidates may be present. Professional groupsitespand other modern
means can help with this. Recruiters can be ofdhewing types:

«+ Executive recruitment firms: These are companies that specialise
in finding high-level individuals.

+«+ Corporate recruiter: A corporate recruiter is an employee who is
entirely responsible for the company's recruitmedfarts.

+ Recruitment firms: They specialise in temporary recruitment and
staffing.

. Recruitment events: This is a type of recruitment approach that focuses

on developing and nurturing personal ties with ddates. This strategy is
appropriate and ideal for large organisations #ratplanning to expand
and attract the right employees. The activitiesreage from organising an
open house to attending job fairs.

Employment exchange:This strategy entails persons registering their
personal information with government employmentrages. Candidates
are sent for interviews based on the organisatitaesls and requests.

.Walk in interviews: This method entails organisations announcing

interviews for prospective candidates on a spetifi@y and time.

. Social media This entails obtaining a media presence and ciitigh a

diverse workforce through the usage of social memdworks like
Facebook, Twitter, and LinkedIn. It is a fantasgcruiting tool since it
allows you to publish job postings with your entietwork and encourages
two-way communication, providing a potential apafit an insight into
your company's culture. The purpose of using souidia as a recruiting
tool is to generate interest in your company arateskuccess stories.

. Referrals: This is a mix of internal and external recruitmemthods in

which current employees are encouraged to refesopsrthey know for
open jobs in the organisation. This approach hasatlvantage of being
cost-effective.
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k. Direct recruitment: This is an important source of recruitment thatésit
posting a notice on the organisation's notice baotdiling the available
positions. This strategy is most commonly usedlitéefmporary jobs that
require unskilled labour.

I. Unsolicited applications: This is when competent individuals apply for
jobs on their own initiative. Such applications htidpe kept in file, and
candidates could be called upon as needed. Thésdippplication is an
excellent way to get a lot of people to work fouyo

m.Online Recruitment: The online recruitment method is also known as e-
Recruitment. It is the process of leveraging omtetmic resources, mainly
the Internet, software, and other technology attracting, finding,
evaluating, and hiring people This strategy entadsuring professional
social media sites like LinkedIn for applicants drick the top people for
the firm at a lower cost than traditional hiringthneds. The disadvantage
of this strategy is the large volume of resumesiked on a daily basis, the
majority of which are unqualified.

n. Poaching: This refers to the hiring of staff from competitofdis strategy
is widely used in organisations that demand spiseid| competent people
from all over the world. Human resource managera & persuade
potential employees to work for a competitor's campby offering better
terms and conditions of employment.

0. Recommendations:Applicants might be referred by current employees,
acquaintances, or family members. This could beaderful way to find
new employees.

Advantages of External Recruitment to Organisations
External sources of recruitment offer the followadyvantages:
a) Fresh talents and skills with varied and broad egpee get recruited.

b) Given the high number of applicants for the jobe thest selection is
conceivable.

c) If suitable individuals are not available withhetorganisation, it is preferable
to look for them elsewhere.

d) Highly qualified and experienced staff may be ablassist the company in
increasing its performance.
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e) New employees can be hired under the organisatino& recent terms and
conditions.

Disadvantages of External Recruitment to Organisatins

Using external sources for recruitment has thev¥alhg disadvantages:
a) Skilled and ambitious employees are more likelyntwve jobs.
b) It makes existing candidates feel insecure.

c) It raises costs because fresh candidates will teebd advertised in the
press and will require training.

d) Proper evaluation may not be possible due to the tionstraints.

3.2 The Selection Process

The selection process is a prediction exercigsvitlves the establishment of a legally
enforceable agreement between the employer anérimoyee(s), outlining both
parties' rights, obligations, and expectations,ksidine successful conclusion of the
recruitment and selection processes (Armstrongy/R0bDhe selection process is a
mutual decision-making process in which the orgatios decides whether or not to
make a job offer, and the candidates decide whetheot to accept it. When a highly
qualified professional is courted by multiple orggations, the process may be one-
sided. When the job market is tight and multipladidates are competing for one or
a few positions, it can also be one-sided.

3.2.1 Steps in the Selection Process

The steps involved in selecting someone with thgr@giate qualifications to fill a
current or prospective job opening is known assilection process. It refers to one
of the most crucial HR tasks: filling open posisowith people who are adaptable,
willing to change, and qualified for certain jodseétherbarrow & Fletcher, 2015).
Thus, because there is no standard selection natgyd the selection pattern differs
from business to business; as a result, a varfehethods can be used to select people
in organisations.

However, in order to establish some sort of raitinglation to the vacant position, the
selection procedure and approaches must be abistitaguish individual differences.
As a result, each organisation develops a seleptiocedure that matches its unique
needs. Armstrong and Taylor (2014); lbrahim (n.d®gl (2021); Robbins and
DeCenzo (2011); and Robbin, DeCenzo & Coulter (2@itlined the steps in the
selection process are as follow:
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a) Requirements The Personnel/HR Manager is required to be weited in
the job's requirements, credentials, and candiedgiectations.

b) Assessment: A preliminary screening interview with question abo
experience, pay expectations, and readiness toateloamong other things,
can be asked. This allows for the speedy rejectbninappropriate
candidates, as well as a quick assessment of filieaqt's suitability.

¢) Receipt of application: Applicants are requested to complete and submit
application form/letter with their resumes to pdwiinformation on their
background, education, experience, any speciaitiabjl and the position
being sought.

d) Screening of application: Management carries out a background
investigation on the truthfulness of applicant'sitnme/application form. This
can be done by checking the candidate’s referesroessling the candidate’s
previous supervisor (with permission) to confirnfoimation about the
applicant(s) particularly in characteristics such laadership qualities;
attitude towards subordinates and superiors; ghiditcommunicate and to
act decisively.

e) Employment Tests Employment tests refer to the various types sifstéhat
a candidate may be subjected to during the hirieggss. This examination
is used to assess a candidate's job abilities laitity 4o learn on the job, as
well as to match an individual's qualities to opesitions in order to hire
the most qualified candidates. Employment testisidfecthe following:

« Intelligence Tests Intelligence tests are designed to assess a
candidate's mental abilities and general intelligenThey assess a
person's capacity to comprehend instructions arlejualgments.

« Aptitude Tests This test is designed to assess a candidatdity &ti
learn on the job and their prospects for advancénmEme most
promising indications for forecasting a worker'sfpgnance are
aptitude tests.

®,
R X4

Performance/Proficiency TestsPerformance/proficiency tests are
used to assess a candidate's level of knowledgprafidiency. This
test is intended to assess a candidate's abildy tjob.

*,
*°*

Personality Tests Personality tests are used to assess/probe core
aspects of a candidate's personality, such assdbefzaviour and
self-confidence, among other things
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% Interest Tests Interest tests are designed to uncover patterns of
interest in areas where the individual is partidylaoncerned and
involved. It is more commonly utilised for vocatainguidance
because it assists individuals in deciding on @erapath that they
are interested in.

.
£ X4

Achievement tests:Achievement tests are used for recruitment of
individuals for jobs demanding experience, transfed promotion

of existing employees and training purposes. lised to measure
the actual job proficiency of the applicant.

f)  Interview: An in-depth structured or unstructured intervicwodd be
conducted to evaluate the applicant’s acceptalslitgt suitability to fit
into the organisation’s culture; to have a firstti&nowledge and picture
of the applicant.

g) Medical Examination: This is an important step in the selection process
that can be performed by the company's medical amia reputable
medical facility to determine a candidate's physhealth, fithess, and
capabilities to meet job requirements; ensure adidate's effective
performance; protect other employees from diseasetablish a
candidate's health record; and protect the orgmisagainst unjust
workers compensation claims.

h) Background investigation Prior to making a final decision, the
prospective employer should check the referencesiged by the
applicant(s) and conduct a thorough research rd@andidate's previous
job, education, personal reputation, and finarsitaktion

i)  Final selection:This is the final step in the procedure. After adidate
has cleared all of the barriers in the selectiatess, he or she is formally
appointed by receiving an appointment letter theltides the job's terms
and conditions, pay scale, and other benefits.

3.2.2 Barriers to the Selection process

The main purpose of selection is to choose peohleave competent and suitable for
the job; as a result, the techniques used musaibeafd legitimate. However, this
objective is often defeated due to barriers such as

a) Pressure: Pressure and undue interference on the peopldeshidth the
responsibility of hiring applicants from interestggersonalities such as
politicians, relatives, bureaucrats and other s$takiers may mar the entire
recruitment process when candidates are selectsetlban compulsion and
favoritism as against merit and performance.
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b) Perception: Selection necessitates an individual or a groygeofons assessing
and comparing competencies in order to select ds¢ fperson(s) for the job.
Inability to fully interpret what others say, oretbther hand, might be a huge
stumbling block in picking the best applicant foe fob.

c) Reliability: This refers to the different tests that applicaméssubjected to. For
example, a credible test may not be able to acslyrgpredict work
performance.

d) Fairness:Fairness mandates that no one be discriminatedstigai the basis
of religion, race, or gender, among other factors.

e) Validity: This is a test that can be used to predict an empls job
performance. A validated test, on the other hasmdpt completely reliable and
does not correctly predict job success.

3.3. Induction, Orientation and Placement

Induction is the process of receiving and welcomiegy employees and providing
them with the basic information they need to setilguickly, happily, and begin
working. It is the final phase in the recruitmentiaselection process. Induction is the
process by which new employees are introduced ¢odilganisation's practises,
policies, and goals (Ibrahim, n.d.).

The process of bringing new employees into therdsgdion and officially integrating
them is known as induction (Termscompared, 202BusT individuals are assigned
specific responsibilities and then integrated thi®workplace through placement.

Induction comes after placement, which is the pssagf orienting or introducing a
new employee to the organisation. New hires aredniced to the company, their role,
and their coworkers during induction and orientatichus, improve personnel
retention. Consequently, prudent hiring and plaggrge a long way toward ensuring
that businesses have a stable staff. This technagpieves several objectives,
including the:

+ Establishment of a positive impression of the oiggtion;
% Development of attitudes;
+ Sense of belonging; and

+ Facilitation of learning and teamwork with othermayees.
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3.3.1 The Induction Programme

This is a programme aimed at making it easier fopleyees to integrate into a
company. It assists in the clarification of termadaconditions of service
(employment), conveys specific job needs to emmsyand instills in employee’s
confidence in the organisation and their capacitgdcomplish the work allocated to
them effectively. Typically, a complete inductiorogramme includes the following:

+ The terms and conditions of service, as well av#nmus welfare packages.
% Personnel policy and information sources.
% The organisation's structure and the functionsso$éveral departments.

% Procedures for grievances and disciplinary actienircluded in the standing
orders.

0,
°n

The ethos and culture of the organisation.
3.3.2 Importance of Induction programme

Induction is the phase of the recruiting procesat timvolves acquainting new
employees with their jobs, coworkers, corporateicpgd, and the surrounding
environment. Induction is essentially a welcomimgpgess that ensures effective
placement within the organisation. Its importamegtides the following:

+ It makes it easier for new employees to adjustiew and initially unsettling
atmosphere.

+«» Encourages employees to feel a sense of belonguhdpgalty.
+ Provides the employee with information on the conympolicies.

¢ Assists the new employee in developing and insgjlionfidence so that he can
become a good employee.

3.4 Orientation/ Socialisation Process

The orientation/socialisation process is a programmeant to assist employees in
integrating into a company seamlessly. Orientasanmore formal process that takes
place after induction to assist individuals in atijog to their new role, department,
duties, and work environment. It lasts for a longere (Termscompared,2020).
During the course of this programme. new employeesgiven the information they
need to function comfortably and efficiently insithe organisation. Thus, a successful
orientation session will leave the employee feetiagure in their new position and at
ease with their co-workers. During this programrie following information is
provided:
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+ General information on the daily work routine, therk environment,
and supervision is provided; co-workers are intcadly and new
employees are invited to ask questions.

< An overview of the company's history, mission, @piens,
products/services, and how the employee's job iboés to the
company's goals.

< A complete presentation (Brochure) of the orgaius& policies,
procedures, and rules, as well as the benefitsgedwto employees.

3.4.1 Goals of the Orientation Programme

Orientation entails introducing a new employeehi® job and organisation. It is also
the time to correct any unrealistic expectations Benployees might hold about the
job. According to Armstrong and Taylor (2014), theals of orientation in an
organisation include:

¢ Reduce the initial anxiety all new employee fealsheey begin a new
job.

e Familiarise new employee with the job, the worktumind the
organisation as a whole.

¢ Facilitate the outsider-insider transition.
3.4.2 Forms of Orientation Programme

An orientation programme can take any of these $o@@mmon examples as outlined
by Ibrahim (n.d.); Pal (2021); and Robbins & DeGe(2011) include:

a. Job orientation: This type of orientation builds on the informatiprovided to
the employee during the recruitment and selectrmgsses. The specific duties
and responsibilities of the new employee are oedjras well as how his or her
performance will be assessed.

b. Work-unit orientation: This type of orientation focuses on providing imf@tion
to employees about their jobs, rules, and workingditions. The work-unit
orientation introduces an employee to the work'sigibals, clarifies how his or
her employment relates to those goals, and intreglldm or her to coworkers;
informed about the company's customs, and showrotiser department and
location of facilities. The goal is to help an eoyde acclimate to their new
working environment.
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c. Organisation orientation: This is a type of general orientation session that
conducted mainly to help an employee establismtarést in the company. It is
usually conducted by the Personnel/HR departmesmtdoaint all new employees
with the firm, with the purpose of offering a wamelcome and vital information
about the company's history, philosophy, goalscgdares, and rules. Important
HR policies such as working hours, pay proceduwesrtime requirements, and
perks are also covered in this session.

d. Follow-up orientation programme: This is usually conducted by a professional
with the goal of determining whether the recentiseth is well-versed in the
workplace environment.

4.0 Summary

In this unit, you learned about recruitment andestbn, including definitions,
processes, and sources, as well as the selecbongs, steps, and barriers. Induction
and orientation were also discussed, as well aetbeance, aims, and different types
of orientation. Without doubt, recruiting and seiew are critical components of any
organisation's human resource planning function.

5.0 Conclusion

Recruitment is the process of identifying the searof prospective candidate and to
encourage them to apply for a job. The objectiveanfinduction and orientation
programme varies with each organisation, but &lgays to make the employee's
transition into the new organisation as seamlespagsible. Hence, an effective
induction and orientation programme ensures a dmootsider-insider transaction,
makes the new member feel at ease and well-adjugtddces the risk of poor work
performance, and lowers the risk of abrupt resignatAs the Head of the
library/information centre, it is your responsibjlito ensure that the integration of a
new employee into your department is easy and ssfres.

6.0 Tutor Marked Assignment

1. Discuss the major sources of recruitment that eanded in libraries and
information centres.
. State the advantages and disadvantages of exteomaitment in an organisation.
3. Describe the different types of internal recruitinavailable to libraries and
information centres.
4. Discuss the different types of employment tests¢ha be used for the selection
process in the library and information centres.

N
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5. Explain the barriers to the selection process?

6. Discuss the steps involved in the selection prétess

7. Define orientation. Discuss why induction is im@atin organisations?
8. Differentiate between Induction and orientationgreanmes.

9. Discuss the forms of orientation programmes.
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UNIT 5: TRAINING AND DEVELOPMENT
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7.0 References/Further Reading

1.0 Introduction

The concept of training and development will beadticed to you in this unit. You
will also be able to identify training needs, explaarious training techniques and
types, distinguish between training and developmeant list the advantages of
training and development in libraries and inforroatcentres.

2.0 Objectives

By the end of this unit, you will be able to:

+¢ Explain the concept of training and development;
+» State the objectives of training;

+» Outline the importance of training;

+» Describe the steps involved in training;
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+» Explain the methods of training;

+» Enumerate the benefits of training;

+» State the advantages of development;

+» Describe the approaches to development;

+» Highlight the importance of training and developmeamd

+» Differentiate between training and development.

3.0 Main Content
3.1 Concept of Training

Training is an important managerial function that drucial and essential for
organisational development and success. It is @&l@ayent for increasing the level of
individual competence and improving organisatiggeformance. Training is a short-
term process that an organisation develops withgb& of providing technical

knowledge and expertise to non-managerial persannatcordance with their job
requirements (Termscompared, 2020). As a resalhifig aims to make a long-term
change in people by increasing their job perforreanbanging skills, knowledge, and
attitudes/behaviour.

Training is a structured learning process that aorisnprove employees' knowledge
and skills. As a result, both employers and empsywill benefit from increased
efficiency and production. Training has the potarid affect what employees know,
how they operate, and how they feel about theis,jcbworkers, supervisors, and the
organisation. Hence, it must be a continuous powéth a methodical plan in order
to achieve the intended outcome efficiently.

3.1.1 Objectives of Training in the Library and Information Centre

Training is the process of acquiring the skillsdegkto do a specific job. It assists in
grooming employees and preparing them to perforeir thuties more effectively.
According to Ferreira (2016); Ibrahim (n.d.); arel 2021), the objectives of training
in the library and information centre include to:

a. Familiarise new recruits with the library's s, vision, rules and regulations,
and working circumstances.

b. Refresh and improve existing workers' understandf specific jobs.
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c. Develop advanced skills in employees to imptbedr knowledge and prepare them
for higher-level positions.

d. To change library staff attitudes.

f. When promotion and career progression becomeiariemployees are provided
training so that they are prepared to share thmoresbilities of a higher-level job.

3.1.2 Importance of Training in the Library and Inf ormation Centre

Library and information centre are ever-changirgpoisations, necessitating the need
to keep staff skills updated to stay relevant idatgs world. Regular library staff
training will thus include the development of skitequired to do a given job, as well
as the goal of changing the receivers' behaviotmsérong (2007); Ibrahim (n.d); Pal
(2021); and Robbin and Coulter (2016), outlined safithe importance of training in
the library and information centre to include:

i. Library management: Training can be a useful planning and managemenht to
in the library. It aids in the development of libyataff's’ skills and prepares them
for advancement in the future of technology-drivesrk. As a result, the cost of
monitoring and waste are reduced, and better mamafe productivity, and
library service quality are improved in the longru

ii. Motivation: Training serves as a source of motivation fordily personnel as it
helps in updating and upgrading of skills, thusviimg the library with a stable
work force.

iii. Demanding customersTo meet the demands of library customers and teigheo
high-quality library and information services, By staff must enhance their
information search and retrieval skills on a regbiasis.

iv.  Technology. Advances in information and communication tecbga@s have
allowed for greater coordination among various ess units located all over the
world. As a result, staff must be regularly traimedrder to keep up with the latest
developments by learning new approaches, as temfyelolves at a rapid speed.

v. Productivity: Knowledge and information fuel productivity in todaworld. As
a result, maintaining high productivity standardslibraries and information
centres necessitates the regular and timely dewedop of personnel' abilities
through training.

3.1.3 Benefits of Training to the Library and Information Centre

Training is one of the most powerful potential naatbrs, with significant
advantages for both individuals and organisatidte goal of training in the
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library and information centre is to increase kredige and abilities while also
changing the attitude of library staff. Ferreie@16); Ibrahim (n.d); Pal (2021);
Robbin & Coulter (2016); Sharma (n.d.); and Swg#ti00) summed up the
benefits of training to include the following:

a. Boost morale of employeesEmployee training boosts morale, ensures job
security, and contributes to the library's sucéaserms of information delivery
and services.

b. Less supervision:A well-trained staff would be familiar with the jand ready to
accept responsibility with little or no supervisjaas well as a higher level of
engagement and teamwork.

c. Reduced error: Employees who lack the knowledge and skills regliceperform
a specific job are more prone to make mistakesséeh, the more trained an
employee is, the less likely they are to make rkéstaon the job, and the more
proficient they become.

d. Promotion: Employees gain skills and efficiency during tia@ making them an
asset to the company and making them more likehetpromoted.

e. Increased productivity: Workers' abilities, efficiency, level of performanand
productivity improve as a result of training. Thpspviding recognition, increasing
responsibility, and the potential for higher income

f. Provide for future personnel need for the library: Training programmes help
increase employee availability, quality, and skilfey develop and prepare library
professionals for a variety of technical and adstmtive positions.

g. Training: Properly trained library employees can be usebhtasnal sources for
filling vacant positions.

h. Personal growth: Training programmes help to develop an increasedesef
fulfilment, self-satisfaction enlightened philosgpdnd value system in individuals.
This will help them in achieving their personal goand broaden opportunities for
career progression.

i. Organisational stability: Training help foster and promote the initiative and
creativity of workers. This in turn increases wakesense of belonging.

j- Reduced cost of operationWell-trained library employees will demonstratetbot
quantity and quality performance, as well as assithe reduction of all types of
waste, including time, money, and resources. Atheke factors have the potential
to improve the quality of library and informatioersices available to library
patrons.
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3.1.4 Steps in Training Programmes

Training is the foundation of getting the best ofittach employee in the library.
Training leads to efficiency and high productiviboth for the employers and
employees. Accordingly, steps involved in trainarg:

a) Needs assessmenthe needs assessment programme is the initialistepery
training programme. It identifies training needsahhmust take into consideration
the organisational and individual objectives. Tharsy training programme must be
based on identified needs, which are specificaliyednined by the immediate
supervisor's observation of a gap between the lpgisler's current performance
ability and intended performance. Some of the #idna which suggest a need for
training in an organisation include new recruit) gchange (into the managerial

position), poor performance, introduction of newsees, processes or adoption of
technology.

Training needs can be identified through:
++ The analysis of job requirements.
«»+ Survey of human resources.
+ Organisational analysis.

b). Setting of training objectives: This entails assessment of the potential
achievement expected from training exercise.

c). Carry out the training: This step entails the selection of qualified trameas well
as the identification of training techniques anderials.

d) Evaluation and follow-up on training outcomes:The effectiveness of the training
is usually assessed through oral/written examinaficterview or observation of
the trainees on the job by the trainer or supenasahe case may be.

3.2 Method of Training

Training methods are tools that aim to establisHearning environment for
participants, as well as, a means for them to leshat is required of them to
understand their roles and tasks within compariiesining can be divided into two

categories (Armstrong, 2007; Ibrahim, n.d.; PaR2Robbin & Coulter, 2016; and
Sharma, n.d.). These are:
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321

On-the-Job Training Methods

The on-the-job training method entails placingeh@loyee on the job under the

observation of a trained instructor. It is the mmgpular way. It may entail the
use of a range of training methods and aids, ifietud

a) Job rotation: This training approach entails moving individudisough a

b)

c)

d)

number of positions to get a broad understandingach job's requirements,
as well as lateral transfers that allow employeewdrk at different jobs. It
provides good exposure to a variety of tasks arhiticularly effective in
small businesses with less role specialisation taye corporations.

Coaching: This is a one-on-one coaching session. It aidshi éarly
identification of weak areas and the attempt taceotrate on them. Coaching
has the advantage of converting theory to practice.

Internship/understudy assignment:This is a type of on-the-job training in
which a trainee works for a period of time with armexperienced/seasoned
veteran, coach, or mentor. It provides assistandeeamcouragement from a
seasoned professional.

Mentoring: Mentoring is a type of relationship in which an angsation's
senior management takes on the role of groominmiarj protégé. A mentor
acts as a teacher, spouse, counsellor, and familttahelp the mentee realise
his or her vision. Technical, interpersonal, anditipal abilities are often
passed down from mentor to mentee in a mentor-ragetationship

e) Counselling: Counselling is the act of guiding, consoling, athgs sharing,

3.2.2

and assisting in the resolution of difficultiesttlavelop at work. It aids in the
resolution of conflicts and hardships, as welltes reinforcement of desired
outcomes. Counselling is the newest HR tool ingher-changing world of
work, with ever-increasing complexity and strespaople's lives, particularly
at work, to attract and retain the best employeestaimprove the quality of
the workforce.

Off-the-Job Training Methods

This is a type of training that takes place outsifithe workplace, but tries to
replicate real-world situations. It frees workersnfi the rigours and demands
of the workplace, allowing them to focus entirely their learning. It also
allows them to meet people from different organiset or departments.
Examples include:
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a) Classroom lectures: Classroom lectures are a spoken means of conveying
knowledge to a big group of individuals at the sdme. The purpose of lectures
is to convey specific technical, interpersonalpablem-solving abilities. It is one
of the most efficient methods of training.

b) Orientation: This is crucial for the successful integration efwnpersonnel into a
company. It can take the shape of a lecture, aoor@ie discussion with a
supervisor, or a handbook for employees.

c) Case study:A case study is a non-directed style of learning/mich students are
given real case reports to assess. A detailed atoba simulated/real-life incident
is frequently included in a case report.

d) Audiovisual training: This strategy entails using media such as telavjditms,
and videotapes to directly illustrate technicalliibs that are difficult to convey
through conventional training methods. They mayded to quickly and affordably
expose staff to 'real-world' scenarios. Howeves type of instruction cannot be
tailored to a specific group and participants awe allowed to participate or ask
questions.

e) Simulation exercises:The method of learning a job by actually doingsicalled
simulation. Improved problem-solving and decisioaking skills, a greater
understanding of the organisation as a whole, tiktyato examine real-world
difficulties, and the ability to pique participandsgtention are all advantages of this
training style. Case studies, experiential exes;ismle playing, and group
interaction are just a few examples.

f) Role playing: Role playing entails the construction of a scen#ra the players
will act out with the help of the facilitator. Steidts take on a part that is not their
own and act it out in a group setting. The paréoig receive immediate feedback,
which allows them to have a better understandintheifr own behaviour. It is a
cost-effective strategy that is frequently usedniarketing and management
training.

g) Vestibule Training: This is a type of near-the-job training in whictska are
learned using the same equipment that would be arsélde job, but in a simulated
work setting. It gives you the opportunity to tignsething new.

h) Computer-Based Training (CBT): As a result of technological advancements,
computers and computer-based instructional masehiate become the dominant
medium of instruction. Employees can learn at tbein pace with this strategy.
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i) Web-Based Training (WBT): Web-based/online training is a type of computer-
based training that is possible in organisationgh whigh-speed Internet
connectivity.

3.3 Concept of Development

Individual, team, and organisational performanae @abe improved through human
resource development. Development is a long-temogss in which managers gain
conceptual and theoretical knowledge that aids heirt overall growth and
development. The goal of development is to imprineeefficiency and effectiveness
of employees at work.

Development aids in the maturation and self-acsatibn of the individual. The

procedure is ongoing and systematic, and it aidhénmanagers' conceptual and
intellectual development (Termscompared, 2020). leyge development is a process
that aims to equip employees with the abilitiesythll need for both current and

future positions (Stueart & Moran, 2007). Consedlyeemployee attitudes and work
styles can be modified through development, allgwthem to become more

competitive.

3.3.1 Advantages of Development
Development is the training that top-level manageovide to their employees.
Advantages include the following as outlined byre&a (2016); and Pal (2021)
are:

It gives information about the business environmeranagement principles,
human relations, and specific industry analysésfalhich are beneficial to
the organisation's management.

It helps in creating self-awareness.

Develop inspiring leadership styles.

Encourage employees to strive for greatness.

Teach your employees how to communicate effectively

Assist employees in putting the interests of ttganisation ahead of their
own.
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3.4 Approaches to Development

Essentially, development is a never-ending insionet process. It is designed to
address training issues and refers to an overglrawement in the employee's
conceptual skills and growth. Executive developnmogrammes can take a variety
of approaches, none of which is mutually exclusiMee approach type can be a mix
of two or more approaches. However, there are mémgr management development
approaches accessible, which can be divided imtdatowing categories according
to Armstrong (2007); lbrahim (n.d.); Pal (2021); tda & Coulter (2016); and
Sharma (n.d.) to include:
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34.1

3.5.2

On-the-Job method: The on-the-job strategy entails employees receiving
training at their workplace. Examples of this metlaoe:

Job rotation: This training approach entails moving individuatsough a
series of jobs in order to get a wide awarenes=aoh job's requirements, as
well as lateral transfers that allow employees tokwat other jobs. It provides
good exposure to a variety of tasks and is espgcéfective in small
businesses with less role specialisation than laoggorations.

Coaching: This is a one-on-one training session. It aids he gQuick
identification of weak areas and attempts to cotraén on them. It has the
advantage of converting theoretical knowledge practice.

. Mentoring: Mentoring is a partnership in which a top executinean

organisation takes on the task of grooming a jupiotégé. In the achievement
of the mentee's vision, a mentor acts as a teaspeyse, counsellor, and
facilitator.

Off-the-Job method The utilisation of external facilities to conducaining
programmes is referred to as the "off-the-job apphd’ The following are
some examples:

a. Role playing This is a technique used to teach human intenastnd
leadership skills. It allows trainees to practisenan relation skills and
gain insight into their own behaviour and its impaw others.

b. Case study: A case study is a method of promoting classroom
experience. The trainees may be given a problemigouss that is
relevant to the principle taught in some way. TAeycommonly utilised
in law schools, personnel management, human rakgtionarket
management, and educational institutions, amoner glaces.

c. Conference training: This is a planned group meeting. By acquiring a
significant degree of oral engagement, the membvars to improve
knowledge and understanding. Both conference [eatitcs and
conference organisers benefit from this training.

d. Special coursesThis entails executives attending special coursas t
are formally organised with the assistance of efiloial specialists.
This is a widely used approach. However, only lazggporations can
afford to send their leaders to management devedopncourses
provided by management schools due to the high cost
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3.5. Differentiating between Training and Developmet

One of the most important aspects of human reseur@agement is training and
development, crucial for the effective managemert atilisation of people in an
organisation. The following are some of the keyfedénces between training and
development as outlined by Ferreira (2016); Ibrahind.; Pal, 2021; Robbin &
Coulter, 2016; and Sharma, n.d.).

Vi.

Vii.

viii.

Training is a learning process that entails impngvone's knowledge in order
to perform a specific task, whereas developmestsdb an individual's overall
development.

Training focuses on skills and information, wherekevelopment revolves
around developing learning abilities and mouldingpoyee attitudes.

Training assumes a formal education and is joberedt development is not
based on schooling and is career-centered.

Personal motivation and ambition drive developmemhbereas skill gaps
necessitate training.

Training focuses on enhancing job-related efficieand performance, while
development focuses on overall personal effectisenéncluding job
efficiencies.

Training is based on the needs of the individua amy or may not include
development, although development is optional amdudes training when
necessary.

Training focuses on maintaining and improving pnés@b performance,
therefore it has a short-term focus, whereas dpwednit focuses on developing
capabilities for future performance and has a ltarg: focus.

Training is a more specific idea that focuses ob-rglated abilities.
Development is a broad term that refers to the @i one's personality.

Training programmes are typically designed to namand improve present
job performance, while development programmes a&sgded to create or
promote abilities that are required for future waktivities. Individuals'
general growth is the goal of development, whichpares them to confront
future obstacles.
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3.5.1 Importance of Training and Development

Human Resource Management is incomplete withoinitrg and development. The
goal is to improve staff performance, knowledge] afficiency. Thus, everyone in
the organisation, managers and non-managers aligguires training and
development. The importance of training and develpt in the library and
information centre is demonstrated in a varietyvays, including:
a. Employee performance inadequacies can be addréilssmeh training and
development programmes.

b. Increase an organisation's stability, adaptab#ityd growth potential.

c. In an organisation, training and development carabesffective source of
recruiting.

d. Reduce employee turnover by lowering employee tigfaation, absenteeism,
and complaints.

e. Assist in the prevention of accidents by providipgrsonnel with safety
training.

f. By assisting personnel in handling materials, mae$i and equipment
properly, training and development helps to rediess of time, resources,
scraps, and machine damage.

4.0 Summary

You learnt about the concept of training and dgweldent in this unit, as well as the
purposes, benefits, importance of training, as wslthe phases and techniques of
training. You've also learned about the benefitd approaches to development, the
relevance of training and development, and theedifices between training and
development, which is concerned with organisati@wivity targeted at improving
individual and group performance in an organisati@etting.

5.0 Conclusion
Organisations' official, ongoing initiatives to ingve performance are known as

training and development. Training and developméenefit individual and
organisational performance, competitiveness anch@o@ growth. As a result,
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managers should plan and select training and dewednt programmes holistically,
as one size does not fit all.

6.0 Tutor Marked Assignment

1. Define training and discuss the benefits of tragnin

2. Discuss the steps required for an effective trginin

3. Discuss the various types of training methods.

4. Differentiate between training and development.

5. What is development? Discuss the approaches tdapeaent.
6. State the importance of training and development
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MODULE 4: TECHNIQUES OF MANAGING HUMAN RESOURCES
IN THE LIBRARY AND INFORMATION CENTRE

Every organisation's lifeblood is its human resesrdn terms of managing people and
workplace culture, human resource development @agritical and strategic role.
This module will teach you how to manage human usses in libraries and
information centres using a variety of strategies.

Unit 1: Performance Management System in the §baad information centre
Unit 2: Compensation Administration and Employee&fés
Unit 3: Motivation and Job Satisfaction

Unit 4: Leadership
Unit 5: Communication and Interpersonal Skills
Unit 6: Contemporary HRM Issues in Organisations

Contents

1.0 Introduction

2.0 Objective

3.0 Main Content

3.1 Concept of Performance management

3.1.1 Aims of Performance Management in the Libearg Information Centre

3.1.2 Characteristics of the Performance Manage®gstem

3.2 Concept of Performance Appraisal

3.2.1 Features of Performance Appraisal System

3.2.2 Significance of Performance Appraisal in tlierary and Information
Centres

3.2.3 Uses of Performance Evaluation in the Libeargt Information Centres

3.2.4 Process of Performance Appraisal.

3.3 Performance Appraisal Methods

3.3.1 Traditional methods of Performance Appraisal

3.3.2 Modern methods of Performance Appraisal

3.3.3 Post-appraisal Evaluation Analysis

3.3.4 Limitation of Performance Appraisal EvaloatExercise

3.3.5 Ways of improving on Performance Appraigalaluation Report

3.4 Employee Counselling

3.4.1 Advantages of Employee counselling

4.0 Summary

5.0 Conclusion

6.0 Tutor Marked Assignment
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7.0 References/Further Reading

1.0 Introduction

The performance method is based on a systemadtegyrto increasing organisational
performance through the development of individunal eam performance. Itis a way
of understanding and managing performance to géméetter results. This unit will
expose you to a variety of issues that must beidered in regard to performance
management system and appraisal.

2.0 Objectives
You will be able to do the following by the endtbfs unit:

+ Explain performance appraisal,

+ State the goals of performance appraisal;

++ Mention the importance of performance appraisal;
« Enumerate the uses of performance evaluation;
+ Explain performance appraisal methods;

++ Describe the process of performance appraisal;
«+ Highlight the limitations of performance appraisal;
+ Mention ways to improve performance appraisal;
+ Explain post-appraisal analysis; and

« List the advantages of employee counselling.

3.0 Main Content
3.1 Concept of Performance Management

Organisations rely on their people to survive. rhegration of performance appraisal
systems with larger HRM systems as a way of aligimployees' work behaviours
with organisational goals is known as performancenagement (Sims, 2002).
Performance management is a systematic processmfmroving organisational

performance by developing the performance of imtlimis and teams (Armstrong,
2007). The author further explained that it invalvgetting better results by
understanding and managing performance within aeeagframework of planned
goals, standards and competency requirements.rRenice management is broad,
more encompassing and is the ultimate goal of pedace appraisal activities.
According to Steuart & Moran (2007), performancenagement involves helping
people to become their best at work, and boostiagtganisation’s bottom line.

Performance management is an organic and continoiagagement process that
explains mutual expectations, emphasises managapport responsibilities as
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coaches rather than judges, and focuses on the fufence, the goal of performance
management is to ensure that employee objectiiesbéhaviours utilised to attain
those objectives, and performance feedback ane lade with the company's strategic
objectives. A performance management system insludentifying, motivating,
monitoring, assessing, improving, and rewardinglegge performance. A structured
way of evaluating employees' work is a systematidqumance appraisal strategy.

Performance management system is a method of dgfperformance standards and
analysing performance in order to make objectivduu resource decisions, such as
pay raises and training requirements, as well f& dbcumentation to back up any
personnel actions (Robbins & Coulter, 2016). Aseault, individual, team, and
organisational performance are all managed uspegfarmance management system,
which is a comprehensive and flexible method. laitong-term process aimed at
assessing, managing, monitoring, and evaluatingrganisation's human resource
performance and total contribution. Essentially,aitns to improve employee
productivity and efficiency (Termscompared, 2020).

3.1.1 Aims of Performance Management in the Librarnyand Information Centre

The basic components of performance managementd@egreement, measurement,
employee feedback, positive reinforcement, andodia. According to Armstrong
(2007); and Robbins, DeCenzo, and Coutler (2011¢, goals of performance
management in the library and information centeea follow:

a. Providing library personnel with the tools they dée succeed by empowering,
inspiring, and rewarding them.

b. By aligning library and information centre persof;i@wn goals with the
library's goals, the library's tasks can be focusadthe proper items and
completed correctly.

c. Managing resources and performance in accordandd wagreed-upon
accountabilities and objectives.

d. Defining the process and behaviours through whimtaly managers manage
their employees' performance in order to creafglaperforming organisation.

e. Individuals and teams can maximise their potentidbenefit themselves and
the organisation through performance managemeimthbcuses on achieving
their goals.
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3.1.2 Characteristics of the Performance Magement System

The techniques used to identify, motivate, measwvaluate, improve, and reward
employee performance at work make up the performarenagement system. As
a result, below are some of the characteristitsgigighted by Ibrahim (n.d.); Pal
(2021); Sims (2002); and Stueart & Moran (2007):

a. The goal of performance management is to compaputsuin the form of
delivered performance to expectations represergabj@ctives.

b. It is a continual and adaptable process that ireeloth managers and
those they supervise.

c. Rather than focusing on retrospective performaresgew, performance
management focuses on long-term planning and ingpnewt.

d. Itis a continual and evolving process that incesgserformance over time.

3.2 Concept of Performance Appraisal

Performance appraisal is an important part of tRévHunction because it serves as a
foundation for judging employees' contributions ameaknesses, as well as
determining suitable rewards and corrective actmrencourage them to continue
appropriate behaviours while correcting inapprdpranes (Sims, 2002). Performance
appraisal, according to Stueart and Moran (20@7he systematic assessment of an
employee's job-related strengths and deficiendies, performance appraisal is the
practise of using top-down assessment to evaluaptogee performance against pre-
defined standards at yearly appraisal sessionsm@@mpared 2020). Similarly,
Ibrahim (n.d.) averred that the process of evahga&mployee performance by
comparing current performance to previously defirgdndards is known as
performance appraisal. The author further explaitieat organisations employ
performance appraisal system primarily for the qenfince improvement of
employees.

Performance appraisal is conducted on an annué lvaa rational and methodical
manner to determine an employee's capacity to dotdkks. Consequently, the
procedure's findings are documented, and persameetiven annual appraisals of
their performance. This helps them in determintmgdreas they need to improve on.
Thus, library managers evaluate library and infdiromacentre employees based on
their total contribution to the organisation. Edyalperformance appraisals are
important because they ensure that the recruitidgsalection processes are adequate,
help effectively link performance with rewards, dewtrate that important
employment-related decisions have been made basgérformance, and promote
employee motivation and development. It also presidelevant and valuable
information to the HRM process of the organisatisith the ultimate objective of
enhancing job performance.
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3.2.1 Features of Performance Appraisal System

A standard performance appraisal is expected tce hidre following features
(Armstrong, 2007; lbrahim, n.d.; Pal, 2021; and §i@002):

Vi.

Vii.

viii.

Objective: The appraisal system should be fair so as to lbewéfit to both the
employee and the employer.

Periodic review: The performance appraisal system must be subjeoteal
periodic review and evaluation so as to ensureitligtmeeting the set goals.

Feedback: For it to accomplish the intended goal, employeesukl receive
enough feedback on their performance.

Open communication: The system should be open and participative. dukh
also allow employees to be involved in goal settidgnce, employees must take
an active role in performance management as welthascontinuing review
process.

Training: The individual tasked with assessing others musipesed to training
on a regular basis to eliminate bias.

Standardised: Performance elements and criteria must be devejoped
appraisal methodologies must measure what thegndiaievaluate. As a result,
appraisal forms, procedures, and grading systemsiglall be standardised, as
appraisal decisions influence all group personnel.

RelatednessThe performance evaluator should try to concenwat@b-related
behaviour. Thus, the employee's performance anchigap should be done on a
regular basis, and the information supplied byab&luator(s) should be adjusted
to match the organisation's needs, performanceiresgents, and behavioural
standards.

Reliability and validity : An appraisal system should provide informatiod data
that is consistent, trustworthy, and valid (degeewhich the ratings are actually
indicative of the intrinsic merit of the persona¢lany given time).

3.2.2 Significance of Performance Appraisal in the.ibraries and Information

Centres

Performance appraisal is crucial in assessing griogee's skills, capabilities, and
performance against pre-determined standards ier dodidentify high-performing

individuals from those who are not, as well as aliscing the reasons for their
performance or non-performance. Armstrong (20(Pghim (n.d.); Pal (2021); and
Sims (2002) outlined the significance to include:
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a. Feedback Performance appraisal serves as feedback tarbogee, thereby help
in facilitating self-development and equally malke €émployee understands his key
areas of performance.

b. Improvements in performance Performance appraisals are important as they help
employees know where they stand in an organisatfter a given time and to
increase performance, and intervene with relevetitiies.

c. Compensation: Performance appraisals aid decision-makers in whiérg who
receives merit-based pay raises.

d. Personal developmentThe outcome of the exercise can assist in idgngfthe
causes of excellent and poor employee performamzka unit head can learn why
certain managers operate the way they do and wéias $o take to improve their
performance through discussions with individual agars. Thus, help meet an
individual’s development needs.

e. Database:Performance evaluations give a reliable databaggefsonnel decisions
such as job assignments, remuneration, promotiod, teansfer, among other
things. Furthermore, permanent performance ragognds of employees can assist
management in planning without relying on supemgs@ersonal knowledge,
which may be transferred.

f. Training and development Performance appraisal serves as a reference for
designing a suitable training and development gnmgne to improve an employee's
performance by evaluating his or her strengthsvaedknesses. It can also keep
employees updated on their progress and tell thémat \&bilities they need to
improve in order to be considered for a raise onmtion.

g. Promotion decision: The outcome of a performance appraisal can betogastify
a job change, transfer, demotion, or promotion kyednining whether the
employee can still contribute more in a differenthaher position. It aids in the
advancement and placement of an employee. Whenwkey characteristics are
appropriately measured, it aids in reducing ematiohfrustration among people
who have not been promoted.

h. Improved supervision The presence of a regular appraisal system causes
supervisors to be more aware of their subordinagesause they know they will be
needed to fill out rating forms and defend theisemsments, which improves
supervision and allows them to have a better utaeding of their subordinates.

i. Employee relationship: Performance appraisal aids in the improvementaefity
and the maintenance of a positive employee-emplagéationship, and the
information collected can also be utilised for gaece resolution and record
keeping.
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j- Job design error: Poor job performance may be the outcome of a patetigned
job. As such performance appraisal can assist emtifying such errors, and
appropriate measures will be implemented to preftdate occurrences.

3.2.3 Uses of Performance Evaluation in the Libraryand Information Centre

A critical component of the information and cont®ystem is performance
appraisal. Hence, it assists in determining theatip or information centre

employee's comparative worth. Performance evaluéiased for the following as
outlined by Armstrong (2007); Ibrahim (n.d.); PaD21); and Robbins, DeCenzo
& Coulter (2011):

1. Provide feedback for employees on their levels effggmance by
pinpointing the areas or aspects that need impremérand the areas in
which they are doing well.

2. Promote a good working atmosphere that boosts ptisity, improve staff
motivation, expertise and stimulate employee’s tgment.

3. Performance appraisal gives employees who wishldn their future a
technique of career counselling and motivationnitbe perspective of the
organisation, both the supervisor and his subotdiaccept similar future
goals and decide their particular strategies fbieadng these goals.

4. Provide valuable information for systematic judgetseto back up
promotions, transfers, salary increments, dematimhtermination.

5. The outcome is useful for compensation, placemerdining and
development purposes.

6. The results of the performance evaluation can leel o5 assess personnel
training and development needs and to establismopgpte on-the-job
training programmes to assist affected employeemproving their work
performance.

7. Employee performance appraisal records can assisagement in human
resource and career planning without relying jussapervisors' judgement.
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8. Examine the efficacy of job selection devices amgleyee classification to
ensure that the library and information centre’sruding, selection,
placement, and orientation programmes adhere twile best practises
and standards.

3.2.4 Process of Performance Appraisal

Performance appraisal is a planned activity antbagss that cannot be carried
out separately from other human resource activititesice, the process begins
with a job analysis, description, and specificatalhof which aid in determining
the standard performance. Armstrong (2007); andkRabDeCenzo and Coulter
(2011), outlined the steps to follow to include:

a. Establish performance standards:The performance standard is the yardstick
by which employees' performance is measured. Duhiagob design stage, the
set standard must be clearly defined. It must motmbiguous and must be
objective, attainable, measurable and easy to atatet by the employees. In
addition, the established standard should relate¢t@lesired outcome.

b. Communicate performance standard to employeesCommunication is a two-
way process. Employees should be informed and ¢eldiedout the performance
standard in order for them to understand what peeted of them. Hence, the
need for feedback from subordinates to the manageensure that the
information communicated were received and undedstoy them. The set
standard may be amended based on the feedbacka@ckeeping in mind that
many positions have ambiguous performance critarid, the problem may be
exacerbated if these established standards arewitbeit the employee's input.

c. Measure actual performance:At this phase, actual performance is compared
to the standards set by managers. There are twe Wwagvaluate performance:
objectively and subjectively. This necessitatesapplication of the appropriate
measuring technique, which includes identifying ftinéernal and external
elements that influence performance and collectiaga on the outcome.
Personal observation, statistical reporting, arad or written reports can all be
used to gather information. Each source has its semof advantages and
disadvantages. As a result, combining any of th¢hats may improve the
accuracy of the information received.

e Objective performance measuresThese are quantifiable indicators of
job performance that can be independently valida@dong the factors
used are the quality of service provided, the arhofitraining necessary,
the amount of absenteeism, and the length of servic

161



LIS 418 (Personnel Management in Library and Infation Centre

e Subjective performance measuresSubjective performance metrics are
ratings based on the evaluator’s personal criteréhjudgments. They are
not verifiable. Knowledge of general goals and dbation to the socio-
cultural value of the work environment are among thting criteria
considered.

d. Compare actual performance with established standals: This entails
identifying any discrepancies between actual anthbéished performance
criteria. It is possible that actual performanceeds specified requirements in
some cases. The detected disparities will be #rérgg point for the discussion
with the affected employee (s).

e. Discuss appraisal with employeeThis is a challenging stage for the manager
because providing correct appraisal results tsti@rdinate can have an impact
on their self-esteem and future job performance. aAsesult of this, any
recognised lapses will be corrected, and the employill be motivated to
improve on future performance. However, managegsaavised to be tactical
while discussing appraisals because the outcombtiingnegative or positive.

f. Initiate corrective actions: This is the last stage in the procedure. This night
in the form of an instant warning to the affectedpéoyee or through mutual
conversations (basic) to improve the individuaksfgrmance based on the
identified causes. Also, to fix the detected prableand improve future
performance, actions such as coaching, counselbingexposure to formal
training courses can be done; decision-making respiities and authority can
be given to the subordinate as needed.

3.3 Performance Appraisal Methods

Performance appraisal is the annual review andimgadf individuals by their
management (Pal, 2021). It explains how manageo@mnset performance standards,
as well as how to assess and evaluate an empl@ggfismance. There is no foolproof
technique of measuring employee performance. Begpiadvantages, every system
has flaws. As a result, everyone in the organisasbould undergo an annual
performance evaluation, which should be conductedhle direct supervisor and
managers at all levels. There are two types ofoperdnce appraisal methods: classic
(traditional) and modern.
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3.3.1 Traditional or Classic Methods of Performancé\ppraisal

Traditional or classic methods are old appraisalthogs based on personal
characteristics. Among the many examples as higtddy by Armstrong (2007);
Ibrahim (n.d.); Pal (2021); and Robbins, DeCenzb @oulter (2011) are:

1. Written essay: This does not necessitate the completion of a deatpeld form or
substantial expertise. It has the advantage ofjf@mple to use. The downside of
this method is that it is more concerned with thelgator's ability to write than
with the employee's real performance.

2. Ranking method: This method is very subjective and ineffective @tetmining
an employee's true worth. All employees in the samik unit who do the same
tasks are assigned relative ranks by the evaluator.

3. Paired comparison method:This method aims to improve on the traditional
ranking method. Employees in a group are comparexhé another at the same
time using this method, and the comparison is basauerall performance. This
method is more reliable, but it is not approprifaeevaluating a large number of
personnel.

4. Grading method: This system comprises assigning grades (‘A" = diaeg; 'B'
= very good; 'C' = average; and 'D' = poor) based well-defined category such
as knowledge, judgement, analytical abilities, é¥aHip quality, and self-
expression, among others. As a result, employeakperformance is compared
to allocated grades, and employees are given gradgending on their
performance.

5. Graphic rating scales: This is one of the most common and oldest methéds o
evaluation. This strategy includes characteridties work quantity and quality,
job knowledge, cooperation, loyalty, attendancenesty, and initiative. This
method has the advantage of producing quantitdtw@ and taking less time than
other methods. The downside is that it does ndiyaegob behaviour in depth.

6. Checklist: A checklist is a series of objectives or descriptistatements
concerning an employee's performance. The rateerrdates whether an
employee's behaviour is positive or negative iatreh to each statement. The
number of positive checks is then used to rategpi@yee’'s performance.
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7. Weighted checklist: Weights are applied to different statements in éghed
checklist to signify their relative importance. $hinethod gives the evaluator
statements on the employees' work-related behaviowary remark is given the
same amount of weight. However, those that arécafito the organisation's
functioning are given priority.

8. Confidential report: This is a descriptive report written by the emplgge
immediate superior at the conclusion of each ydar.most government
institutions, it is a traditional form of appraisalhis is a crucial factor in
determining whether or not the subordinate willdpemoted or transferred. The
report outlines the subordinate's strengths anasfldhe problem of this method
is that it is highly subjective, and no feedbacgiigen; rather, the strategy focuses
on evaluating rather than improving the employee.

3.3.2 Modern Methods of Performance Appraisal

Modern performance appraisal methods are an adwarde over conventional
approaches and an attempt to eliminate the flawsaiditional systems. Here are
several examples:

a. BARS (Behaviorally Anchored Rating Scales):These scales integrate
significant components of critical incident andmric rating scale techniques.
The evaluation assigns a numerical score to an@melbased on items that
are examples of actual behaviour on the job ratieer abstract descriptions or
attributes. This strategy has the benefit of faogisin particular and measurable
job behaviours. The drawback is that it takes tisnkuild and measure.

b. 360-degree feedback approachrhis is a form of systematic evaluation that
employs questionnaire ratings as part of the pscEse approach is a tool for
getting ratings and comments on performance froiolinates, peers,
customers, suppliers, supervisors, leaders, andageanment. It has gained
popularity in businesses. The benefit is that in@re thorough, but the main
downside is that it takes more time.

c. Multi-person method: The multi-person method compares employees to one
another. The method's three most common variaiemgroup-other ranking,
individual ranking, and paired comparison. Howeweith a high number of
staff, it becomes unmanageable.

d. Management by objective (MBO) technique:This method, also known as
result-oriented evaluation, focuses on the outcoradiser than the means,
allowing managers to choose the optimal path tahretheir objectives.
Employees are graded on how well they achieve afsgbals that are crucial
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to the job's performance. It is time-consuming, bhutncourages feedback
because problems, methods, and resources are eglvi@wa regular basis to
improve resource utilisation. In addition, if an @oyee's performance falls
short of expectations, the management has theropticeassigning the person
to a position that better matches his or her talentrraining the employee to
execute the job more efficiently.

Psychological appraisalsPsychological assessments are used to evaluate an
employee's talents, such as their intellectual c@paemotional stability,
sociability, and motivating reactions, among ottinéngs. In-depth interviews,
psychological tests, and talks with supervisorsargart of the assessment
process.

Assessment centre method:n this approach, personnel from diverse
departments are brought together to work on arviegial or group task for a
couple of days. Evaluators use simulation techricaueh as role playing and
business games to monitor and rank the performaficall players, both
individually and collectively. Assessments are perfed to identify whether
or not an individual has the potential to advancéhieir career. Some of the
highlighted disadvantages of this strategy ardiigh cost, the promotion of
unhealthy competitiveness, and staff demoralisaiomong others.

3.3.3 Post-appraisal Evaluation Analysis

In the library and Information centre just likeemery other organisation, performance
appraisal system is used for the purpose of salargase, determining training needs,
and employee’s motivation amongst others. Consdty¢ne performance appraisal
system put in place must be effective. The idediti@ue is one in which the evaluator
is free of personal bias and preconceptions, becabjgctivity on his or her side will
reduce the system's potential for malfunction. iteo to be considered effective, an
appraisal system must include the following chamastics:

a.

The assessment system must offer the organisatibrt@nsistent, trustworthy,
and valid information.

The appraisal program should be economical andilegsconsuming.

The outcome of any performance appraisal exercisgt be communicated to
the employees irrespective of the outcome of thezase.

A post-appraisal interview should be arranged si #mployees are given
feedbacks and the organisation understands théculiiés under which
employees work.
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e. Suggestions for improvement must be tailored tojobés goals, and a long-
term strategy must be devised in conjunction withasdinate consultation.
f.  Avoid undue and unnecessary criticism of individemployee.

3.34 Limitation of Performance Appraisal Evéuation Exercise

Many significant factors can serve as limitation &oplanned and structured
performance appraisal evaluation exercise. Thediions could range from personal
bias, prejudice and idiosyncrasies of the eval@stoOther identified factors as
outlined by Armstrong (2007); Mullins (2007); P&0@1); Robbins and Coutler
(2016); and Sims (2002) include:

1) Similarity error : Similarity error occurs when the evaluators ratieers the
same way that they perceive themselves.

2) Opportunity bias: Opportunity bias occurs when factors beyond the
employees' control influence the amount of workpatfperformance. For
example, if a set of employees is exposed to ingntoworking conditions,
supportive supervisors, and experienced coworkbest work performance
may be higher than those who are not.

3) Predictor bias knowledge: A rater's past knowledge of an employee's
performance can influence his assessment rating.

4) Group cohesion: Cohesive organisations with high morale can outperf
disjointed groups with poor morale.

5) Raters’ biases:Rating biases could arise from personal biasegugice and
idiosyncrasies. Therefore, it is wrong to assuns tdl evaluators will be
objective when rating their subordinates. Typesatér's biases include:

o Halo effect: The halo effect is the tendency to give an emplaybeh or
low rating on all aspects based on the percepfienhigh or low rating on
a few key factors. When the rater(s) allows oneeffacf a man's
character/performance to impact his overall judgemehis type of
inaccuracy happens. Being aware of the issue ig ateép toward solving
it. Supervisory training can help to mitigate thsue.

e Leniency and strictness error: The lenient rater's tendency to put the
majority of the rating on the high side of the scabuses this type of
inaccuracy. It is a common type of appraisal w@di®y most government
agencies. However, if various raters make diffetentent error-making
judgments, complications may occur.
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e Central tendency error: The inability to discern between and among
ratees is referred to as central tendency errderRaho consistently score
all employees as average are vulnerable to thesafpaccuracy. This type
of evaluation might be problematic, especiallyhié data is used to justify
a pay raise or promotion.

e Personal prejudice The objectivity of a performance appraisal review
may be influenced by the rater's personal biasaAssult, if the rater
dislikes an employee, he or she may give him adowre.

3.3.5 Ways of Improving on Performance Appraisals #aluation Report

According to Armstrong (2007); Mullins (2007); P@021); Robbins and Coulter
(2016); and Sims (2002), performance appraisauetiain outcome can be improved
upon by the following:

a. Choosing the appraisal methodsAn organisation should strive to examine the
factors that can help prevent the implementatiod #re appropriateness of
appraisal methods before selecting any based omwithe range of available
methods.

b. Multiple raters: As the number of raters increases, so does théhliga of
receiving correct information.

c. Behaviourally-based measuresBehaviourally-based measures can be used for
the rating of subjective traits of an employeeis Hn objective measure that deals
with specific examples of performance.

d. Training appraisers: Training of appraisers on a regular basis canenthkm
more accurate raters in their assignments.

e. On-going feedback Providing employees with regular opportunitiesdtscuss
the outcome of performance appraisal evaluatiomcises before any reward or
punishment is awarded will not leave them surprisethe eventual outcome of
the exercise

f. Selective rating:This refers to a situation whereby evaluators aadeno conduct
evaluation on areas of the job in which they hasteust knowledge. This can
improve inter-rater agreement and make the proeechare reliable.

g. Peer evaluation This refers to coworkers' proclivity to providenstructive
feedback and detailed recommendations on job padoce.
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h. Post appraisal interviews Employees are desirous of knowing their
performance; thus, managers need to communicateutteme of such exercise
the recipients immediately it is completed.

i. Reward to accurate appraisers The organisation should encourage and reward
accurate appraisers. This goes a long way to rechiasness and low
differentiation in the overall outcome.

3.4. Employee Counselling

Employee counselling is a method of assisting eygde in overcoming performance
evaluation-related issues in the workplace. Iisttie figure out why employees have
lost their motivation or ability to work productibye as well as solutions to the problem
(s) (Robbins, DeCenzo & Coulter (2011). Employeenselling is not meant to

diminish the impact of a bad performance or to blesthe employee of responsibility
for changing incorrect work behaviour. If an empmeys unable or unwilling to accept
assistance, disciplinary action must be taken teumn healthy organisational
development.

3.4.1 Advantages of Employee Counselling
Employee counselling has the following benefits:
% Ittries to assist employees in receiving aid xaifhatever issue is hurting them.
% Itis advantageous to both the employer and thd@mee.
4.0 Summary
This unit has offered an overview of the severahglex concerns that must be
examined in regard to performance management amaiapl in terms of

performance assessment, solution, and employeeseling, features, relevance,
procedure, techniques, post-appraisal analysiscanstraints.

5.0 Conclusion
Performance appraisal is an important activity Hiats to give a clear picture of an

employee's performance. In libraries and infornmatientres, it is seen as crucial to
good human resource management.
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6.0 Tutor Marked Assignment

1. Define performance appraisal and explain why iinportant

2. Discuss the process of performance appraisal

3. What are the uses of performance appraisal mystgpraisal in libraries and
information centres?

4. Describe what employee counselling entails. ERamine the constraints of
performance evaluation.

5. Describe the modern methods that can be usgeftwrmance appraisal in libraries
and information centres.

6. Discuss how the limitations of performance ajgals in libraries and information
centres might be improved.
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UNIT 2 COMPENSATION ADMINISTRATION AND EMPLOYEE
BENEFITS

Contents

1.0 Introduction

2.0 Objective

3.0Main Content

3.1Compensation Administration

3.2Employee Benefits

3.2.10bjectives of Employee Benefits in the Librangd Information Centre
3.2.2 Factors that determines Employees’ Pay amefige
3.2.3 Types of Employee Benefits

4.0 Summary

5.0 Conclusion

6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0 Introduction

In this unit, you will learn about compensationraistration and employee benefits,
as well as the goals of employee benefits, thefathat influence employee pay
and benefits, and the many types of employee ksnefi

2.0 Objectives

By the end of this unit, you will be able to:

3

o

Comprehend the meaning of compensation adminisitrati
Explain employee benéefits;

State the objectives of employee benefits;

Outline the factors that determines employee btnefind
Discuss the types of employee benefits.

®,
R %4

®,
L X4

*,
L X4

*,
R X4

3.0 Main Contents

3.1 Compensation Administration

Compensation is an HRM function that deals withtgfles of compensation that
employees receive in exchange for completing osgdiainal duties. Pay and benefits
(wages and salaries) administration, job descrgtioexecutive compensation,
incentive pay, insurance, vacation or leave adimatisn, retirement plans, profit
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sharing, and stock programmes are all included uodmpensation (Sims, 2000).
Allocating rewards in organisations, the authoreatjds a complicated and specialised
task.

Compensation administration is an important aspétihe HRM process because it
can help an organisation attract and retain compated talented people who can help
it achieve its mission and goals, and have an itnpadts strategic success. Thus, to
keep staff motivated, library managers should distala remuneration structure that
reflects the changing nature of labour and the plade. The process of determining
a cost-effective pay structure that will attractl@atain employees, offer an incentive
for them to work hard, and guarantee that pay ek regarded as fair by all
employees is known as compensation administrafi@enngscompared, 2020). As a
result, the higher the compensation, the higheskilks, knowledge, and abilities, as
well as authority and responsibility.

Types of compensation are:

+ Direct compensation: This refers to the pay and rewards received by
employees in the form of wages and salaries, i@t bonuses, and
commissions.

+ Indirect compensation: This comprises the many benefits supplied by
employers in form of pension funds, health insueardife insurance, annual
leave and child care among others.

++ Non-financial compensation This includes employee recognition programs,
rewarding jobs, and flexible work hours to accomatedbersonal needs.

In all, compensation systems need to be designeesh with the strategic objectives
of the organisation because the aim of compensgptiactices is to help organisations
establish and maintain a competent and loyal wockfat an affordable cost.

3.2 Employee Benefits

Employee benefits are non-monetary rewards desigoedbetter the lives of
employees. This includes social security, workeeshpensation, paid time off, life
and disability insurance, retirement plans, andtheéasurance (Robbins & Coutler,
2016). Employee benefits are supplemental kinde@impense to the many forms of
cash pay. It includes things that are not exacdlynpents, such as annual vacations
(Armstrong, 2007).

3.2.1 Objectives of Employee Benefits in the Librarand Information Centre

Employee benefits policies and practises in thafipand information centre have the
following objectives:
+ Provide an attractive and competitive total rematien package that both
attracts and retains high-quality employees;
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++ Provide for employees' personal needs;
+ Increase employees' commitment to the organisadiod;
+ Provide a tax-efficient method of remunerationdome people.

3.2.2 Factors that Determine Employees’ Pay and Benefits

Employee remuneration is influenced by a numbéntefnal and external factors.
The following are some of the factors that influeram employee's wages and
benefits as outlined by Armstrong (2007); Pal (90ZRobbins, DeCenzo &
Coulter (2011); Sims (2002); and Stueart and M@207):

a)

b)

<)

d)

e)

9)

Work experience: This refers to how long a person has been with the
organisation. It makes a person excellent and esatblem to do tasks
without the need for additional instruction. In datoh, the seniority of an
employee affects payment compensation as compajadibr employees.

Performance Performance refers to an employee's ability tdgom well
at work. It is almost usually rewarded with a raisepay. Employees
become more motivated and perform their jobs mdfieiently as their
performance improves, resulting in increased income

Job evaluatiornt Job evaluation aids in the establishment of gmjaite pay
differentials for various jobs. An employee's perfiance appraisal can help
them earn more money if they perform exceptionatyl on the job.

Potentials: Employers pay their employees based on their paient
particularly young employees. Because potentiavdsthless if it goes
unrecognised, employers pay higher salaries to lpeapo have more
potential than others.

Employee productivity: To receive the best results from employees and to
boost productivity, compensation must be basedrodyztivity.

Ability to pay: Wealthy and large organisations may afford to pgér
compensation than small businesses, whilst smhlismesses can keep
their pay scale at or below that of competitors.

Business strategyEmployee benefits are influenced by the organisatio
strategy and its success. If a company wants @ gkilled individuals in

order to outperform the competitor, it will pay themore than other
companies
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h) Labor market: Employee benefits are influenced by the demandafat

)

k)

supply of labour. When demand is low, a low wageaisl.

Location: The physical location of the organisation, anddbst of living,
are important factors to consider when determigimgpensation, which is
heavily influenced by location and housing costsisTexplains, at least in
part, why salaries in large cities are often gnetiten salaries in more rural
places for similar occupations.

Economic conditions: Labor-intensive or capital-intensive organisations
with cutting-edge technologies, superior produtfiviecords, higher
operational efficiency, and a pool of competentgdecan command higher
compensation. As a result, pay is determined byethel of competition in

a given industry.

Wage level: Most companies set their compensation in line viith
industry's average for similar jobs and the typewofk they do. They
regularly perform wage surveys and strive to mainttae same wage level
for various jobs.

Industry : The nature of the firm will dictate the pay paidworkers with
similar or even identical job titles. Workers iretekame industry can expect
radically varied wages.

m) Labor Unionization: The collective bargaining power of labour unioas h

an impact on an organisation's remuneration plamemémployees’ lives
are at risk, Unions battle for their rights and dewh better pay. In terms of
determining the remuneration plan, non-unionizeghoisations have more
flexibility. Workers' earnings are improved withethsupport of labour
unions. Under the demand of the trade union, thepamy must pay higher
compensation to its employees.

3.2.3 Types of Employee Benefits

Armstrong (2007); Ibrahim (n.d.); Robbins and Ceu({2016); and Sims (2002) stated
that the types and nature of organisational benédit employees vary. Some of the
common types are as follows:

a. Pension scheme®Pension plans are widely recognised as the mostakkd
employee benefit.
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b. Fringe benefits: Fringe benefits are extra benefits and servicesiged by an
organisation to its employees in addition to theigular wage based on their
performance.

c. Personal security Personal security benefits are those that imprave
individual's personal and family security in theert/of iliness, health, accident,
or death.

d. Financial aid: This can include loans, a home-buying programmiscation
help, and discounts on company goods and services.

e. Personal needsThese are entitlements that recognise the irdedf@tween work
and domestic demands or duties, such as vacatimhsther types of leave, child
care, career breaks, retirement counselling, cemismselling, fithess and leisure
facilities.

f. Sundry benefits Subsidised meals, clothing allowances, and phbile
reimbursement are examples of benefits that aemded to improve the standard
of living of employees.

g. Intangible benefits: Intangible benefits are characteristics of an oisgion that

add to the quality of life at work and make it sidable and rewarding place to
work.

4.0 Summary

Allocating incentives is a difficult and specialis@sk. In this unit, you learned about
compensation administration, employee benefits, #twedelements that determine
benefits in an organisation

5.0 Conclusion

Compensation is a tool utilised by management fange of goals in order to ensure

the organisation's continued survival. As a reso#tnagers should assess and interpret
their employees' needs so that rewards can beadito meet those demands.
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6.0 Tutor Marked Assignment

1.Define "employee benefit" and describe the mangs$ypf employee benefits.
2.Describe the factors that affect employee benefits.

3.Define the term "compensation administration.”

4.Discuss the factors that determine employees pdyanefits in organisations.
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UNIT 3: MOTIVATION and JOB SATISFACTION
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7.0 References/Further Reading

1.0 Introduction

Motivation is a powerful tool for motivating peopie behave in a desirable manner by
meeting their wants and desires in the workplabés init will concentrate on a variety
of issues that should be considered in regard tivatmn and job satisfaction.

2.0 Objectives

By the end of this unit, you will be able to:

®,
£ X4

Understand the meaning of motivation;

®,
£ X4

Discuss theories of motivation;

3

» State the benefits of motivation to work situations

®,
o

Explain types of motivation;

R

% Mention ways in which employees can be motivated,;

®,
o

Comprehend the meaning of job satisfaction;

3

» Highlight the importance of job satisfaction; and

®,
o

State the factors influencing job satisfaction
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3.0 Main Content

3.1 Concept of Motivation

Motivation is a goal-directed behaviour that isitalvcomponent of Personnel/HRM
and an important aspect that encourages peopféetaioeir best effort and contribute
to the achievement of organisational goals. Motdrats the process of energising,
directing, and maintaining one's efforts towardiacing a goal (Robbin & DeCenzo,
2011). Workplace motivation has been characteasdtie totality of mechanisms that
determine the arousal, direction, and maintenahe®ik-related behaviours (Stueart
& Moran, 2007). As a result, motivation is an imt&lr feeling as well as a constant
process based on unending demands.

Motivation is defined as a course of action thapuissued with tenacity (Mullins,
2007). Armstrong (2007) defined motivation as "Hagiables that encourage people
to behave in certain ways." Motivation, accordiogStueart and Moran (2007), is a
process that governs individuals' choices betweffarent voluntary activities and
their willingness to devote energy in order to anpbish a goal or reward. As a result,
inspiring high levels of employee performance isritical organisational concern,
because well-motivated employees have clearly ddfgoals and execute actions that
they expect to achieve those goals.

Motivation is a comprehensive personality traitttislinked to a wide range of
impulses, wants, and desires. Motivation is a psiggdical phenomenon in which an
organisation's needs and desires must be met thrtlwg establishment of a
compensation plan (management study guide, 202i)s, Tmotivation is concerned
with why people pick one course of action over heotind stick to it, often for a long
time and in the face of hurdles and problems (Mg|l2007).

Furthermore, motivation is the internal drivingderthat propels an individual to attain
specific goals in order to meet defined requiremeAs a result, every motivational
system is dependent on managers; for example, heywdpply their knowledge of
employee needs and desires; the organisationaloerméent that releases the capacity
for work; the quality of training received by capalemployees; and the pride these
employees have in the organisation (Stueart & Mo2&®7). Because it influences
both employee performance and organisational @ffseess and productivity, it is the
manager's obligation to use sound judgement inrdodmake the system work.

3.1.1 Types of Motivation

According to Herzberg, there are two different tyjpé motivation (Stueart & Moran,
2007).

A. Intrinsic motivation: Intrinsic motivation is a type of motivation thaiginates
from within a person. It is tied to psychologicakténtives, which are mostly
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established by the managers themselves. Autondmeatiility to act), breadth of
use, improving skills and abilities, intriguing ardifficult profession with

opportunities for advancement, earning appreciattoncommendations, and
recognition are just a few of the elements. Intdmsotivation is concerned with
the quality of one's work life, and because itniserent in the individual rather
than being imposed from without, it is more likedyhave a longer-term influence.

B. Extrinsic motivation : Extrinsic motivation refers to what is done tofor people
to keep them motivated. It has to do with monetacgntives that are decided at
the organisational level and are beyond the matsagentrol. Extrinsic motivation
can produce a profound but short-lived sense afitan This contains both rewards
and penalties (pay raises, promotions, and fringeefits) (disciplinary action,
criticism, and withholding pay amongst others).

3.1.2 Benefits of Motivation in Libraries and Information Centres

Motivation is a complex and personal trait thahffuenced by a variety of factors.
Therefore, managers must choose from a varietytraftegies to encourage
employees to stay committed to their jobs. Theofelhg are some of the benefits
of motivation in the library and information centie outlined by Mullins (2007);

Robbins (2015); and Sims (2002):

1. Improve level of employees’ efficiencyBecause the level of an employee's
performance at work is determined not only by digations and abilities,
but also by motivation, which helps stimulate attitat will increase
productivity, reduce the cost of operations, andriome overall efficiency,
motivation leads to an optimistic and challengittguwede among employees
at work.

2. Leads to stability of the work force:Because of their sense of involvement
in management, a highly motivated employee will aemloyal to the
company. This will result in workforce stability da positive public image,
which will attract competent and qualified employée the firm.

3. Satisfaction: Motivation is an important aspect that contributeemployee
satisfaction, self-development, helps to create amdmote pleasant
relationships in the workplace, and increases goamylis profit and success
owing to the contributions of its employees.

4. Attainment of goals: Cooperation and the acquisition and achievement of
organisational goals would result from well-cooated, effective, and
motivated staff.
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5. Resource utilisation: Motivation will promote efficient use of people and
material resources as well as a collaborative veorkronment.

6. Performance: It will help employees achieve their personal goahd
enhance organisational performance.

7. Work attitude : Motivation will promote optimistic and challengjrttitude
at the work place.

3.2 Theories of Motivation

Individuals have pre-existing wants, according totisation theories; nevertheless,

these requirements are complicated, and organmisatian encourage people by
fulfilling them. To understand human motivationveral theories and models have
been proposed. Accordingly Armstrong (2007); Robii?015); Stueart and Moran

(2007); and Whetten and Cameron (2007) statedhleat theories or models can be
classified as follow:

3.2.1 The Classical Theories of Motivation

According to traditional motivation theories, tmstruments that managers might use
to inspire employees are their needs. This appreaciyses the unique needs that
contribute to motivation, as well as attempt tolakpthe nature of human wants, or
what employees desire and require. The following ssme examples of classical
motivation theories:

A. Maslow’s Hierarchy of Needs

In the 1940s, a psychologist named Abraham Maslopgsed that everyone has
needs, and that these needs can be categorisezhmtuerarchy. He posited that
an individual must first satisfy a lower-level desbefore pursuing the fulfilment
of a higher-level need. When wants are met, theg kheir motivating powers
until they are reawakened, and only unmet needsiremotivators. Maslow
grouped needs into five categories:

+ Self-actualisation needs:Self-actualization entails realising one's full
potential in order to become everything one is bépaf (growth and self
fulfilment).

+ Esteem needsEsteem needs are represented as one of the k&g stag
achieving self-actualisation, feelings of power, If-senfidence,
achievement, recognition, attention, and prestigafidence, strength, and
self-belief.
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«+ Social needsSocial needs refer to the need to form bonds witlers in
order to alleviate emotional issues such as degpdianxiety.

+ Safety and security needsThese are human beings' most basic need.
Personal and financial security, health and weilidpeand the fear of being
denied of fundamental physiological needs are arflyw of them.

+ Physiological needs:These are the most basic requirements needs for
human survival. They are food, water, shelter,slsex and other physical
and bodily needs. If these needs are not satisfitite degree necessary to
sustain life, the other needs will provide littletivation.

Furthermore, according to Maslow, psychological aafety needs are lower-order
needs that are mostly satisfied externally; higiveler needs such as social, esteem,
and self-actualisation are satisfied inwardly. Herto motivate someone, you must
first figure out where they fall on the hierarchiyn@eds, and then focus on meeting
their needs at or above that level. When managarsMaslow's hierarchy of needs
theory to motivate their employees, they normalpté meet their needs.

Self Actualisation

Esteem

Social

Safety

Psychological

Fig Maslow’s Hierarchy of Needs

B. Herzberg's Two-Factor Theory of Motivation or Motivation-hygiene Theory

Frederick Herzberg and his research collaborateveldped on and refined Maslow's
concepts in the late 1950s. Herzberg created aytteamotivation that focused on
employee motivation in the workplace. People, atiogr to the theory, have the
ability to accurately report conditions that makerh happy or unhappy at work.
Extrinsic factors are associated with job dissati8bn, whereas intrinsic aspects are
associated with job satisfaction and motivation.

Certain factors were consistently linked to jobisfattion, whereas others were
consistently linked to job dissatisfaction, accogdito Herzberg. Motivators are a
range of factors that make employees feel good tathair jobs and are useful in
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motivating people to achieve higher levels of perfance. The work itself, such as
aspects of the job that provide the worker withspaal fulfilment; responsibility
(being able to work without supervision and beiagponsible for one's own efforts);
and advancement are all intimately tied to theaatantent of the job. Another set of
factors, labeled hygiene or maintenance factorgibszberg, concerns the working
conditions. Salary, job security, status, workingnditions, supervision quality,
corporate policy and administration, working ciratemces, and interpersonal
interactions are some of these factors. Theserfadtmnot lead to job satisfaction or
act as motivators.

However, if these factors are insufficient, dissfatition results. These two sets of
factors are relatively independent of one anothed each has a different effect on
behaviour. When people are happy in their caréeisshecause they enjoy what they
do. They are frequently unsatisfied with the atniesp in which they work when they
are dissatisfied with their jobs. He believed thatfactors that lead to job satisfaction
and job dissatisfaction were different and distidd a result, managers who seek to
eliminate factors that cause job dissatisfactioy beable to keep workers from being
dissatisfied but may not be able to encourage tBespite criticisms of his techniques
and approach, Herzberg's idea was very popular fihenmid-1960s through the early
1980s. Although some critics argued that his thewas oversimplified, it has
influenced how organisations design jobs today.

C. McGregor’'s Theory X and Theory Y

Douglas McGregor proposed Theory X and Theory Y1B60, implying two
characteristics of human behaviour at work: Thebry a pessimistic (negative) view
of people, whereas Theory Y is a positive one. btpd that managers' perceptions
of individual nature are based on a variety of agstions.

« Theory X's Assumptions
X An average employee intrinsically dislikes workgsrto avoid it whenever
possible, resists change, wants to avoid respditisihi and needs to be closely
controlled to work effectively.
X Many employees prioritise job security over amiitg aspiration, resulting in
little ambition or aspiration. Since the employe®sl not want to work, he has to be
persuaded, compelled, or warned with punishmenasséo achieve organisational
goals. Thus, a close supervision is required orpéreof managers.

<> Theory Y Assumptions
Employees like work, seek out, accept, and exesa#fedirection. Thus:

« Employees may regard their work as uncomplicatetraatine.
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% They may not need only threats, external contmotampulsion to function,
but they can employ self-direction and self-conif¢they are motivated and
serious about achieving corporate objectives.

Employees will be loyal and committed to the orgation if they have a
rewarding and satisfying job.

Employees possess talents and abilities. As atresoployees' logical ability,
creativity, resourcefulness, and innovative potgran all be fully leveraged
to address organisational issues.

According to McGregor, management practise showddgnided by Theory Y
assumptions. Employee motivation, he posits coaldrthanced through participation
in decision-making, responsibility and challengiamployment, and good group
interactions.

*,
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3.2.2. The Process Model or Modern Theories of Motivation

Modern motivation theories, often known as proaaesslels, are current theories and
explanations of employee motivation. Internal ctigei states and situational

circumstances interact in the motivating processpaling to the hypothesis. The
individual is a driving force, choosing behaviolrased on his or her wants and
expectations of which behaviours will result in thesired reward. The following are

some of the most well-known motivation process nmde

A. Adams’s Equity Theory

The Equity theory of job motivation was establishgdehavioural psychologist John
Stacey Adams. This theory is about people's immesof how they are treated in
comparison to others. Equity is always a comparsoness that includes feelings and
perceptions. It has to do with the idea of fairnassl equitable treatment when
compared to others who behave similarly. Therddntp of evidence that employees
compare themselves to others and that inequitc@fieow much effort they put in.
There is no problem if an employee believes héo iatequitable in contrast to those
of relevant individuals. However, if the ratio ishalanced, he or she perceives herself
as being under- or over-rewarded. Employees trgawect disparities when they
occur. Lower or higher productivity, improved ordueed production quality,
increased absenteeism, or voluntary resignatiotddmithe result.

Originally, the focus of Equity Theory was distributive justice, or the perceived
fairness of the amount and distribution of rewaad®ng persons, but now it focuses
on procedural justice, or the perceived fairness of the method usedtabéish the
distribution of rewards. Employees who feel undatpéll usually try to make up the
difference by working less, whilst those who feedipaid would try to make up for it
by working harder. Employees must believe thataard system is fair, according to
the Equity theory, good managers will strive tombain a balanced reward system and
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ensure that workers are informed of how highly blsirewards, such as pay or
promotions, are distributed.

B.) Vroom’s Expectancy Theoryof Motivation

Expectancy Theory is the most comprehensive ddsoripf how employees are

motivated. According to Vroom's theory, people Wil motivated to perform to reach
a goal if they believe in the goal's value andéyaithat what they do will help them
achieve it. It is more difficult to comprehendghiheory than the content theories. It
emphasises how motivation is influenced by a péssnaeds and objectives. The
theory focuses on a person's decision-making pscaed how they determine whether
or not to make an attempt to achieve a given gida. expectancy model is made up
of the following four elements:

++ Force: This refers to a person's desire to attain a pemal.

% Reward value or attractiveness:This refers to how important a specific
outcome or goal outcome or reward is to an indiaidu

++ Valencerecognises the individual's aspirations and needs.

% Expectancy or effort performance linkage:An individual's perception of the
likelihood that exerting a specific amount of effaill result in a certain degree
of performance (a particular outcome will lead tdesired result, a result that
is called the first-level outcome).

% Instrumentality or performance-reward linkage: This is the degree to which
a person feels that a first-level (specific) outeois linked (instrumental to
achieving) to a second-level (desired) outcomeciwvig described as a human
need such as companionship, esteem, or accomplishme

Vroom’s model formula: Force = Valence x Expectancy Instrumentality

Understanding an individual's objective and theatiehship between effort and

performance, performance and reward, and rewamdisaividual goal satisfaction is

crucial to Expectancy Theory. Because there isameal concept for explaining what
motivates people, the theory emphasises that memageist understand why

employees find various outcomes appealing or urape Expected behaviours are
also emphasised in the theory. Thus, combiningezoporary theories of motivation

reveals that many of the ideas underpinning theribe are complementary; as a
result, managers must consider how the theoriesofjether in order to better

understand how to motivate people.

C McClelland's Three -Needs Theory of Motivation

According to David McClelland's theory, there ameet acquired (not natural) needs
that are key motivators in the workplace. The threeds are:
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+ Need for achievementThis is the drive to succeed and excel in retatma
set of standards.
+ Need for power This is the need to make others behave in a Wwal/they
would not have behaved otherwise.
+ Need for affiliation: This is the desire for friendly and close integomal
relationships.
According to research, people with a high demamdéhievement, aim for personal
achievement rather than the trappings and rewdrsisogess. They want to do things
better or more efficiently than they have in thetpand they often prefer jobs that
allow them to take personal responsibility for sy problems, receive immediate
and unambiguous feedback on their performanceetdf $bey are improving, and set
moderately challenging goals. Higher achieversdassignments that they consider
to be too simple or too demanding. According to N&di@nd, employees can be
trained to excite their success desire by puttiegtin circumstances where they have
personal responsibility, feedback, and reasonadits.rThus, the best managers have
a strong need for power and a low need for affiiat

D. Goal-Setting Theory

Edwin Locke first proposed the goal-setting thelarthe 1960s. This theory assumes
that specific goals improve performance, and difficyoals, when accepted by
employees, result in higher performance than easg.ol' hus, setting goals helps staff
focus on what matters most to the company. Howesetting challenging yet
attainable goals (also known as stretch goals)shefpployees understand what they
should be aiming towards. There are several proposiin the theory:

++ The desire to work hard and achieve specific gizatspotent motivator that,
under the right circumstances, can lead to impr@ertbrmance.

« It is necessary to have both goals and feedbackrider to maximise
performance.

+ People must be convinced that a goal is signifieenat that it is reachable or
somewhat reachable before they will commit to it.

% The greater an individual's self-confidence, thghbi the objectives they are
willing to set, the more devoted they are to togghls, the more resilient and
persistent they are in the face of failure, thedsetsk strategies they are likely
to create, and the better they will perform.

« Participation is more useful as a tool for exchagginformation and
establishing task solutions than it is for buildo@mmitment to goals.

¢+ The higher the level of satisfaction, the more sgstul the performance in
respect to the goals.

Finally, achieving a goal that has been set is gatisfying and fulfills both the

need for self-esteem and achievement. It oftenudéites an employee to try to do
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even more the next time. Goal setting that incatfes only a few of these elements
will not be successfulhis theory plays a key part in the performanceagament
process

E. Behaviour Modification Theory of Motivation

One of the most prominent proponents of the behaalschool of psychology, B.F.

Skinner, offers managers yet another motivatiomatg@ss model. Unlike the other
motivational theories addressed, behaviour modifinais based on observed
behaviour rather than personal attitudes, wishesnaotions. Skinner focuses on
operant behaviour, or behaviour that has been radudchd modified, or controlled,

by its outcomes. Individuals behave in certain wagsa result of reinforcing (a

consequence that follows a reaction and incre&selikelihood of a similar response
in the future). It can be monetary (food or monewy)ntangible (praise or attention)
rewards for similar behaviour in the past. Skinpeoposes four approaches to
changing behaviour

KD

% Positive reinforcement: This refers to a reward provided after a behavtbat
the motivator wants to see continue. Positive cegdgment reinforces the
behaviour and increases the likelihood of it odagragain. It is the most long-
lasting means of motivating others. Managers capl@mpositive stimuli like
compensation increases, promotions, and recognition

% Negative reinforcement Negative reinforcement occurs when a behaviour is
followed by the termination or withdrawal of somethundesirable. For example,

if a supervisor criticises a worker for arrivingdao work, the worker's desire to
avoid the criticism may motivate the person tovarion time.

% No reinforcement: When a behaviour is not reinforced in any wayfrigguency
decreases and eventually ends. This results irhavimir's extinction. If a boss
does not reward or criticise a worker who speaklsllipto get the management's
attention, the unpleasant behaviour is not reigfdr@nd it will soon stop.

°,
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Punishment Punishment is an unpleasant occurrence that s@ua result of
unacceptable behaviour, with the goal of redudiegécurrence of that behaviour.
Managers can punish employees by demoting theimirog them.

Some have questioned Skinner's approach, clairhiaigitt regards persons as inert
objects and rejects the concept of individual frée In practise, applying behaviour
modification ideas in the workplace is more difficdhan in the controlled
environment of a laboratory. Although the workpladfords many opportunities for
managers to exercise behaviour modification on eyags, those who do so must do
so in an atmosphere where uncontrollable varisdnlesonstantly present.
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F Job Design Theory of Motivation

Job design theory describes how tasks are intejtatform entire jobs, and the jobs

that workers perform in an organisation should engilve by chance. Managers are
encouraged to design tasks consciously and thaubyhtb reflect the demands of the

changing environment, the organisation's technglaggt employees' talents, abilities,
and preferences, and when jobs are structuredsimiginner, employees are motivated
to work hard. The five key job dimensions are dl®fes:

« Skill variety: Skill variety refers to the degree to which a jobdrporates a
variety of activities, allowing the worker to useariety of skills and talents.

+ Task identity: The degree to which the job necessitates the cdimplef a
complete and recognised piece of work.

+ Task significance The importance of the job is determined by howcmit
influences other people's lives and work.

« Autonomy: This refers to the degree to which the job allomesindividual to
schedule work and determine the procedures tollmavied.

+ Feedback The extent to which doing the job's required wackivities results
in the employee receiving immediate and clear faekllon the effectiveness of
his or her performance.

3.3 Ways of Motivating Employees in the Library andinformation
Centre

According to Armstrong (2007); Sims (2002); and €std and Moran (2007),

managers can use any of the following approachesge employees to give their

quota to the company's growth:

a. Time management Helping your employees to have effective time agament
will ensure that things are done the right way.

b. Stress managementManagers can establish a conducive environmemthiich
they can operate with their staff without interiopt They can arrange for
employee stress management training courses.

c. Counselling: Managers can utilise counselling techniques toter@aenvironment,
provide incentives, and provide support for empésyto attain their goals.

d. Feedback: Managers should endeavour to give regular andticanive feedback
on happenings within the organisation. This willphia boosting workers’ morale
and motivation. As managers, try as much as passiok to give room for
favoritism or comparison and do not base feedbackssumption but facts.

e. Acknowledgement As managers, learn to acknowledge the contribatif your
staff towards the growth of your organisation. Mdtka point of duty to mention
any outstanding achievement of your staff in thelipuspace.

f. Be a part of new employees’ induction programmes.
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g. Benefits: Provide your staff certain work benefits like paidcation, insurance
benefits, bonuses.

h. Familiarity: Supervisors should be familiar with their subordé&sa Job
satisfaction is influenced by the relationship besw superiors and subordinates.

i. Evaluate yourself In order to inspire, control, and encourage yemployees, you
must first understand, encourage, and control gaur behaviour as a manager.

j- Respect:Learn to respect the employees’ right to shari thews.

k. Job enrichment: Encourage job enrichment by allowing for a bettaliy of work
life. Assist them in advancing their careers byvdimg possibilities for progress
and promotions.

I. Flexibility: As managers, never be rigid on issues. Stimulatébfe attitudes in
your workers.

m.Creativity : Promote and encourage creativity in solving oiggional problems.

n. Communication: To motivate your staff, ensure effective commatian through
the adoption of questioning techniques as agahestuse of anger to express
yourself on issues.

o. Listen effectively: Cultivate the habit of listening attentively to athyour
subordinates have to say. Such an act goes a laggarhelp motivate them and
boost their morale.

p. Smile: Smiling may enhance employee morale and create t@ating work
atmosphere.

g. Role model:Be a good role model to your staff by setting gegdmples.

r. Opportunity: Give them learning opportunities to acquire neillssén the job and
develop their competencies

3.3.1 Current Issues in Employee Motivation in Orgaisations

Employee motivation has never been easy, giventhieat all have different needs,

personalities, talents, abilities, interests, gutit@des when they first join a company.
Thus, in today's global corporate context, managemot assume that motivational
programmes that work in one area will work in othéonsequently, current studies
on employee motivation are influenced by some keykplace challenges, such as
cross-cultural barriers, inspiring unique groupsvofkers, and designing appropriate
reward programmes (Robbins, 2015). As a result,ple&n expectations and

perceptions on what their employer is allowed tpuiee of them differ.

Furthermore, managers can preserve or even raigyee motivation during times

of economic and financial uncertainty by:
+ Defining each person's role in the firm.
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» Demonstrate how their contributions are helpingprove the organisation's
overall condition.

To allay anxieties and concerns, keep lines of camoation open and use
two-way interactions between top-level managemedtsaff.

Managers must continue to take steps to demondtiagenployees that the
company cares about them.

Employees that are motivated to be there at afspemdment provide value to firms.
Managers must provide employees with a cause td teabe there. As a result,
managers must think in terms of flexibility in orde maximise motivation among
today's workforce, and a diversified array of refgais required to encourage
employees with a wide range of needs. Employeenthee programmes are also
effective in inspiring acceptable employee behavidhe following are some of the
more well-known reward programmes:

+ Open-book management: This is a motivational method in which all
employees have access to an organisation's filaedaunts (books).

+ Employee-recognition programmes: These are programmes that include
individual attention as well as demonstrations rikliest, approbation, and
gratitude for a job well done.

« Pay-for-performance programmes: These are variable compensation plans

that pay employees based on a performance metric.

*,
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**

*,
**

3.4 Concept of Job Satisfaction

Job satisfaction is a multidimensional term withnpaifferent aspects. It refers to a
person's level of satisfaction with their work. Argon's emotional reaction to his or
her employment is known as job satisfaction (MglliB007). Job satisfaction refers to
a person's overall attitude about their work (Robl& Coulter, 2016).

Job satisfaction is more of an attitude, an intestete of being that might be linked

to a sense of personal achievement. It is influgrmea person's capacity to execute
required duties, the organisation's level of comicmtion, and management's

treatment of employees. Thus, it is the feeling pecteption of a worker regarding

his/her job and how s/he feels well in an orgaigsatiedunotes, 2021).

3.4.1 Importance of job satisfaction in the Libraryand Information Centre

The following are some of the reasons that jots&attion is so important in the
library and information centre.

a) Job satisfaction leads to higher productivity amttdr organisational performance.
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b) It generates employees’ lower turnover and helpeimee customer satisfaction.
c¢) Job satisfaction reduces employee absenteeismcaitkats.

d) Helps to earn higher revenues for the organisation.

e) Satisfied employees are able to handle pressure.

f) It helps to create a better working environment.

3.4.2 Factors that Determines Job Satisfaction irhe Library and
Information Centre

Job satisfaction is a subjective concept that fficdlt to scientifically measure
because itis influenced by a number of factomudlined by Juneja (2018) to, include:

Organisational factors: This revolves around policies, procedure, employee
relations, nature, size and structure of the omgdiuin, leadership style, working
condition, nature of work and technology.

ii. Social factors: This includes relationships with co-workers; graugrking norms,

informal structure, and the ability to interactisdly. These are all examples of social
elements.

Environmental factors: These include economic, social, technologicald an
governmental influences.

. Individual factors: These include personality, educational qualificaio

intellectual level, talents, age, marital situatiand work orientation

Cultural factors: These are attitudes, beliefs and values.

4.0. Summary

You learned about motivation in libraries and imfation centres including its
definition, benefits, types, theories, and methafdsotivating personnel. The concept
of job satisfaction, its importance, and the eletséimat can affect job satisfaction were

also explored in this unit.

5.0 Conclusion

Motivation and job satisfaction are two psycholagiconcepts that have to do with

and influence how employees feel about their j@lbey are demanding activities that

managers face in the workplace. As a result, irelofdr managers to persuade
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employees to put forth maximum effort, they mustlenstand how and why they
should be motivated, as the value in an organisasialerived from individuals who
are driven to work and get maximum job satisfaction

6.0 Tutor Marked Assignment

1. Define motivation and discuss the benefits of nadton in the library and
Information Centre.

2. Define job satisfaction. What are the factors taat affect job satisfaction of
library personnel?

3. What do you understand by the term process modstuBs extensively the types
of process models/modern theories of motivation?

N

. Discuss ways by which library personnel can be vatdid.
5. Discuss your understanding of the following the®é motivation:
e Maslow’s Hierarchy of Needs Theory.

e Behaviour Modification Theory of Motivation.
e Vroom’s Expectancy Theoryf Motivation.
e Herzberg’s Two-Factor Theory of Motivation.

e Goal-Setting Theory.
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UNIT 4: LEADERSHIP
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1.0 Introduction

In this unit, you will be exposed to the concepleafdership, its importance, leadership
styles and theories of leadership. The knowledg# hélp you shape your
understanding as a prospective Head of Libraryfameof an Information Centre.

2.0 Objectives

By the end of this unit, you will be able to:

3

» Understand the meaning of leadership;

R

% State the importance of leadership;

*,
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Discuss the types of leadership styles; and

3

» Explain the theories of leadership.

3.0 Main Content
3.1 Concept of Leadership

The activities that take place in today's workplace concentrated on interpersonal
relationships. As a result, a complicated socialirenment characterised by
confrontation, miscommunication, manipulation, aogity, and conflict has emerged.
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Therefore, it is the responsibility of managementadordinate people's activities and
direct them toward the organisation's goals anceaibjes. This act entails the
leadership process as well as the selection ofpgnopriate course of action and
behaviour.

Leadership is a key component of organisationatess; it is the process through
which personnel are led, guided, and influencedatdwachieving certain objectives
in a given setting. Leadership is described apthetise of guiding and influencing a
group to achieve its objectives (Robbins & DeCer84,1). Leadership, according to
Carpenter, Bauer, and Erdogan (2012), is the apecduading others to cooperate
toward a common objective. Hence, the overall gbdadership is to do more than
merely get things done. It entails doing it in aa® way, one that demonstrates true
regard and concern for the well-being of everyanmlived in the job or activity at
hand (Plecas, Squires & Garis, 2018). As a reldtership does not always act in
accordance with the organisation's hierarchicakstire.

Leadership is an essential management function ¢mables an organisation's
resources to be directed for increased efficiemzl goal achievement. According to

Stueart and Moran (2007), leadership is the alilitynspire trust and support among
followers, allowing a group to achieve its objeesv Thus, leadership makes
organisational potential a reality. Mullins (20@30 described leadership as "getting
others to follow" or "getting people to do thingsluntarily," as well as "the use of

authority in decision-making."

Leadership can be evaluated in terms of the funatiothe leaders as well as their
capacity to get others to do well. Therefore, galiging about leadership is hard, but
it is simply a relationship in which one person trols the behaviour or actions of
others. Consequently, library managers must conemettihe nature of leadership,
influence, elements that influence interpersoniatienships, and the effectiveness of
leadership relationships in libraries and informattentres.

3.1.1 Importance of Leadership in the Library and hformation Centre

Leadership is a crucial management function ttds &i the optimisation of available
resources in order to achieve corporate objectiVess, instead of command and
control, leadership is increasingly connected \ligh concepts of inspiration, getting
along with others, and developing a vision thatathcan identify with. As a result,
the following are some of the reasons leadershipngortant in the library and

information centre as outlined by Armstrong (20aByahim (n.d.); Pal (2021); and
Robbins (2015):
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a) Motivation: Leadership motivates and inspires individualsubfprth their talents
for the fulfillment of organisational goals in atigent with strategic plans.

b) Communication: Through effective communication, the mission arsilon of an
organisation is revealed by the leader to the glibates which enhances effective
and efficient coordination of work.

¢) Guidance: A good leader provides guidance by instructing amnaining
subordinates on how to work with the organisatigisen and goal in a productive
and efficient manner.

d) Delegation: Effective delegation and empowerment are key coraptanof good
leadership. As a result, the leadership relatignshi not restricted to leader
behaviour leading to subordinate behaviour.

e) Effectiveness: Leadership is a two-way process that has an impacboth
individual and organisational performance. As aultgesthe leader-follower
connection is mutually beneficial and successful.

f) Promotes interpersonal behaviour Leadership promotes interpersonal behaviour
by balancing conflict of interest of all subordiestand stakeholders in the
organisation.

g) Promotes efficiency Leadership creates confidence and design eftectiv
organisation to enable followers to function etfiaily and effectively.

h) Creativity: Leadership encourages creativity and boost thelmaf subordinates
to express themselves in order to encourage neas,dmd innovations

3.2 Types of Leadership Style

Leadership can be defined as a personality traitsat of behaviours (Mullins, 2007).
As a result, not all leaders work in the same whgir approach changes depending
on the kind of individuals with whom they contatleader's typical behaviour and
attitude when guiding, motivating, managing, dimregtpeople, and implementing
goals in an organisation is referred to as theadéeship style. The following are
examples of leadership styles as outlined by Kolg2®14); Oxford reference (2021);
Plecas, Squires and Garis (2018); Robbins, DeCanddCoulter (2011); and Stueart
& Moran (2007):
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Authoritarian or Autocratic leadership style: This refers to a leadership style in
which the leader has complete control over allglens and receives little or no input
from the rest of the organisation. An autocratisddictates policy, work techniques,
processes, and procedures, and guides subordiwaté&siithout their involvement.
Benefits include the ability to make quick decisipaspecially in stressful situations,
and a well-defined clear chain of command. It dbesyever, inhibit group input and
knowledge from subordinates; it also discouragemvation and out-of-the-box
thinking while setting regulations.

ii. Democratic or participative leadership style:This is a kind of leadership in which

group members are involved in the decision-makiraggss. Every member of the
group is given the opportunity to speak, ideasfegely discussed, and debate is
encouraged. This approach recognises that emplogeesstakeholders in the
company and have the right to speak up. They gmpl@&yees who will be most
affected by specific decisions the ability to papate in and/or make decisions about
those problems. This is one of the most effectaadérship styles, as it leads to
greater production and group morale. It encourageslity while the leader provides
direction and authority. Encourage people to stiai thoughts, be creative, and be
rewarded. When position description is unclear, éxmv, it can lead to
communication breakdowns, as well as poorer satisfaand morale.

Bureaucratic or administrative leadership style Over time, bureaucratic
leadership styles evolve. The organisation's reiguis.and policies are scrupulously
followed by the leaders. They also ensure thaff $tdfow the regulations and
procedures to the letter. Employees are promotsddcan their ability to follow
organisational rules. As a result, this style i#dresuited to situations when quality
and safety are necessary. It, on the other hamdpéizs creativity and does not lead
to employee self-satisfaction.

. Laissez-faire or delegative leadership styleThis is a form of leadership style in

which leaders delegate responsibility for a groaffairs to its members. Because
the leader abdicates responsibility and avoids nga#tecisions, the group frequently
lacks direction. In instances where group membersrmre knowledgeable than the
group leader, this type of leadership style, whathmulates personal growth,
innovation, and faster decision-making, is benafidt does, however, result in a
poor level of productivity among group members.

Charismatic leadership style This is a sort of leadership defined by the leade
favourable personal attributes. Charismatic leadergonsidered as having inspiring
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visions and being able to enthuse and persuadeftiiewers to identify with the
vision through their persuasion skills and abitityimpact followers' emotions. In
essence, charismatic leadership is based on herdisenability of the leader to
explain a fascinating or compelling vision and tgsdct inefficiency within an
organisation are both advantages of this leaderstyglp, which often result in the
leader's ability to discover solutions to a numtifechallenges. Such leaders, on the
other hand, can increase organisational risk addreger members' well-being.

Transformational leadership style: This is a type of leadership style that motivates
others to make positive changes. It entails thdiggin of charisma. The leaders
serve as role models, and they are usually vivacienthusiastic, and passionate.
They are also concerned with empowering each mewfhiie group and aligning
the objectives and goals of individual followemaders, the group, and the wider
organisation. The focus is on changing the orgéinisand the people who follow
it. They inspire and educate by sharing a commsioriof the future. Because they
expect the best from everyone and hold themsekesuatable, they communicate
with and motivate their group. Integrity, self-aenaess, honesty, and empathy are
characteristics of transformational leaders. lisib®wever, necessitate frequent and
consistent feedback, as well as the requirementhba followers agree with them.

Transactional/Managerial leadership style This is a type of leadership that
emphasises supervision, organisation, and grouferpeance. It centres around a
series of activities that involve followers anddeses exchanging information. They
are in charge of day-to-day operations. It entpiisnarily appealing to the self-
interest of followers to motivate and direct thehhis type of leader focuses on
completing certain objectives and uses rewardspamishments to motivate their
followers. This approach, however, is consideradfficient in terms of developing
maximal leadership potential because it might tesul the formation of an
environment dominated by status, power, benefitd,plitics.

Servant leadership style A servant-leader is someone who leads by satigfthe
needs of the followers, regardless of their positiothe organisational ladder. This
sort of leadership fosters a caring environmenttiich employees feel valued and
respected. The growth and well-being of peopletarccommunities to which they
belong are at the heart of servant leadership. Timgyove the lives of others by
focusing on improved organisation and, as a resulfjore caring and equitable
world. Instead of focusing on amassing power, ldegler shares power and assists
others in performing at their best. This leadershyte may not fit every organisation,
and the team may lose sight of its objectives.
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3.3Theories of Leadership

Leadership theories are the explanations of how wahy certain people become
leaders (Western Governors University, 2020). Lestdp theories are schools of
thought that focus on the traits and behavioursitigividuals might adopt to improve
their leadership abilities. Because of its comas varied character, there are many
different techniques to analyse leadership. Assaltethere are numerous theories of
leadership, but only a handful are well-known; theg crucial to comprehend and can
assist you in determining the type of leader yoatwa be. Consequently, Armstrong
(2007); Fleenor (2006); Juneja (2018); Kolzow (20X3axford reference (2021); Pal
(2021); Plecas, Squires, and Garis (2018); anda®twend Moran (2007) outlined
examples of leadership theories to include:

3.3.1 Great Man or Trait Theory of Leadersip

The Great Man or Trait Theory of Leadership is ofieche earliest theories of

leadership. Leadership is determined by specifioege features, such as
personality traits, that distinguish leaders frahofvers. According to the theory,

good leaders are born, not made. They possessahaharacteristics and skills

that distinguish them from others and cannot bghtilHence, they are deserving
of their current position. This theory which focasen the physical and

psychological characteristics, competences, andegadf leaders (traits - intrinsic
characteristics of a person) was the foundatiothfermajority of early leadership

research. (Fleenor, 2006). The focus is on thegoeon the job rather than the job
itself. It implies that the selection of leaderceaiwes more emphasis than
leadership training. This idea provides useful infation about leadership (how
people might act), but it doesn't explain why thgéght act that way. People at all
levels and in all types of organisations can useGheat Man theory. Managers
can use the theory's knowledge to evaluate theiitipn, and determine how it

might be strengthened within the organisation.

The Great Man or Trait Theory has a number of athgas. These include:

It provides extensive information and comprehensiotine leader in
the leadership process.

¢ A clear understanding of the theory would help ngemns to recognise
their strengths and weaknesses, and how they mnigiibve their
leadership abilities.

¢ It can be used to evaluate an individual's leadiergpiralities.
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% ltis a valid theory since the foundation and bafstne idea have been
validated by several studies.

Disadvantages of The Great Man/Traits Theory

+ There is bound to be some subjective judgemengtiarchining who
is viewed as a good or successful leader.

«+ The theory is quite complex and ignores situati@m@lumstances.

++ The lists of possible attributes are often vergéamnd there is not
always consensus on which are the most crucia grccessful
leader.

3.3.2 Behavioural Theory of Leadership

The Behavioural Leadership Theory focuses on haddes behave and argues that
these traits can be replicated by other leaders.thidory was premised on the basis
that a leader's actions and actual behaviourselsfincess. As such, successful leaders
are not born, but may be developed via the appdicadf teachable skills. This
leadership style is defined by patterns of behavioat are observed and classified as
task-oriented leaders, people-oriented leadersysstquo leaders, and dictatorial
leaders

Advantages of Behavioural Theory of Leadership
The behavioural theory has the following advantages

+ Leaders can learn and pick what actions they wat#tke to become
the type of leader they want to be.

+ Allows leaders to be flexible and adjust to chaggiircumstances.
« It implies that anyone can succeed as a leader.
Disadvantage of Behavioural Theory

X3 While it allows for flexibility, it does not direlst recommend how to respond
in a given scenario.

3.3.3 Relationship Theory of Leadership

Relationship Theory of Leadership focuses on leaddro are primarily concerned
with their interactions with others. These kinddeafders strive to make work fun for
as many people as possible while also fosteringsitipe work atmosphere. As a
result, relationship-oriented managers are moeyliko receive greater results from
their workers.
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Advantages of Relationship Theory of Leadership

% Mentorship provides fantastic possibilities for doyees to improve and
motivates them to stay in the business for a loagesunt of time.

« Employees feel confident in their leader and wariblow them.
Disadvantages of Relationship Theory of Leadership

++ Relationship-driven executives may be hesitanetomersonnel who are
causing difficulties for what they are.

++ Relationships can get in the way of work, leadmg@ preference for
people above results.

3.3.4 Power Theory of Leadership

This theory examines the effects of positional gqedsonal power on leaders'
decisions and outcomes. It is concerned with homddes use their power and
influence to accomplish goals. It can be evidemrganisations where hierarchy and
advancement are important for success, but thislezoh to low morale, political
divisions, and the establishment of cliques inwekplace. The advantage of this
theory is that leaders with a lot of power may aupe be very efficient and get
things done quickly. The disadvantage of the paweory of leadership is that most
employees do not appreciate it. They prefer a lethdé does not rule over them but
instead collaborates and supports them.

3.3.5 Participative (Democratic)Theory of Leadersip

Victor Vroom and Philip Yetton conceptualised thigproach in 1973. The theory
suggests that employees should be directly involwvedrganisational decision-
making, and the leader should be able to adjusbhiser style to varied conditions.
The leader merely facilitates a discussion, comsiddl of the ideas, and determines
the best course of action. They also asserteditbesuse task structures have variable
demands for routine and non-routine operationsldebehaviour should be adjusted
to reflect the task structure. As a result, eveeybas a say in team and organisational
choices.

The advantage of this theory is that when emplogeesctively involved in the
organisation's decisions and outcomes, they feet mogaged and driven. Some of
the identified disadvantages are as follows:

% This leadership style makes leaders appear weak.
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% It is too complicated for the average manager ®arsa regular basis, despite
providing some good, scientifically validated irsig into crucial contingency
variables associated to leadership performance.

« Leaders do not get the best outcome because thégamengaged in what people
want more than what the organisation needs.

3.3.6 Contingency or Situational Theory of Leadersip

The contingency leadership theory, also known asmsbnal theory, focuses on a
leader's context. According to the theory, theradsone-size-fits-all approach to
leadership that can be applied to all situation®esE ideas examine the situational
repercussions of a leader's success or failures, The situational context has a direct
impact on a leader's efficacy. The theory takegecific leadership style and
proposes that good leaders can change their ldapestyle depending on the
occasion. The Hershey and Blanchard Situationabfh¢he Evans and House Path-
Goal Theory, and Fiedler's Contingency Theory axangles of Contingency
theories. The advantage of the contingency thesrthat leaders are able to be
effective regardless of the situation. The disathga is that it emphasises the
relevance of a circumstance, but it may overlookv Headership styles evolve
through time.

3.3.7 Management or Transactional Leadership Theory

This theory focuses on group performance, sup@vjsind organisation. It is a system
of incentives and punishments based on the assombi@t people only do things for
the sake of receiving a reward. It has the potkntabe incredibly effective.
Employees have been found to respond well to pesiteinforcement, which
encourages and motivates them to achieve.

4.0 Summary

Leadership is a crucial management function trds i the optimisation of available
resources to achieve corporate objectives. Youmézhabout leadership, its definition,
importance, types of leadership styles, and theaideadership in this unit.

5.0 Conclusion

Leadership is about being able to influence othed bringing an idea to life. It is a

method by which a manager can direct, guide, affueince employees' behaviour and
performance in order to achieve certain goalsdivan setting. As a result, leaders in
libraries and information centres should develoglgovisions, and motivate members
to attain the stated goals and visions for thetgregood of all.
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6.0 Tutor Marked Assignment

1.Define leadership theory. Describe the differgpes of leadership theories.
2.Explain why leadership is so important in the lifgrand information centre.
3.Discuss the different types of leadership stylearirorganisation
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UNIT 5: COMMUNICATION AND INTERPERSONAL S KILLS
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6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0 Introduction

You will learn about the concept of communicatié@meaning, importance, methods,
process, elements, factors that promote good corigation, and hurdles in this unit.
You will also learn about the various types dkmpersonal skills that library and
information centre managers should have. As a fiatdread of library or director of
an information centre, you will benefit from havitigs knowledge.

2.0. Objectives
By the end of this unit, you will be able to:

+« Understand the meaning of communication;

+ State the importance of communication;

+ ldentify methods of communication;

++ Explain the communication process;

++ Know factors that promotes communication

+» State the effects of technology on communication
+¢ |dentify the barriers to the communication process]
+«» Explain interpersonal skills.
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3.0 Main Content

3.1 Concept of Communication

Every organisation communicates on a daily basiallirsectors. It is a necessary
component of effective leadership. Communicatiosametimes referred to as the
"glue” that binds a company together. Managers cgpba majority of their time
engaging in various types of communication; as sulte they must learn and
understand how to communicate appropriately aratadfely in order to be successful
in performing other managerial functions such asnping, organising, staffing,
leading, and controlling.

Communication is defined as the transfer of undeding and meaning from one
person to another (Robbins, DeCenzo & Coulter, 20Iie communication method
includes both top-down broadcasts of organisatipfeats and bottom-up questions
from employees (STU Online, 2020). As a result, cuamication skills are crucial,

and enhancing these skills in both managers andogegs should be a top priority,
as no organisation can function properly withoetnth

Organisational communication refers to the waysraedns by which members of an
organisation communicate with one another (Zin&,)nlt is the process of producing
and sharing messages within a network of interdegetn links to cope with
environmental instability (Stueart& Moran, 2007).s Aa result, all forms of
organisational communication share some charatitsrisuch as occurring within a
complex, open system that is influenced by andi@rftes its environment; involving
messages and their flow, purpose, direction, ardianand involving people and their
attitudes, feelings, relationships, and skills.

3.2 Methods of Communication in the Library and Information Centre

The library and Information Centre rely on commaticn to survive.
Personnel/employees of knowledge organisations carestantly involved in the
absorption and distribution of information and isleAlso, some information workers
believe that there is so much communication avksl#irough so many channels that
it causes information overload and disorientatiéds.a result, information managers
require good communication skills, as bad commuianaskills can result in a never-
ending stream of difficulties.

Communication occurs in a variety of ways in liliearand information centres today
as many new communication options are availables \dries from:

«+» Personal communication.
+ Face-to-face.
< Print documents.
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+ Broadcast messages.

+ Online.

+« E-mail conversation and communication.

+ Personal Digital Assistant (PDA).

+ Instant messaging (IM).

¢+ Voice mail / voice note.

+ Video communication

+«» Communication in business meetings.

+«+ Through social media application. Team messagipdjcgiion.
++ Cell phones/smart devices.

In addition, other new modes of communication, liklgging, are becoming
increasingly popular, and teleconferencing is pimg organisations with new
avenues of communication, both internally and ewtly. These technologies have
helped to reduce the effects of time and distamdgch previously slowed down
communication.

3.3Importance of Communication in the Library and Information Centre

Communication is not an afterthought in an orgdiosalt is, rather, the essence of
organised activity and the fundamental process fvdmch all other functions are
formed. Consequently, everything a manager doesn fretrategy and idea
formulations, to decision-making, staffing and ¢rea suggestion amongst others
involves communicating. According to Armstrong (ZP0Robbins and Coulter
(2016); Stueart and Moran (2007); and Zink (n.the importance of effective
communication in the library and information certemnot be overemphasized. They
are as follows:

1. Communication boosts employee motivation by infagnand clarifying the
work at hand, the way in which it should be comgdetand how to improve
performance.

2. Organisational communication, which flows horizdiyta vertically, and
informally, plays a vital part in problem solvingy Jotting down issues,
brainstorming possible replies, and proposing smhstto the problems that have
been discovered.
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3. It provides information to organisational memberg hssisting in the
identification and evaluation of various coursesaation as well as the decision-
making process.

4. The exchange of information between two or moretsp& referred to as
communication. Thus, organisations communicateimétion with internal and
external parties through communication.

5. It enhances the dynamism of organisational actiwiind aids in the achievement
of objectives

6. Management rationalises its actions through dowdwammunication with
employees (s). Similarly, workers use upward comoation to bring issues to
the attention of management in the form of feedback

7. A well-informed individual will have a better atile than a less-informed
individual, therefore it aids in changing individuamployee attitudes and
controlling organisational member behaviour in mamys.

8. Communication helps in the management of conflidhie work place and gain
the compliance of employees through feedbacks anthém to adhere fully to
instructions.

3.4 The Communication Processes

The ability to communicate effectively within a cpamy is a key component of its
success. The communication process allows for tiification of organisational
activities. As a result, it is important to rememhbat a person's complete
communicative effectiveness comprises the abilityspeak, read, listen, and
reason. Attitudes also influence behaviour, anddtatitudes have an impact on
the communication process. Communication is a setemprocess that involves
the transfer of understanding and meaning from peeson to another. The
communication processes as outlined by Robbinsgde€and Coulter (2011) are
the following:
+« Source The communication source or sender.
+ Encoding: This is the process of transforming a messageardggmbolic
form.
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+ The messageThis is a communication goal that must be comicabeid.
++ The channel The medium through which a communication travel

+ Decoding: This refers to the process of translating a mestagenas been
received.

++ The receiver: This refers to the recipient.

+ Feedback: This involve checking to see if a message was Ssfulty
transferred.

Furthermore, communication activity is limited thetsource's level of expertise in a
given subject. The quantity of information a souhes about his or her subject will
have an impact on the message he or she wantseyo

3.4.1 Elements in the Communication Process
The following are the components of the communaratprocess as outlined by
Robbin and Coutler (2016):

< The messageThis is the actual physical result that directignmi the source
conveys some purpose (word, picture, writing, gesttexpressions).

« The channel: This is the medium through which the message pa3des
source chooses it. Formal channels (created bynma@#ons to communicate
messages pertaining to job-related tasks) can éé. d$hey generally follow
the organisation's authority network. Other typesiessages (personal/social)
travel through the organisation's informal channels

% The receiver: This is the individual to whom the message is askird, and
before the message can be received, the symbilmimst be translated into a
form that the recipient can understand - the messalgcoding.

+ Feedback:The final link in the communication chain is thedack loop. The
quality of a message's delivery is determined legfack. It assesses whether
or not the student understands the topic. The itapoe of adequate feedback
in establishing proper communication cannot be exsigled, especially given
the cultural diversity in today's workforce. If ammunication source decodes
the message he encodes and puts it back into Btersy you should get
feedback.
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Fig 2: The Communication Process

3.4.3 Barriers to Effective Communication Process

To achieve established goals, communication tdkésrent forms and occurs in
all organisational settings. However, a varietyirdafa and interpersonal barriers
have been identified as impeding successful comeation of a message decoded
by a recipient that differs from the message inéehldy the sender. According to
Armstrong (2007); Robbin, DeCenzo and Coulter (20ahd Stueart and Moran
(2007), some of the barriers to effective commutivcainclude:

a. Filtering: This is the intentional alteration of information make it appear

b.

more favourable to the recipient.
Selective perception:This refers to how you perceive or receive a messag
based on your own needs, motives, experiencesher personal qualities.

. Informal overload: When the amount of information one has to work with

exceeds one's processing capabilities, this is kramvinformation overload (e-
mail, phone calls, faxes, meetings etc).

. Emotions: This has to do with the reaction of the receiveewl message is

received.

. Language (use of jargon):Jargon is a specialised language formed by

individuals in organisations, and each professesits own jargon. Jargon has
the ability to make a lot of noise. It should obly used if you are convinced
that the recipient will understand it. The Libraand Information Science
profession is connected with acronyms and techri@ahinologies such as
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AACR2, AASL, ALCS, Abstracts, Accessions, and Auihocontrol among
others. Consequently, within the profession, nargene understands all of
this terminology, so it is not unexpected that whierarians engage with non-
librarians, the non-librarians are frequently pexreld. As such, words have
varied connotations for different people. Therefdsecause of our diverse
origins, receivers will apply their own definitiorsf terms that have been
transmitted.

f. Gender: This refers to how men and women react to commtinitaThey
each have a unique communication style, and teaations may differ as well.
To avoid gender disparities becoming a barriermwest accept, comprehend,
and commit.

g. National culture: Communication disparities originate from the many
languages that people use to communicate, as wealeanational culture to
which they belong. In the United States, for exaanpbmmunication patterns
are primarily focused on the individual. Managersthe United States rely
significantly on memos, announcements, positionepgpand other formal
means of communication to express their positiontopics, whereas in Japan,
consensus decision-making is valued and open coieation is expected. As
a result, before formally addressing an issue, m@rsaengage in extensive
verbal conversation with staff. Every communicatfpactise is governed by
cultural norms, and as our workplaces become meegsk, managers must be
aware of the cultural variances that may impactroomication flows.

h. Communication style:Different ethnic groups communicate in differertys.
Maintaining eye contact with someone while theysgreaking, for example, is
considered impolite in some cultures. Some cultumes the other hand,
welcome disruption. Given the variety in the wodqd, managers must be
aware of this.

3.4.3 Factors that Promote Effective CommunicatiofProcess

Communication is important in organisations. Congedly, the process should not
be clogged by undue bureaucracy. Factors that egndvercome barriers in the
communication process and help managers to malke db@munication process
effective as outlined by Robbin, DeCenzo and Coy#611) include:

®,

+ Use of feedback:Double-check what was said or what you believe you
heard.

Simplify language Use words that the target audience is familiahwi

Listen actively: Pay attention to the entire meaning of the comgation
rather than making a snap judgement or planning rgaction ahead of time.

®, 0,
EX R XY
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*,

+ Control emotions. Recognise when your emotions are out of contnal a
refrain from communicating until you have calmedavdo

+ Non-verbal cues Keep in mind that your actions are more powetffiain

your words. As a result, stay on track.

3.5 Effect of Technology on Managerial Communicatios in the Library
and Information Centre

Communication is the basis of organised activitg #re foundational process from
which all other activities are produced; it is motadd-on or derivative component of
an organisation. Thus, the library staff can combiheir activities thanks to the
communication method. The way people in organisatmommunicate has changed
dramatically as a result of information technoldlgst has significantly:

% Improved a manager's ability to monitor individaad team performance;

% Provided employees more complete information sy twuld make faster
decisions;

+ Offered employees more ways to collaborate andan@h information; and
% Made people in organisations fully accessible lairaks and from anywhere.

Through the usage of the following technologiesprimation technology has
influenced managerial communication in the librang information centre in the
following ways (Robbins, DeCenzo & Coulter, 2011):

A.Networked Computer Systems: In a networked computer system, an
organisation connects its computers using comgatiakdware and software to
form an integrated organisational network thatvelanembers to communicate
with one another and access information from anye/iethe world, across town,
or down the hall. E-mail, instant messaging (IMpice mail systems, fax
machines, electronic data exchange (EDI), meetitgleconferencing, video
conferencing, organisational intranets and extsnand Internet-based voice
communications are just a few examples of appboati

B. Wireless capabilities system:Employees no longer need to be at their
workstations with their laptops plugged in and &dron to communicate with
others in the business because millions of usewsacthe world use wireless
technology to transmit and receive information franywhere. Smartphones,
notebook computers, netbook PCs, and other poakatunication devices
are examples of wireless communication technolbgy tan help managers
and people do their jobs better.
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C. Knowledge management systemdnowledge management systems entail the
development of a learning culture in which orgatiigeal members systematically
gather knowledge and share it with others to impnmerformance. Creating learning
skills throughout the business from the loweshtotighest levels in all departments
is part of a manager's job in building a conducatmosphere for learning and
effective communication.

3.6 Interpersonal Skills

Managers are able to achieve their objectives tiit@ngaging the help of others.
Interpersonal skills are one of the most importletments to consider when hiring
senior-level executives. As a result, effectivedirahip communication and other
interpersonal skills, sometimes known as socidlsskire required for managerial
success. These abilities pertain to the abilitytok with, understand, guide, and
motivate others. When interacting and dealing witbple, both individually and in

groups, managers use these abilities on a dailig.bagamples as highlighted by
Robbins, DeCenzo and Coulter (2011) are as follows:

a. Active listening skills. This includes maintaining eye contact, displaying
affirmative notes and appropriate facial expressiawoiding destructive actions,
asking questions, paraphrasing, avoiding internggtie speaker, not over talking,
and the ability to transition smoothly betweenttbles of speaker and listener.

b. Feedback skills Focusing on specific behaviours, making input énspnal,
goal-oriented, and well-timed, ensuring understagdiand directing negative
feedback towards behaviour that the recipient cadiiy are all examples of
feedback abilities.

c. Empowerment skills Delegation (assigning authority to another persmn
carry out certain tasks) can be achieved effegtilglexplaining the assignment,
establishing the employee's range of discretiolpwalg the employee to
participate, telling others of the delegation, antting the delegation into action.

d. Conflict management skills Conflict is defined as incompatible differences
that might lead to interference or opposition. dedn't matter if the disparities
are real; what matters is that people believe thest. Organisational conflicts
include the following:

%+ Functional conflicts: These are conflicts that are productive and help an
organisation achieve its goals.
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+ Dysfunctional conflicts: These are damaging disagreements that keep an
organisation from attaining its goals.

+ Task conflicts These are disagreements over the content andtivkje
of work.

+ Relationship conflicts: This type of conflict focuses on interpersonal
interactions.

% Process conflicts This refers to a disagreement about how a tagkldh
be completed.

Steps in analysing and resolving conflict
The following are the actions to take as a manageassessing and resolving
conflict situations:
+« Determine your fundamental conflict handling style.
+« Pick only the disputes that are worthwhile and ngaable.
+« Assess the participants in the disagreement.
+« Determine what is causing the conflict.
+ Pick the dispute resolution strategy that best/fitsr personality and the
scenario.

e. Negotiation skills: Negotiation is a process in which two or more gleavith
opposing viewpoints must come to an agreement aadera unified decision.
This might be accomplished by employing a bargairdpproach. Negotiation
abilities include the following:

% Conducting background research on the person whiibnwyou will be
negotiating.

Introduce the piece with a positive overture.

Focus on problems rather than people.

Do not pay too much attention to first offers.

Focus on win-win situations.

Establish an open and trusting environment.

Be willing to accept third-party aid if necessary.
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f. Emotional intelligence This refers to the ability to recognise, manaae
assess emotions.

g. Problem solving and decision-makingThis entails collaborating with others

to identify, define, and solve problems, as welheking decisions about the
best course of action.
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4.0 Summary

This unit outlined the variety of issues that mbst considered in relation to
communication and interpersonal skills, includingaming, types, importance,
methods of communication, the communication prqocesements in the
communication process, barriers to communicatiattoirs promoting effective
communication, and the effects of technology onaganial communication.

5.0 Conclusion

Communication entails the exchange of ideas, emstand willingness to participate,
as well as the transmission of information from oredium to another. Managers have
a huge influence on their employees' growth aneidgment. Thus, managers at all
levels should be knowledgeable with the techniqofestrong leadership through
effective communication so that they can fostdiraate where people can collaborate
to achieve the organisation's objectives.

6.0 Tutor Marked Assignment

1. What are the barriers to effective communicatiothmlibrary and
Information Centre?

2. Discuss the effects of technology on managerialrsamication.

3. What are the elements involved in a communicatiacgss?

4. Discuss the factors that can promote effective camaation in libraries and
information centres.

5. The importance of interpersonal skills to a libremgnager/ Information
Centre director is immeasurable. Discuss

6. State the importance of communication in the lip@md Information Centre.

7. Briefly explain the communication process and oetlihe methods of
communications in the library and Information Centr
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UNIT 6: CONTEMPORARY HRM ISSUES IN ORGANISATION

Contents

1.0 Introduction

2.0 Objectives

3.0 Main Content

3.1 Contemporary HRM Issues in the Library and dmfation Centre
3.1.1 Spiritual Organisation

4.0 Summary

5.0 Conclusion

6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0 Introduction

This unit will introduce you to a variety of comgléssues that must be examined in
relation to modern human resource/personnel managernm the library and
Information Centre.

2.0  Objectives

By the end of this unit, you will be able to:

®,
°n

Understand contemporary human resource / persenaghagement issues as
they relate to libraries and information centres;

« Enumerate the various contemporary issues in teaaganisation;
+ Comprehend the meaning of spiritual organisatiowl, a

+ Know the characteristics of spiritual organisation.

3.0 Main Content
3.1 Contemporary HRM Issues in the Library and Infarmation Centre

Managers and employees are both affected by cucamterns in the workplace.
Organisations today, regardless of size or locafiace a number of contemporary
HRM issues, which the library and information centas part of the larger
organisational family, are not immune to. As a lesdirectors of libraries and

information centres must be aware of all of themet@mporary HRM issues in order
to act effectively. Some of the issues as idemtibig Robbins, DeCenzo and Coulter
(2011) are as follows:
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3.1.1. Technology:Technology is defined as software and accompanyargware
that automates library operations and providesstéal providing effective library
services. It shapes and limits how services arweteld, as well as human resource
functions like recruitment and selection, emplopesgroll and compensation, talent
acquisition and management, workforce analyticsfopmance management, and
benefits administrations, organisational commuitcgat how employees are
contacted, file storage, efficiency, and employeedpctivity. As a result, the
employees must be trained and retrained to keepithpvorldwide best practises.

3.1.2 Downsizing: Downsizing refers to a company's deliberate elitidma of
positions. It usually implies a reduction in thewher of personnel at the organisation.
Itis influenced by a number of issues, includimg global economic down-turn, global
health pandemics, shrinking market share, and agiye growth. Consequently,
disruptions in the office and in the personal ifemployees should be expected as a
result of the reduction. However, it may be suipggo find out that both the laid-off
workers and job survivors experience stress, fatisti, anxiety, and
wrath. Therefore, managers are expected to useiety of interpersonal skills, such
as counselling, active listening to ease any stthas may arise as a result of
downsizing and maintain the organisation stable.

Tips for managing downsizing

+ Communication: Communicate clearly and honestly by alerting irdials
being laid off as soon as feasible; tell survivisigff the new goals and
expectations, and explain the consequences offfayof

+ Compensation: Comply with any laws that govern severance conmgi@s or
benefits.

+ Responsibilities Reassign responsibilities based on individualitegs and
histories, and provide support/counseling to sumg\staff.

+ Motivation: Focus on improving morale by providing personalised
reassurance; continue to communicate, particularig-on-one; and stay
connected and available.

Downsizing Options in Organisations

Options of downsizing in organisations are:

S/N | Option Description
1. | Firing Involuntary termination of employment.

Layoffs Involuntary termination that might continwywhere
2. from a few days to years.
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3 Attrition Vacancies left by voluntary resignat®nor natural
retirements are not being filled.
4 Transfers Moving people laterally or downward slo®t always

save money, but it can help to alleviate the intra-
organisational supply-demand imbalance.

5 Reduced work Employees may be required to work fewer hours peeky
weeks/furloughs split jobs, or work part-time.
6 Early retirements Offering early retirement inbees to older and more
senior staff.
7 Job sharing Having two part-time employees sbaeefull-time role.

3.1.3 Layoff-Survivor Syndrome: Layoff-Survivor Syndrome is a relatively new
phenomenon in today's workplaces. It refers tathiides, ideas, and behaviours of
workers who have been laid off involuntarily. Jaoisecurity, feelings of injustice,
guilt, unhappiness, stress from an increasing waikl fear of change, a lack of
commitment and dedication, reduced effort, and@ses to go above and beyond the
call of duty are all signs of layoff -survivor symmhe. To overcome these issues,
managers should provide opportunities for survitorsommunicate their feelings
S0 as to preserve great morale and productivitjkengvery effort to ensure that
employees who remain on the job recognise that déineywalued and much-needed
resources.

3.1.4 Workforce Diversity: Workforce diversity refers to how people in a wanikfe
are similar and different in terms of gender, agéour, sexual orientation, ethnicity,
cultural background, physical ability, and limitais. It has an impact on basic
human resource management concepts including tewnd, selection, and
orientation. Managers can increase diversity byaagng the organisation's
recruiting net by looking for people in places theyen't looked before. This allows
an organisation to diversify its applicant pooldamce that pool has been extended,
efforts must be made to ensure that the selectionegs is not discriminatory.
Managers must also be familiar with diversity légfisn and ensure that the
organisation has a structure in place to handleptaints properly, as well as a focus
on harmonising diversity through training and searsnthat encourage unity and
accepting of differences.

3.1.5 Sexual harassment:Sexual harassment is defined as any unwanted sexual
action or activity that has a direct impact onmdividual's job, performance, or work
environment. In both the public and private segttiiis is a severe problem. It makes
employees unhappy at work and makes it difficuittfem to do their duties. Sexual
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harassment can happen between people of diffeegessas well as employees and
non-employees. Many of the issues surrounding $enarmssment revolve around
determining what constitutes illegal behaviour, ethincludes:

+« Creating an intimidating, offensive/hostile envinoent;

Interfering unreasonably with an individual's woalkyd

« Negatively affecting an employee's employment opputies.

Thus, managers must recognise that in cases ofkbatassment, the harasser may
have a right as well. As such, no action againstesme should be taken until a
thorough inquiry has been carried out, the resoitshe investigation should be
reviewed by an independent and objective individaadl the harasser should be given
an opportunity to respond to the allegation; aidlswary hearing should be held if
desired, and there should be an appeals process.

*,
LX)

-

3.1.6 Employee retention This has always been a concern to HR manageesibec

keeping talented employees require tenacity andggthie extra mile to ensure that
they are fully engaged, enthusiastic about thdirgad given recognition for their

contribution towards the success of the organisatio

3.1.7 Workplace spirituality: Workplace spirituality is about acknowledging that
employees have an inner existence that is nurtyeheaningful work done in the
context of a team. It is not about theology or vame's spiritual leader is at work.
Organisations that encourage a spiritual cultuke@awledge that employees have both
a mind and a spirit, and that they seek meaningpamglose in their job, as well as a
desire to connect with coworkers and be a patt@tbmmunityThe knowledge that
studying emotion increases managers' comprehensioow and why people behave
in organisations allows them to see that workplapgituality can aid in better
understanding of employee work behaviour in thentydirst century.

3.1.8 Spiritual organisation Spirituality is a notion that encompasses an
organisation's principles, values, motivation, wiif& balance, and leadership.
Employee development and full potential are topnires for spiritual organisations.
They are also concerned with the issues that finse work-life balance. As a result,
bringing spirituality into the workplace is not avel concept for HR. Work-life
balance, good staff selection, performance goald, r@warding people for their
contributions are all aspects of making the companye spiritual.

Characteristic of a Spiritual Organisation

Characteristics of a spiritual organisation aréodews:

a. Strong Sense of purposeA spiritual organisation has a strong sense of ggep
and its members understand why the organisati®iseand what it values.

219



LIS 418 (Personnel Management in Library and Infation Centre

b. Trust and opennessMutual trust, honesty, and openness describe gtonal
members' relationships.

c. Development: Employees are valuable and need to be nurturedelip them
flourish; this trait also involves a sense of jelority.

d. Empowerment: Employees are given the authority to make decisibat affect
them at work, demonstrating a strong sense of détagof authority.

e. Freedom of expressioniThe organisational culture encourages employeds to
themselves and express their thoughts and sensmétttout fear of retaliation.

4.0 Summary

In this unit, you learned about contemporary HR84i&s in the library and information
centre. Also examined was the concept of spiribbghnisation and its characteristics.
Undoubtedly, contemporary business/organisationalvirenment brings new
challenges and as industries and technologies adyvarew generations enter the
workforce, globalisation increases competition, andgyanisations adjust to
environmental influences, managers require the@tipmd cooperation of employees
to strengthen the organisation.

5.0 Conclusion

In any organisation, HRM is either the driving fereehind getting things done or the
means by which the organisation assists employeesderstanding their roles and
providing the necessary training to get things dddBM is what will make the
workplace a welcoming place to work, where commaitidn is abundant and people
are free to express themselves. Therefore, glctimlis workforce diversity and
management, legal compliance, the global healtiscithe economic downturn, and
social unrest are just a few of the concerns thagtrdeal with. Thus, staying up-to-
date on standard business procedures may not figientf managers and employees
must be trained and retrained on a regular basieép up with worldwide best
practises.

6.0 Tutor Marked Assignment

1. Briefly discuss the concept of spiritual organisati

2. Describe the characteristics of a spiritual orgatis.
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3. Describe the contemporary HRM issues facing maisagehe library and
information centre today.

4. Define downsizing and discuss the tips for dowmgjn organisations.
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MODULE 5: CLASSIFICATION AND DUTIES OF LIBRARY
PERSONNEL

This module introduces you to classification antetuof library personnel.

UNIT 1: CLASSIFICATION AND DUTIES OF THE LIBRARY AN D
INFORMATION CENTRE PERSONNEL

Contents
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3.2. Basic Competencies/Skills of a Librarian

4.0 Summary
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6.0 Tutor Marked Assignment

7.0 References/Further Reading

1.0 Introduction

This unit discusses the classification of librang anformation centre personnel, and
their competency skills.

2.0 Objectives

By the end of this unit, you will be able to

+« Differentiate between professional and paraprofesdiin library and
information centres;

% Explain the functions of library personnel; and

+«+ Describe the key competencies of librarians.
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3.0 Main Content

3.1 Classification of the Library and Information Centre Personnel

Library and Information Centre are non-profit, tho@nsuming organisations that
provide public services through diverse personrigh waried degrees of education
and responsibilities. The library and Informatioan@e personnel are responsible for
making information available to the relevant indival at the appropriate time and in
the appropriate manner. Their main priority is take their users happy. The
following groups of people work in libraries anddrmation centres:

3.1.1 The Professional Library and | Information Centre Personnel

Librarians and other library specialists who habtamed the skills and training in
librarianship and hold a first degree or its eglg@mé in library and information
studies/science and work in the library systemhban'librarianship' career cadre are
referred to as professionals. Librarians help pedplg information and use it
effectively for personal and professional purposgsese librarians make up the tiniest
percentage of the entire library personnel. Pridess librarians are in charge of the
entire organisation, as well as individual divisoand sub-units. Professional
librarians typically provide the skills requiredrt@et the library's patrons' information
demands. They perform tasks that are primarilyllettual and non-routine, requiring
a unique background and education, such as idewgifijorary needs, analysing
problems, setting goals, formulating original aneladive solutions, integrating theory
into practise, and planning, organising, commuirigatand administering successful
programmes of service to library users. An indiadonust hold a master's degree in
library and information science (MLIS) to be termegbrofessional librarian. These
experts may also have a second master's degrez arféhD in their specialty.

3.1.2 The Para-professional Library and InformationCentre Personnel
Paraprofessionals are qualified library workershwat librarianship certification or
certificate who assist librarians with technicatlaervice duties of the library. They
are in charge of most of the library's normal opers. These employees have a wide
range of educational backgrounds. Paraprofessidyilsally make up the majority
of full-time library staff and are crucial to theneoth management and delivery of
library services. They are also known as suppadg®el, and they perform a wide
range of important tasks, including entering, cgdamd validating bibliographic data;
keeping track of book money; ordering; circulatitegns; claiming serials; filing; and
copy cataloguing among others.
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3.1.3 The Non-professional Library and InformationCentre Personnel

Non-professional library personnel refer to thabeaty staff that are attentive to all
patrons and eager to help when needed. Cleaningtaolling books, routine shelf
reading, and other chores as given by the librasi@namong their responsibilities.
Administrative, clerical, porter, security, accaagtofficer, and office personnel are
included in the non-professional category. Furtt@enlibraries typically employ a
significant number of part-time staff, such as gage public libraries and student
assistants in academic libraries, who perform snpkpetitive activities like
obtaining items from the stacks or storing returmeldmes. Because these individuals
are usually only on the job for a short time, theguire a lot of training and
supervision in relation to the number of hours theyk.

3.2. Basic Competencies/Skills of a Librarian

Information skills are so versatile that they mayused to nearly every type of job.
As a result, for a library position, learning mplé abilities through class work is a
prerequisite. Working with data is a frequent themeng Library and Information
Science (LIS) graduates. However, the type of wark undertake will be
determined by your interests and skills.
+ If you have a passion for working with teenageas) gan begin your career
as a teen librarian in a public library;

+ If you have a passion for business research ang \Warked in competitive
intelligence for a start-up, you can work as a bess librarian in either a
public or academic library.

«+ If you have a passion for research; you can begim gareer as an academic
librarian in an academic library.

Librarians with computer and information systemllskcan work as automated-
systems librarians, planning and operating compsystems, and as information
architects, designing information storage and ee#l systems and developing
procedures for gathering, organising, interpretany] classifying data.

The following are some of the basic skills of aditian, but they are not exhaustive:

a. The ability to deploy technology to improve a libfa overall effectiveness, as well
as web-based strategies for enhancing informatioass.
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b. Comprehensive knowledge of information archivingd afilling, database
maintenance, and reference information.

c. Ability to evaluate resources, find the best toradd different issues raised by
library patrons.

d. The ability to find information quickly and compatfy by searching databases,
Internet resources, and catalogues.

e. Ability to interact effectively with library persaml, patrons, and visitors.

f. In-depth knowledge of a wide range of genres ampagyof books, in order to
recommend appropriate books for readers' readireddeand interests.

g. The ability to instill a reading habit and cult@song students.

h. The ability to communicate information in a cleadangaging manner.

i. Ability to adapt to new tools and systems due &dbnstantly evolving and shifting
nature of technology. As a librarian, you must bke @o evolve along with it.

j- Having organising skills that can be improved vatmsistent practise.

k. Ability to assist in the resolution of issues bydising on solutions rather than
problems.
I. Alibrarian is expected to be a team player.

m. Possession of strong level of customer servicepaitic speaking skills.

n. Knowledge of current events can help with facilitgtpatron’s needs.

4.0 Summary
We looked at the classification of library workeswell as the responsibilities they

play in libraries and information centres in thistuThe basic skills of a librarian
were also highlighted.
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5.0Conclusion

Librarians have a variety of duties, but no matthat they are doing, they have one
goal in mind: to help others. As a result, libraship is a tremendously satisfying job,
especially for those who enjoy knowledge, learnanyj reading.

6.0 Tutor Marked Assignment

1. What are the different types of library and infotima centre employees?
2. What is a librarian's basic competency skills?
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