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INTRODUCTION

You are warmly welcome thlS 418; Personnel Management in the
Library and Information Center. This is a two-credit (2-CR) unit
course that is compulsory for all undergraduatehenDepartment. It is
designed to help you understand and apply persomagiagement
principles to library and information centre managat. This can help
you have a more successful academic career wisiteealhancing your
personal growth and social position in the communit

COURSE AIM

A library is made up of the personnel, the booksd athe
readers/users/patrons. The goal of this course @dvide you with a
basic understanding of personnel management. THiisn@cessitate a
thorough understanding of the nature and principdéspersonnel
management/staffing as they apply to the libray lafiormation Centre,
as well as the use of human resources in achigtmdibrary's overall
goals/mission, all of which are critical successtdas for information
professionals taking on leadership roles in futtmfermation systems
initiatives. This course provides you with the oppoity to study the
fundamental concepts of personnel management, isegeomal
management and development, human resource manaigeime
organisations, human resource management technmgttes library and
Information Centre, and library personnel clasaiimn and duties in
depth. There are twenty-three (23) study unithedourse. As a result,
a thorough understanding of the issues covereldisnbibok will enable
you to perform the activities, responsibilities,daduties of a library
manager/director/librarian at a library and infotioa centre.

COURSE OBJECTIVES
By the end of this course, you will be able to:

Explain the meaning of management;

Understand the functions of management;

Understand the meaning of personnel management;

Outline the functions of personnel managementénlittrary and
information centre;

Know the scope of personnel management;

Describe the principles of managing human resources

Know the techniques of managing human resources;
Discuss the role of motivation and job satisfactioarganisations;
Explain the concept of job analysis, job descripti@and job
specialisation;
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o Comprehend the recruitment and selection process;

o Discuss the role of communication and interpersaidls in
organisations;

o State the importance of communication and integueakskills in
organisations;

o Explain the nature of human resource management;

o Comprehend the meaning of leadership in an orgamisa

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

o Explicate the concept of performance managemeresys

o Comprehend the meaning of compensation adminisirasind
employee benefits;

. Comprehend the meaning of training and development;

. Comprehend the classification of library personaalj

° Explicate the duties of library personnel.

WORKING THROUGH THIS COURSE

You are required to participate in the theoretprations of the course in
order to successively complete it. In addition, yoa expected to read
the study units, listen to the audios and videos)mlete the assessments,
examine and read the links, participate in disaums$orums, read the
recommended books and other materials, create porfolios, and
participate in the online facilitation. Introduatio desired learning
outcomes, the main content, summary, conclusiahyeferences/further
readings are all included in each study unit.

The introduction welcomes you to each unit and e an overview of
the study unit's expectations. Read the intendednileg outcomes
(ILOs), which define what you should be able tofpen at the end of
each study unit, and make a note of them. This aslist you in
evaluating your learning at the end of each unireure that you have
met the objectives set forth (outcomes). The candéreach section is
given in modules and units to achieve the desieadning results, with
videos and links to other resources to supplemeumt study. Click on the
links as advised, however you may need to copypaste the link URL
into a browser if you're reading the content o#lirYou can save the
audios and videos to your computer and watch ttzen.|You may also
save the texts to your computer or external driye pointing or
downloading them. The unit summaries provide amoge of the most
Important aspects of the unit. It's a must-haveflhiat will enhance your
progress through the unit. The conclusion brings tgothe study's peak
and what you should remember from the unit.
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The two forms of assessments/evaluations are tmmatove and
summative assessments. The formative evaluatioiisagsist you in
tracking your progress. This is presented as ihgagstions, discussion
forums, and self-assessment exercises. The urtivessli utilise the
summative assessments to judge your academic pemiae. This will
be given as a computer-based test (CBT), which mallused for both
continuous assessment and final examinations. Madree a minimum
of three (3) computer-based assessments admimistereughout the
semester, with only one final examination at the einthe semester. You
are required to take all computer-based testslanéirtal examination.

STUDY UNITS

There are twenty-three (23) study units in thisrseuit is divided into
five (5) modules. The modules and units are preskas follows:

Modulel Basic Concepts of Personnel M anagement

Unit 1 Overview of Management

Unit 2 Definition, Objectives and Scope of Persalrilanagement
Unit 3 Nature and Characteristics of Personnel Ag@ment.

Unit 4 Principles and Importance of Personnel Mgmaent.

Module2  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

Module3 Human Resource Management in Organisation

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

Unit 3 Job Analysis, Job Description and Job Syesztion
Unit 4 Recruitment and Selection

Unit 5 Training and Development

Module4  Techniques of Managing Human Resources in the
Library and Information Centre

Unit 1 Performance Management System in Library and
Information Centre

Vi
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Unit 2 Compensation Administration and Employea&ds

Unit 3 Motivation and Job Satisfaction

Unit 4 Leadership

Unit 5 Communication and Interpersonal Skills

Unit 6 Contemporary Human Resource Management (HRM)

Issues in Organisations
Module5 Classification and Dutiesof Library Personnel
Unit 1 Classification and Duties of Library Peraeh

PRESENTATION SCHEDULES

The presentation schedule gives you the importaatesd for the
completion of your computer-based tests, parti@patin forum
discussions and at facilitation. Remember you arsubmit all your
assignments at the appropriate time. You shouldeggagainst delays and
plagiarisms in your work. Plagiarism is a crimiéience in academics
and liable to heavy penalty.

ASSESSMENT

There are two main forms of assessments in thisseothat will be
scored: the continuous assessments and the firmhie&tion. The
continuous assessment shall be three-fdldst ewill betwo computer-
based assessments. The computer-based assessments will be given in
accordance to university academic calendar. The timing must be
strictly adhered to. The computer-based assessments shall be scored a
maximum of 10% each, while your participation isaission forums and
your portfolio presentation shall be scored a maxmof 10% if you meet
75% participation. Therefore, the maximum score @tmntinuous
assessment shall be 30% which shall form part effitl grade. The
final examination for LIS 418 will be a maximum to hours and it
takes 70 percent of the total course grade. Thenewedion will consist
of five essay questions that reflect cognitive oaasy. You will be
expected to answer three questions in all.

Note

You will earn 10% score if you meet a minimum of4&’ participation in
the course forum discussions and in your portfotiteerwise you will
lose the 10% in your total score. You will be reqdito upload your
portfolio using Google Doc. What are you expecteddb in your
portfolio? Your portfolio should be note or jotteiyou made on each
study unit and activities. This will include thene you spent on each unit
or activity.

vii
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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 arainieg easy and the
course materials accessible anywhere and anytirse. the Intended
Learning Outcomes (ILOs) to guide your self-studyhe course. At the
end of every unit, examine yourself with the ILOxlaee 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 rnaisshedule for online
real-time facilitation, go through the recordedilftation sessions at your
convenience. Each real-time facilitation sessiol e video recorded

and posted on the platform. In addition to the-teaé facilitation, watch

the video and audio recorded summary in each Uihi& video/audio

summaries are directed to the salient points it @&d. You can access
the audio and videos by clicking on the links ie tlext or through the
course page. Work through all self-assessment isestcFinally, obey

the rules in the class.

FACILITATION

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

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 recommenudaifiorm.
Support and assist you in your studies. Personallemay be sent
in this regard. You may also receive videos, audaures, and
podcasts.

For the synchronousfacilitation:

o The course will include eight hours of online réaie contact.
This will be accomplished via the Learning Manageme
System's video conferencing feature (LMS).

o The eight hours will be made up of eight one-hantacts.

o After each one-hour video conference, the footagk he
published for you to watch at your leisure.

o The facilitator will concentrate on the course'ssmionportant

themes.

viii
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o At the beginning of the course, the facilitatorlwritroduce the
online real-time video facilitation timetable.

o At the commencement of facilitation, the facilitavall take you
through the course guide in the first lecture.

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

) If you have difficulty with the self-assessment ret&es, don't
hesitate to contact your facilitator.

o If you have any questions or concerns about arg@as&nt or

your tutor's remarks on an assignment, please cionsa

In addition, for technical assistance, use the ainnhformation given.
Read all of your facilitator's comments and nofesgticularly on your
assignments; take part in forums and conversatibms. allows you to
interact with other programme participants. You\asécome to discuss
any difficulties you may have faced while studyiiyepare a list of
guestions ahead of time for the discussion sedsiget the most out of
course facilitation. Participating fully in the detbs 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 addrthem when they
are reviewing course materials and lectures.
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MODULE 1 BASIC CONCEPTS OF PERSONNEL
MANAGEMENT

In this module you will be introduced to the concep management
generally, and the concept of personnel managemend-vis its
objectives, scope, nature, function and importance.

Unit 1 Overview of Management

Unit 2 Definition, Objectives and Scope of Persalrilanagement
Unit 3 Nature and Characteristics of Personnel ag@ment

Unit 4 Principles and Importance of Personnel Mgmaent

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 aldb be introduced
to the nature and process of management and maalafygrctions in
organisations.
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2.0 OBJECTIVES
By the end of this unit, you will be able to:

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

3.0 MAINCONTENT

3.1 Concept of Management

Management is a broad term that can be interpretad/ariety of ways.
Management entails altering behaviour and bringaigput change
developing people, collaborating with them, andiemhg goals and
results. The goal of management is to enable peoplerk together, and
to maximise their abilities while minimising thdélaws. As a result, if an
organisation’s objectives are to be met, it mussystematically planned
to fulfil the overarching goal of management, whieko generate the best
possible results with the resources available.

The cornerstone of organisational effectiveness management.
According to Mullins (2007: 411), management carviegved as:

Taking place in a structured organisational conteixth defined
responsibilities;

Aimed at achieving specific goals and objectives;
Accomplished via the efforts of others; and

Utilising systems and procedures.

Management is a holistic activity that encompasalesaspects of an
organisation's operations, procedures, coordinating efforts of
members of the organisation. These activities tpleee within the
boarder context of the organisational environmemd aculture.
Consequently, no effective organisation, or its aggns, can function
without first comprehending and dealing with thena@yic environment
in which they operate, since inability to adapthe changing world is
one of the most common mistakes managers make.today

3.2 Definition of Management

Management is a broad term that can be definedariaty of ways. For
instance, Willams (2011) defined management as wgnkith others to
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do activities that assist the organisation achi&vgoals as quickly as
possible. Thus, management is an influencing mosithrough which
organisational goals are achieved and to achieveedarespect and
devotion to duty, library managers are expectedle@mrn how to
effectively manage their relationships with themmoyees.

According to Mullins (2007), “management is the qass of
coordinating, directing, and guiding the work of migers of an
organisation toward the fulfilment of organisatibgaals”.

Therefore, management is active, not theoreteadl fundamental to
effective operations of work in the library and arhation centre.

Similarly, Robbins and Coulter (2016) referred tarmagement as the
process of organising and supervising others' lahod activities so that
they are accomplished successfully and efficientty.implies that

management is an essential component of the humeganisation

connection.

Management goes beyond managing people. It aldodes money,
materials, and other tangible resources, equipraedtoffice building,
activities and tasks of an organisation amongstersthConcisely,
management is the process of planning, organistaifjng, leading, and
regulating organisational resources to achieve cbbgs (Moran &
Stueart, 2007). To concludiie many meanings of management are not
mutually exclusive. Thus, management encompaskastadities that:

o Determine an organisation's objectives, plans, cjgsj and
programmes;

o Secure men, material, and machinery;

o Put all of these resources into operation througiund
organisation;

o Direct and motivate men at work;

) Supervises and controls their performance; and

o Provide maximum prosperity and happiness for bo¢ghetmployer

and the employees.
3.3 Natureof Management

The nature of management is diverse; it encompadbastions and is

carried out at all levels of the organisation. Thmsnagement is not a
district-wide responsibility. It cannot be centsaldl or departmentalised.
It is best viewed as a process that is sharedlmttadr functions carried

out within the organisation. Therefore, the natafe management

includes:
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A. Management as a Science

Management as a science is a relatively new phemomerlhe
idea was propounded by Fredrick W. Taylor. In trenagement
of the production function, he applied scientifiethods such as
analysis, observation, and experimentation. Inviegv of this
school of thought, the concepts of managementiardyfbased
on observed phenomena, system classification, atedahalysis.
Other members of this school of thought were Gdfrterson,
Fayol, and Barnard.

B. M anagement asan Art
Management is an art and a set of knowledge. Assaltr the
practitioner uses management principles as guidesadve
practical problems rather than as rules of thumb.

C. Management as a Profession
Management is a profession in the sense that & separate,
recognised discipline with organised methods ohing available
to individuals who aspire to be managers, and & s/stemised
body of knowledge.

3.4 Processand Functions of Management

Management is the unifying factor behind all orgedi activity that

occurs in various forms and at various levels witm organisation. Thus,
individual managers engage in management procesgessuade others
to transform resources into higher value. Plannarganising, staffing,

and decision-making are the four major managememtegses. As a
result, managers (librarians) work in organisatormguiding and

supervising the activities of others.

Managers are persons who are in charge of oversaaith directing the
activities of others in the organisation. As a lesexplaining what
managers do is difficult because no two organisatiare the same, and
no two managers' jobs, regardless of position,tla@esame. Be it the
Head, overseeing the entire members of staff itilbhary or the Head of
a unit in charge of a section in the library, bakjc managers share some
common job elements. They perform three (3) majorcfions. These
include:

3.4.1 Management Functions

Management functions are discrete areas of managemactice that are
practiced by just a tiny percentage of all manadgegsple in management
jobs will often require specific training or expemce, as well as
membership in appropriate professional organisatitm undertake the

4
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detailed, high-level operations within their furoets. According to Luther
Gulick (1937), the seven (7) management functidrag have hitherto
been undertaken by all managers are planning, @iggn staffing,
directing, coordinating, reporting, and budgetifigese functions have
now been reduced to five (5):

A. Planning:
Planning is the most fundamental of all manageiualctions.
Setting objectives, establishing strategies, andsa® plans to
coordinate actions are all part of it. All of tlygarantees that the
work at hand is kept in proper focus, allowing memnsbof the
organisation to concentrate on the most importaties.

B. Organising:
Organising means arranging and structuring wokder to meet
the goals of the organisation. Determine who shaglcomplish
which duties and when, how tasks should be classiWwho should
report to whom, and where decisions should be made.

C. Staffing:
Staffing is a continuous, critical, and distinctmagement activity.
It focuses on manpower planning, recruitment, selec
placement, induction, orientation, training, andvelepment
within the organisation.

D. Directing:
The work of directing entails motivating peoplep&rform at their
best and contribute their full potential to the iagkment of
organisational goals. Directorial responsibilitiesnclude
motivating personnel, guiding others' activitiesgesting the most
effective communication channels, and resolvingass

E. Coordinating:

Coordinating is the process of establishing conaestbetween
various elements of an organisation so that theycolaborate to
achieve organisational goals. Control, on the othand, is
concerned with ensuring that results are consist@tit pre-

established objectives and goals. Keeping trackasfiparing, and
improving work performance are all part of it.dtvital to analyse
whether things are progressing as intended aftergtals have
been determined, strategies have been made, &ustiustructure
has been built, and people have been hired, traametmotivated.
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3.4.2 Managerial Roles

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

a. Inter personal roles:
Individuals (including subordinates and strangeas) well as
ceremonial and symbolic chores fall under this gate. As a
result, library directors are viewed as a figurehdaader, and
liaison officer.

b. Informational roles:
These include serving as a spokesperson and maogitor
collecting, receiving, and disseminating informataata.

C. Decisional roles:
These entail making decisions or choices. A marsgeur
decision-making functions are entrepreneurial, ugigon
handling, resource allocation, and negotiation.

3.4.3 Management Skills

Managers at various levels of management requier sk sets of abilities
(skills) to handle an organisation's (library) &la These abilities are the
bedrock of effective management and the vehiclasmhich managers
implement their own style, strategy, and preferi@als or approaches.
Managers are expected to have the following conmgeds in today's
workplace:

a. Conceptual sKills:
Managers use these abilities to examine and diagnomplex
issues. They help managers see how things fit hegetmake
informed decisions, and understand how the vargsaas of the
organisation (library) interact.

b. I nter personal skills:
Effective collaboration with others involves thepégation of
interpersonal skills. As a result, managers muste hstrong
interpersonal skills in order to communicate, emaga, coach,
and delegate. This talent is required in the Ijpsatting to assist
both middle and low-level managers in performingirthtduties
efficiently.

C. Technical skills:
Technical skills are abilities that are tied totaer duties and
responsibilities. This is a skill that first-lingferational-level
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managers are particularly in need of. It is vitekbow the current
procedure at this level. They are the job-specikills,
information, and processes needed to carry out work
responsibilities. It would be impossible for a &by manager to
lead a group of copy cataloguers without expertiseataloguing
and categorisation. For top-level managers (Unitsetsbrarian/
Director), these qualities are often related taustdy knowledge
(library) and a general understanding of the org@tion’s
operations and goods. These talents are tied tospeeific
expertise required in the areas where they functguth as
Acquisition, Cataloguing, and the Reference Depantmamong
others, for middle and lower-level managers.

d. Political skills:

The library and Information Center are politicaganisations, and
knowing this is crucial in today's environment. Bese
organisations are political arenas where peopldorieesources,
this talent must deal with a manager's abilitydadda power base
and make the right connections. As a result, masagest build
a vision and persuade people to believe in it, & as an
environment that fosters strategic thinking andoactManagers
with political abilities and an understanding oflipcs are better
at securing resources for their companies. Flakghd required in
the political arena to maintain the organisatieofgilibrium.

e. Diagnostic skills:
These are skills needed to acquire, analyse anerpnet
information which may be used to find out the canfs&ny change
that may occur in the organisation/library. Librangnagers are
expected to possess diagnostic skills which wilphthem in
diagnosing problems and proffer acceptable solation

f. Analytical sKills:
Managers must be skilled at analysing data sineg &éine change
agents. When a circumstance arises, this compeigiimes a
manager or librarian to know what to do. A cleagent, and well-
argued analysis is essential to support the actbbmsanagers in
organisations.

0. Emotional sKills:
This skill deals with the ability to identify andidle one’s feeling
as a manager

h. Human skills:
This competence refers to a manager's abilityfexabely interact
with people. At all levels, it is critical.
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I Problem-solving skills:
Without a question, a manager's most important ydail
responsibility is to solve problems. As a resulijtigcating a
positive attitude toward change management is catijti as
flexibility is frequently the key to modern-day porate success.

. People skills:
People are at the heart of any organisation. Thayedn a variety
of shapes and sizes, and a manager must deal Nvibh them.
Communication, conflict resolution, and interperaiaskills are all
essential here

K. Financial sKkills:
All managers should have a firm grasp on finanmigdciples such
as where money comes from, where it goes, and b@ettit. For
example, one of these competencies that leads ndifg is
marketing knowledge.

System skills:

A system is more than just a piece of technologyg; also a
collection of resources and procedures aimed agwacly specific
objectives. Managers must grasp their organisaidatation
within a larger system because librarians are tgfat. It is also
necessary to have a working grasp of computer-basathation
systems.

m.  Ethical skills:
This skill enables a manager to define right froromng.

n. I nteractive skills:
This relates to the manager's ability to commumiczttectively
and to create a communication-friendly workplace.

3.4.4 Managerial functions

Managers are frequently overworked and have a shveset of
responsibilities and activities. As a result, relfggs of the type of
organisation: for profit or non-profit; universitjprary, government, or
business, all managers do the same thing:

Set objectives and make decisions.

Create workable organisational frameworks.

Recruit and motivate employees.

Ensure the credibility of their company.

Build internal political support for the implemetitan of the
programme.
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3.5 Typesof Managersin Organisations

Managers are in charge of making the decisions thable an
organisation to fulfil its objectives successfudiyd efficiently (Stueart &
Moran, 2007). Managers rely on the abilities aaldour of others to
succeed. In an organisation, there are varioustgpmanagers. They can
be categorised in a variety of ways. One of the tmmsmmon
misconceptions is that managers belong to a vehieearchy. They exist
at all levels of an organisation, but those atttizehave more power and
responsibility than those at the bottom. Thus, mgansent in any
organisation, including libraries, can be classdifiato the following
categories:

3.5.1 Top-Level Management/Strategic Managers

Top-level managers in organisations are known aategfic level
managers, and they are generally in charge of a hugber of distinct
units. They are in charge of making strategic dewcs concerning the
organisation's direction as well as creating peti@and philosophies that
affect all employees. They are in charge of thealVenanagement of the
organisation and set policies for it. The top-lemainagers of libraries are
the university librarian, director, and assistesg(iate directors. They
have intellectual abilities and the power to sefaoisational policy, as
well as influence over the leadership style utdistaroughout the
company.

3.5.2 Middle-Level Management/Tactical managers

The organisation's many sub-units and functionaegseen by middle
management. In libraries and information centresds of departments
serve as intermediate managers. Their managesaonsibilities are
limited to ensuring that specific library areas muell. In addition to
leading their respective sub-units/functions, meddianagers serve as
liaisons between upper management and supervibbese individuals
supervise other managers as well as some non-maalageployees.
They are usually in charge of translating top-lewelnagers' goals into
specific details that will be implemented by lowevel managers.
Middle-level managers sit between the lowest amghdst levels of an
organisation. Branch libraries and heads of departstunits/sections are
two examples.

3.5.3 First-Line/Low-L evel Management/OperationsManagers
These are the supervisors at the bottom of thenagional hierarchy.
They coordinate individual employee activity in erdto fulfil the

organisation’s objectives. Individual performanga) happiness, and
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morale in a work unit are all affected by them. yhave direct contact
with the bulk of employees, and they, like uppeflananagers, must be
able to lead and manage people. They are in cl@rgen-managerial

employee training as well as the organisation'sdyecb or service

production. They are often referred to as supersjamnit coordinators,

and other designations, thus they must be teclyicapable.

SELF-ASSESSMENT EXERCISES

40 SUMMARY

Management is all about us; it is the force thaids different resources
together and is largely concerned with gettingghidone through others.
This unit has examined the concept of managemeéntdefinition,
process, and function. Management is a profesaisoience, and an art.
Managers are classified into three groups in oggitns (Strategic,
Tactical and Operations). Managers at various $ewgtthe organisation
(the library) require and apply a variety of congreties.

5.0 CONCLUSION

Management is a wide term that can be used iniatyaf contexts. It is

carried out at all levels of the organisation andagnpasses all of the
organisation's actions. This category includes manal responsibilities

such as planning, organising, directing, coordmgtand controlling. As

a result, understanding management ideas can arduymlerstanding of
how managers and co-workers behave, as well asamoarganisation

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 argation's manager
must possess.

Identify the most important managerial duties.

Discuss the many types of managers that can bedfauran
organisation.

ok
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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 underst&na. Personnel
management in the library and information centré be explored in
terms of its objectives, scope, and functions.

2.0 OBJECTIVES
By the end of this unit, you will be able 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 referrecagopersonnel
management. It is concerned with all efforts tlattabute to attracting,
developing, motivating, and sustaining a high-perniag workforce in
the library and information centre, which will réisim the organisation’s
overall success. Personnel management refers taugheof human
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resources to help the library and information eeatrhieve their ultimate
goals, which revolve around connecting the righerusith the right
information material at the right time.

Personnel management is a corporate function tkiatseto offer the
correct people for the job and to manage the enggl@mployer
relationship in general. The proper applicatiorinef human component
Is an issue for personnel management. Human Resddanagement
(HRM) is another term for it. It is the part of neey@ment that deals with
an organisation’s employees. Employees, as a resalts valuable asset
to the company where they work.

Personnel management is a multi-purpose activigt ttocuses on
attracting, developing, retaining, and managing pet@nt workers. As a
result, while there is no universally accepted mgéin of personnel
management, researchers agree on its meaning,enacope, and
purpose. Such as the following:

o Personnel management is the process of findingndhirand
keeping satisfied personnel. It's a crucial aspéshanagement
that deals with workers at work and their relatlops within the
company (Ahammad, 2017).

o Personnel management is the process of plannirggn®ing,
directing, and controlling the hiring, training, nmeneration,
integration, and retention of people in order thieee corporate,
individual, and societal goals (Flippo, 1961).

o Personnel management is the aspect of manageraédetds with
people at work and their relationships within agamisation. Its
goal is to bring together and develop the men andchen who
make up an enterprise into a functional organisatiath a focus
on the well-being of individuals and working groups that they
may contribute their best to the firm's successaAssult, people
management is nothing more than a means of maxigifie
potential of employees so that they are satisfigt their work
and, thus, give their all to the organisation (Bnigish Institute of
Personnel Management, n.d.).

o Personnel management is the art of acquiring, devey, and
maintaining a competent workforce in order to achiehe
organisation’s functions and objectives with opflire#ficiency
and economy (Society of Personnel Administratiorg.4, n.d.).

J Personnel management is the branch of managemeoémr@d
with the planning, organising, directing, and coliing of various
operative functions of procuring, developing, maining, and
utilising a labour force in order to achieve thempany's
objectives in the most cost-effective manner; tovte the best
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possible service to all levels of personnel; anénsure that the
community is properly considered and served (Judi980).

For the library and information centre with the agggiate collection mix
to provide the best, effective and efficient seggido its users, well-
trained library personnel must be in place. Thaditmarians in-training,
you are expected to be well-equipped with the kedgé of personnel
management which in the long run would enhancer ttegpability to

function well in their capacity as a librarian aheé library manager.

3.2 Objectives of Personnel Management in the Library and
Information Centre

Personnel management is a management function nebp® for
attracting the best set of employees to help theardy and information
centre fulfil their mission and vision. Hence gtarucial in the library and
information centre. According to Ahammad (20174 abjectives include
to:

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

b. Assist in the achievement of organisational goglsnaximising
the use of resources in the library and informatentre.

C. Ensure that library workers receive the best ptss$ihining.

d. Fulfilling the organisation’s social and legal @ations.

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

f. Maintain good working relationships with your co+ers.

g. Improve working conditions and provide other amesit

h. Provide appropriate training facilities for impravejob

performance and readiness for higher-level chadieng

I Ensure that new staff are properly orientated adddted to the
library and information centres, as well as theirs,

J. Determine the appropriate type and amount of peémlethe
library and information centres.

3.3 Scope of Personnel Management in the Library and
Information Centre

Personnel management is concerned with the humah sacial

consequences of organisational, operational, ecmncend social

changes in society. Consequently, personnel marageim the library
and information centre according to Chand (n.tbfuses on developing
policies on:
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I Employment function: This includes manpower planning and
requirements, as well as recruiting, selectingeipts inducting,
and terminating the right individuals for the propesks.

I. Training and development function: This function is concerned
with improving employee efficiency by enhancing ithskills
through regular exposure to relevant on-the-jonitng, human
resource, and career development education.

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

V. Job analysis: Job analysis is concerned with the examination of
job-related elements such as skills, respons#sljtiworking
circumstances, training, and qualification.

V. Merit rating: This refers to a review of an employee's
performance after they have been hired.

vi.  Job evaluation: This procedure entails determining the monetary
value of a specific job, as well as the terms ofplxyyment,
techniques, and remuneration standards.

vi. Formal and informal communication: This refers to
consultation with employers and employees at alle of the
organisation.

viii.  Compensation: This function is responsible for determining what
a reasonable salary is for employees. Negotiatiomd a
implementation of salary and working-condition agnents, as
well as processes for preventing and resolvinglmsf

IX. Providing services and benefits: This role is responsible for
ensuring that good working conditions and otherkpeare
provided. Working conditions and services providdyy
employees. This function guarantees that the erspgydemands
are met completely.

3.4 Functions of Personnel Management in the Library and
Information Centre

Human Resource Management (HRM) is another namd>éosonnel
Management (PM). Its goal is to promote and impribvedevelopment
of work effectiveness, employment, advancement, ey Thus, the
personnel department, in conjunction with other adgpents of the
library and information centre, performs the follog functions of
personnel management as highlighted by Library émfdrmation

Science Network (2013):

I Preparing the job description.

. Recruitment and selection of library personnel.

iii. Orientation, induction and placement of newly emgplb library
personnel.
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V. Job classification, preparation of wages as wejlaasscales.

V. Employee counselling.

Vi. Resolving disciplinary issues.

vii.  Contract negotiations between labour unions andcgeunions.
viii.  Establishing safety policies and procedures.

IX. Managing benefit programmes such group insuranealth
insurance, and retirement plans.

X. Ensuring that each individual employee's perforredaceviewed
on a regular basis, with recognition of his or $teengths and areas
for improvement.

xi.  Assisting persons in their efforts to enhance tloaireers and
qualify for higher-level positions.

xii.  Organising and directing training programmes.

xiii.  Keeping up with changes in the field of human mamnagnt.

SELF-ASSESSMENT EXERCISES

40 SUMMARY

Personnel management is mainly a record-keepingitsgctoncerned
with obtaining, using, and keeping contented stafbu learned the
meaning, definition, objectives, scope, and fumdioof personnel
management in this unit.

5.0 CONCLUSION

The concept, objectives, scope, and functions ofguael management
were the focus of this unit. Consequently, persbnmagement is an
Important aspect of management that deals with ersrat work and their
relationships inside the organisation. It incluthesproper application of
the human aspect in achieving corporate objectives.

6.0 TUTOR-MARKED ASSIGNMENT

1. Explain what personnel management entails.

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

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

4. Discuss five (5) scope of personnel managemeiheilrary and

information centre.
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1.0 INTRODUCTION

Personnel management is the administrative disapbf hiring and
developing employees in order to make them valuabklhe company.
The nature and characteristics of personnel managemwill be
introduced to you in this unit.

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

o Describe the nature of personnel management; and
o Describe the characteristics of personnel managemen

3.0 MAINCONTENT

3.1 Nature of Personnel Management in the Library and
Information Centre

Personnel management is a business function tigglyadeals with the
administrative and record-keeping needs of thatipand information
centre workers over their entire career. It inchithsks such as creating
contracts and letters, paying salaries, and ergurompliance with
employment law and regulation in areas such asttheald safety,
employee discipline, and complaints.

Personnel management involve activities that dedls managing large

numbers of people such as recruiting, selectiragnitrg, compensating
and developing. It is saddled with the responsibibf helping the
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organisation, its employees and the general sod@&nsequently, its
nature revolves around the following activities:

a.

3.2

Managing people: Personnel management is concerned with the
supervision of all types of employees at work.

Concerned with employees: The focus of personnel management
is on the employees (individual and as a group Wit sole aim
of motivating them so as to get the best resutisifthem.

Help employees. Personnel management helps employees to
develop their talents by making available to theweide on-the-
job training and opportunities that in the long muill enhance
their growth, give them job satisfaction and inseeatheir
performance in the job.

Universality of application: Personnel management principles
can find application anywhere and everywhere anevary form

of organisation. It is a part of general managenweitih roots
throughout and extending beyond organisation.

Consistency: Personnel management is applied in a variety of
situations. As a result, it necessitates the regapalication and
knowledge of human interactions and their signifacain the day-
to-day activities of businesses (organisations).

Characteristics of Personnel M anagement

Personnel management is an important aspect ofrgemanagement,
with an emphasis on staffing. The basic charactesiof personnel
management, according to Vattoli (2020) are:

a.

Management activities: It is an extension of general management
activities such as planning, organising, staffimgordinating,
making decisions, and controlling.

Recruitment: Personnel management is a conventional job that is
concerned with the hiring of personnel in order fbem to
contribute their quota to the organisation's growdersonnel
management thus aids in the maintenance of a y®&imployee-
employer relationship.

Planning: Personnel management entails establishing poliores
recruiting, selection, training, and development.
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d. Management support: Personnel management supports the
personnel manager's function as well as all otbpatdments in an
organisation.

e. Condusive work environment: It consistently provides enough
facilities by delivering both monetary and non-miamg
advantages, resulting in a friendly workplace wiesmployees can
contribute their fair share to the organisationscsss.

f. Staff development: Personnel management support on-going
functions of staff recruitment, training, selectiafevelopment,
performance reviews, and other activities. As altepersonnel
managers must maintain constant alertness and e@&avhen
dealing with the activities.

g. Employee satisfaction: Personnel management is concerned with
the overall well-being and contentment of the erppés. Any
organisation benefits from a happy workforce. Ashsyersonnel
management is concerned with employees' performaneerk
and their relationships inside the organisation.

SELF-ASSESSMENT EXERCISES

40 SUMMARY

Personnel management is a managerial functiomstbancerned with the
people and their relationship within an organigatidhe nature and
characteristics of personnel management in the nsggon were
explored in this unit.

5.0 CONCLUSION
Personnel management is a part of general managéhagrdeals with
an organisation's human relationships. It effetfidepicts the process of

planning and directing the work force for overaijanisational success
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 managetqnciples as well
as the importance of personnel management inldreyi and information
centre.

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

o Articulate the principles of personnel managememnid
o Comprend the importance of personnel managemeheihbrary
and information centres.

3.0 MAINCONTENT

3.1 Principlesof Personnel Management

Personnel management is largely concerned withblesiang a
harmonious working relationship among its partiofgaand facilitating
their individual and collective development, whgersonnel managers
properly administer and direct personnel policies about the adoption
of effective policies and procedures that unite atous personnel-related
operations such as hiring, training, important ngeamaent development
courses, and core remuneration principles in thgarusation.
Consequently, one of the most important goals cdggenel management
Is to establish cost-effective processes in ordeeeep the organisation
competitive. The personnel management principlelside:
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Maximum personnel development: This principle ensures that
employees' abilities, intelligence, productivitpdaefficiency are
fully developed so that they can contribute to dinganisation's
goals.

Scientific selection: This principle allows the organisation to hire
the best person for the job.

High morale: According to this principle, an ideal wage policy
should be offered to workers so that their moraleigh and they
work with enthusiasm.

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

Team spirit: Employees are expected to work collaborativelyhwi
a shared sense of duty, as well as a sense of ratigpe unity, and
mutual trust. As a result, workers must cultivatesense of
belonging to a group.

Effective communication: Effective communication between
management and employees would guide against coauydi

issues such as mistrust, hatred, and ill-will tbabh negatively
impact the organisation.

Joint management: This principle encourages workers to take
responsibility for their work while also increasingitual trust and
friendship, resulting in improved labour relations

Fair reward: This principle states that workers should be fairly
compensated for their efforts. Industrial peacessblished and
developed as a result.

Effective use of Human Resources. Personnel management
should be designed to ensure that human resoureesfactively
utilised. Personnel should receive proper trainingorder to
advance their careers

Importance of Personnel Management in Library and
Information Centre

Personnel management in the library and Informatenter is crucial. As
opposed to other sources of power, it is the plohsaanagement that

deals

with the effective control and use of manpoweRersonnel

management is the task of directing human resourtes dynamic
organisation to achieve its goals, while maintagrarhigh level of morale
and the satisfaction among those concerned witleacly results.
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Personnel management refers to how an organisetiomiits, selects,
develops, uses, and accommodates its human reso@iténdividuals

regardless of their roles, who are engaged in drtheo organisational
activities). As a result, its importance in libraagd information centres
includes the following:

a. Teamwork: Personnel management fosters strong relationships
between the organisation and its employees, as sl
encouraging employees to acquire a feeling of cble
responsibility. As such, team building exercisessaemployees
in learning to collaborate, resulting in a betteergonnel
framework.

b. High rate of employee retention: Effective personnel
management from the start of an employee's employmeerms
of tenure, pay plan, benefit package, career acdraant, and
interactive evaluation process, among other thirggsilts in a high
retention rate.

C. Managerial effectiveness. This refers to employees' ability to care
about the organisation's productivity. This willoal managers to
concentrate more on departmental operations andompeel
development while delegating administrative taske Wispute
resolution and employee turnover to others.

d. Maintain a competitive edge: Personnel management aids in the
development and training of employees, providesrésources
needed to stay current on the job, encourages gegdoto
continue their educational pursuits with maximurgasrisational
support, and organise seminars and training sesdionhelp
employees develop their job skills - all of theseulWd help
organisations adapt quickly to changes and staydhlué the
competition

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

f. Resource utilisation: Personnel management is useful in
achieving effective human resource utilisatiorhie attainment of
organisational goals

g. Improve morale: Through the organisation of various training

programmes, personnel management helps to impmydaost
the morale of employees.
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SELF-ASSESSMENT EXERCISES

40 SUMMARY

Employees are crucial to attaining a lasting comtipetadvantage in any
organisation. You learned about the principle amgpdrtance of
personnel management in the library and informatiemtre.

Personnel management emphasizes that employeescritical to
achieving sustainable competitive advantage. Tihubkis unit, you learnt
about the principles and importance of personnelagament in libraries
and information centres

5.0 CONCLUSION

Personnel management is concerned with the efeectse of human
resources in achieving an organisation's goal. ,Tiiesicompasses the
activities, policies, and practices involved in tog, developing,

utilising, evaluating, maintaining, and retainirige tproper number and
skill mix of personnel to achieve the organisasarbjectives.

6.0 TUTOR-MARKED ASSIGNMENT

1. Describe the fundamentals of personnel management.

2. Discuss how staff management is important in theafy 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 mansgd and
development as it relates to concepts of orgaoisaki behaviour;
foundation of individual behaviour, foundation ofrganising,
organisational design, organisational culture; jatesign 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
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1.0 INTRODUCTION
This unit will introduce you to the concept of onggational behaviour in

the and information centres, including its defwnitj levels, elements,
methodologies/approaches, and importance.

26



LIS418 MODULE 2

2.0 OBJECTIVES
By the end of this Unit, you will be able to;

Define organisational behaviour;

State the levels of organisational behaviour;

List the elements in organisational behaviour;

Outline the importance of organisational behaviadibraries and
information centres; and

o Explain organisational behaviour approaches.

3.0 MAIN CONTENT

3.1 Concept of Organisational Behaviour

Managing work relationships has long been a cruskill. How
individual employees relate and behave at worknftuénced by the
interplay between organisational strategies, gqaificies, procedures,
structure, technology, formal authority relatioqshi and chains of
command. However, given the rate at which the agleenvironment
continues to exert pressure on individuals at wankl the extent to which
managers are prepared for a world of work in whichy are daily
confronted with visible aspects of technologicamtpes in organisational
operations, culture, education, and religion ergrenormous pressures
on lifestyle choices, managers must understanddrganisations evolve
and change.

Organisational behaviour is a field of study thadKs at aspects like
individuals, teams, organisational culture, strugtand how they interact
in order to better understand and improve orgaoisat success
(Hammond, 2016). Organisational behaviour is basad the
understanding, creation, and management of humaavimir (Luthans,
2008). Organisational behaviour's goals are to amplpredict, and
influence behaviour. As a result, managers ateakls must be able to
explain why certain employees respond in certaiypswehile others don't,
predict how employees will react to various actiamsl decisions, and
influence how employees act

Organisational behaviour is the part of managentettprovides insight
into how people act and perform in the workplacec@ding to Robbins
and DeCenzo (2011), organisational behaviour issthdy of people's
actions at work, and it mostly covers issues tha @mot visible.
Organisational behaviour is the systematic studg application of
information about how individuals and groups behamside the
organisations in which they work (Bauer & Erdog2®]12). Furthermore,
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organisational behaviour is concerned with both tel-being of
employees and the organisation’s effectivenesss&&oCarbery, 2016).
Thus, managing people in the library and informatientres requires an
understanding of the employees and also the cultutiee organisation.
Regardless of the size, type, or nature of therosgsion (library), all
managers must be able to cope with and lead othessigh change
(library).

3.1.1 Levels of Organisational Behaviour

Organisational behaviour is the study of group aindividual
performance and activity inside an organisatiorusltthe focus and basic
levels of organisational behaviour in organisatiares

o Individual behaviour: This is based primarily on psychologists'
contributions. Attitudes, personality, perceptidaearning, and
motivation are among the topics covered.

o Group behaviour: Group behaviour includes norms, roles,
teamwork, leadership, and conflict. Sociologistsd a8ocial
psychologists have largely contributed to our usterding of
groups.

o Organisational aspects:Structure, culture, and human resource
policies and procedures are some of the organisdtespects to
consider.

3.2 Importance of Organisational Behaviour in Lilrary and
Information  Centre

Organisational behaviour basically addresses igha¢sre not obvious.
Thus, every manager at all levels of managementisnée have an
understanding of organisational behaviour so &etable to manage the
changes that may evolve as they face the re-defimedd of the
information profession. Therefore, importance ofgasrsational
behaviour to libraries and information Centres ude!:

a) Identify and promote positive behaviour Organisational
behaviour provides a manager with a better undsisig of the
world of work. Thus, at all levels of the organisat acceptable
behaviours should be identified, promoted, and rded by
managers; promote positive initiatives; and be @reg to
discourage behaviours that could lead to mistrusd ather
negative interpersonal dynamics among those wh& womust
work together in the same place.
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b) Create a positive workplace culture:The right incentives such
as rewards, recognition, perks and bonuses musgt p&ace in
organisations as it would serve as a foundationafguositive
working culture.

C) Encourage employees to be prosociaProsocial behaviours are
those behaviours within an organisation that bénediividuals
and the organisation as a whole. Thus, organisatioehaviour
provides managers with a range of motivational negples that
take into consideration individual variances amengployees and
improve labour/ industrial relations.

d) Identify the causes of anti-social behavioursAn understanding
of the concept of organisational behaviour provitkesagers with
the knowledge of why people behave as they dogarasations.
This goes a long way toward assisting them in ifigng the
fundamental cause(s) of bad workplace behavioutslaaeloping
plans to address the issues highlighted.

e) Initiating  organisational change Prior to initiating
organisational change, managers should asseskdlyssimployee
reaction to successfully identify and implement rappate
techniques. Hence, it is expected of managers exydevel of
management to anticipate how employees will reaathianges
before initiating organisational reforms and depelthese
contingencies.

f) Growth: Organisational behaviour helps in promoting self-
insight, personal growth and the ability to speathwthers from
diverse disciplines.

s)] Inter-related: Organisational behaviour helps managers to realize
that an organisation is made up of different piwds affect and are
affected by one another and interacts with itsdaenvironment.

h) Human Resource Organisational behaviour promotes effective
utilisation of human resources.

3.3 Elements in Organisational Behaviour in Libray and
Information Centre

The workplace of today is home to diverse groupgeuple of different
ages, genders, race, ability and are all expeoteebtk together in such
a way that enables the organisation to functiomwiefitly. Organisational
behaviour elements in libraries and informationtEare:

29



LIS418

A.

3.4

PERSONNEL MANAGEMENT IN LIBRARY  AND
INFORMATION CENTER

People: The Library and information centre are established
serve the people. However, their existence is isiptes without

people which comprises of dynamic individuals; fatimformal,

small/large, interrelated, and complex groups.ohithese factors
combine to form the organisation's internal socsgktem.;
influenced and interacted with one another; andabolated to
attain pre-determined organisational and persooalsg

Structure: The structure clarifies the authority-responsipilit
relationships in organisations (top executives, esupors,
assistants, persons, and workers); defines rolesmal
relationships among the people and leads to aidivis work in
organisations. All of these individuals are intenasected in order
to achieve the goals in a coordinated manner.

Technology: Technology has changed the way people work and
opened up a slew of new possibilities such as pgeoeiconomic
and physical resources which made people’s jobs/ eas
organisations. However, people's freedom may bepbead by
technological advancements.

Environment: The environment in which the organisation
(library/ information centre) operates is an impattelement of
organisational behaviour. All of the forces in theganisation's
external environment (family, other organisatiogeyernment,
socio-cultural, economic, political, legal, techomglal, and
geographical) influence people's attitudes, motiaesl working
conditions in a variety of ways. Finally, all oete factors interact
to produce a social environment for a group of feeopa complex
social system.

Approaches to Organisational Behaviour

Approaches to organisational behaviour are divéisese are:

30

Human Resource Approach: Also known as the supportive
approach, It postulates that human beings are thst waluable
resource in every organisation. As a result, theukl be trained
to achieve higher levels of competence, creatiwity satisfaction.
The Human Resource strategy aims to help emplogeesme
better and more responsible by fostering an enmet in which
they may contribute to the best of their abilitheTmerit of this
approach lies in the fact that the manager’s roteises more on
the active support of the employees’ growth andigoerance than
on changes from control of employees.
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. Contingency Approach: Otherwise referred to as the situational
approach, itis based on the idea that methods/imira that work
well in one scenario may not work well in anoth&herefore,
different situations require different behavioupaactices unlike
in the traditional approach where way solutiompplied to all
situations. The contingency approach has the adgantof
encouraging study of each circumstance before gekition while
also avoiding the use of universal assumptionsigimacesses and
people. As a result, the strategy assists manag@usting all of
their present knowledge about people in the orgaiois to the
best possible use.

iii. Productivity Approach: This is a measure of an organisation’s
effectiveness; the ratio of output to input and tireater the
numerical value of this ratio, the more efficiansi It reveals how
effective a manager is at maximising resource Satiion.
Productivity is usually measured in terms of ecormoimputs and
outputs. The human and social inputs and outpuighe other
hand, are equally important.

\Y2 System Approach:The system approach views the organisation
as a single, purposeful entity made up of interected elements.
It provides managers with a holistic picture of thrganisation
(individual, complete group, and full social sysj)emand
emphasises the interdependence of each of thetmesfdpeople,
employees, and technology) inside the organisatidn.the
organisation as a whole is to function effectivdljanagers are
supposed to employ organisational behaviour stiegeg assist in
the development of an organisational culture inclvhskills are
harnessed and further developed; individuals arngvated; teams
become more productive; organisations achieve the#cified
goals, and society benefits.

V. Interdisciplinary Approach : This approach views organisational
behaviour as the interaction and influence of ohépendent social
science disciplines (psychology, sociology, andaargational
theories). As a result, the individual (man) israkged holistically,
and all disciplines relating to man are merged.

SELF-ASSESSMENT EXERCISES
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4.0 SUMMARY

The definition, levels, importance, elements, anppraaches to
organisational behaviour have all been covered Ims tunit.
Understanding this notion can help you prepardifieras a librarian or
information specialist.

5.0 CONCLUSION

Organisational behaviour is the study and appboaf information
about how people, individuals, and groups operatrganisations with
the goal of improving relationships via the achieeat of organisational,
social, and human objectives. Organisational behavin libraries and
information centres aims to explain, predict, arffecd employee
behaviour.

6.0 TUTOR MARKED ASSIGNMENT

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

2. Identify and describe the various levels of orgatamal
behaviour.

3. What are the various perspectives /approaches ganzational
behaviour?

4. Describe the components of organisational behaviour
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1.0 INTRODUCTION

The operations of today's organisations are undsggtremendous
changes. As a result, appropriate knowledge ofrosgéional behaviour
is critical for managers to perform successfully afficiently at their
tasks. Individual and organisational citizen bebaw; factors influencing
individual behaviour, and learning theories willlz¢ 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.

3.0 MAIN CONTENT
3.1 Concept of Individual Behaviour
The world of work is drastically and dramaticallgdergoing massive

transformation as we fully move to post-industsatiety in which the
service economy is booming with a tremendous emglwssknowledge
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sharing and collaboration in organisations (Crosé&rbery, 2016).
Librarians are faced with greater challenges thaar before as a result
of increased competition, growing globalisationereghanging/evolving
new technologies, and the rate of change.

Human/individual behaviour, according to Bornsté&dagan, and Lerner
(2020), refers to the potential and expressedtalddr physical, mental,

and social action throughout one's life. Individbahaviour describes
how a person reacts in various situations and skavisus emotions such
as anger, love, happiness, and rudeness (iedur2@2%). It refers to a
combination of external and internal impulses, all as a concrete action
taken by an individual. Organisational behaviourtlte other hand, is the
study of people's actions at work. It has a sigaiit impact on

individuals, and its impact on organisations canoetoverlooked. In

organisations, managers are basically concerneld thieé employee

behaviours that they can explain, predict and erfte.

3.1.1 Employee’s Behaviour

In organisations, managers are concerned withrtiagree behaviours
that they can explain, predict and influence. Erpgdobehaviour refers
to employee’s reaction to a particular situation té workplace.

Therefore, they are expected to behave sensibheatvorkplace in order
to maintain a healthy work culture, respect otlard gain appreciation.
Examples of employee behaviours are:

I Employee productivity: Employee productivity refers to the
amount of work (output) produced by an employea specific
period of time It is a metric for both efficiency and effectiveses
in the workplace. Managers might be curious abbetalements
that influence employee productivity and effectiess; thus, they
are advised to help their team mates put in thest bince it is in
their power to do so.

. Absenteeism: This refers to the failure to show up for work.
Workers who fail to show up for work will make iatder to
complete tasks. Although absenteeism cannot be letehp
eliminated, it has a direct and immediate influerme the
organisation's ability to function.

Iii. Turnover: It is the permanent exit from an organisation, \wket
voluntary or involuntary. Because of higher reangt selection,
training costs, and job disruptions, it can be aceon. Like
absenteeism, managers, can never completely efadicaover,
but they may reduce it, particularly among hightpening
employees.
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3.2 Concept of Organisational Citizenship Behawur

Organisational citizenship behaviour is a typeistitionary behaviour
that is not part of an employee's formal job resgalhties, but which
benefits the organisation's overall effectivenésdping others on one's
work team, offering for more job responsibilitiesyoiding unneeded
disputes, and making constructive statements abwis work group and
organisation are examples. As a result, every asghon needs
personnel who are willing to go above and beyorair thormal work
responsibilities. However, such personnel may vawek overload, stress,
and work/life issues. Examples of organisationtikzenship behaviour
include:

° Job satisfaction: Job satisfaction is a term that describes an

employee's general attitude about their work. Alttothis is an
attitude rather than a behaviour, many managers@mneerned
about the outcome because satisfied employeesaeelikely to
show up for work, perform better, and stay with einganisation.

o Workplace misbehaviour: Any purposeful behaviour of an
employee in the workplace that is potentially harmfo the
company or persons inside the organisation is nedeto as
workplace misbehaviour. Deviance, hostility, armcigl
behaviour, and violence are examples of workplasbanaviour.
For instance, playing loud music just to annoy cdwes, or verbal
aggressiveness to sabotage productivity are allkplace
misbehaviour. Therefore, managers are advised e haclear
understanding of factors influencing individual beiour in
organisations so as to be able to predict and explaployees’
behaviours at work.

3.3 Factors influencing Individual Behaviour

Individual behaviour defines how a person respoudder a given
condition. Based on knowledge and experience, ewedwidual in
organisation is a unique being. The various fadtdigencing individual
behaviour in organisations can be classified devl:

3.3.1 Psychological Factors
Psychological factors are factors that refer to pisgchology of an

individual which drives him/her to seek satisfagtithrough his/her
actions. They include:

A. Attitudes: Attitudes are judgments made about things, peapie,
events. It is the learned reaction/response ofrsopés complete
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cognitive process over a period of time. It refieliow one feels
about something and might be positive or negatilaee (3)
primary components comprise one's attitude. These a

o Cognitive component: This consists of a person's views,
opinions, knowledge, and facts. It assesses that&it(s).

o Affective component: It is the emotional/feeling
component of an attitude, as evidenced by the seatd
dislike my supervisor because he discriminates nagai
junior employees. "This component is about feelingd
can lead to behavioural outcomes.

o Behavioural component:This refers to a desire to act in a
particular manner toward someone or somethingaltis-
it-yourself approach. For example, because of my
sentiments for my boss, | might opt to avoid him.

Managers can better understand and illustrate the
complexity of attitudes and the potential relatiops
between attitudes and behaviour by viewing attisuee
made up of these three components (cognitive, taféec
and behavioural). Their main interest is usuallyjob-
related issues such as job satisfaction, job ireraknt,
employee, and organisational commitment.

o Job satisfaction: This is the general attitude of an
employee toward his or her work.

o Job involvement: This is the degree to which an employee
identifies with his or her job, participates actwm it, and
considers his or her performance to be cruciaisgamhher
self-worth.

o Organisational commitment: This describes an
employee's attitude toward the organisation in sewh
loyalty, identity, and involvement.

o Employee engagement:Employee commitment is a
relatively recent idea in the world of work. When
employees feel connected to, satisfied with, and
enthusiastic about their jobs, this is referreda® job
satisfaction. Employees who are highly engaged are
typically passionate about and profoundly attadioettheir
work, and they are also top performers. This lowtbes
costs of recruitment and training. Managers shtaltd an
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interest in their employees' attitudes becauseitifeience
behaviour; focus on the factors that have been shiow
contribute to high levels of job satisfaction amdguctivity
(making work challenging and interesting, providing
equitable rewards, and creating supportive working
conditions and supportive colleagues). Employeas dhe
satisfied and committed will have reduced turnosad
absence rates in the long run.

Personality: Personality refers to a person's distinctive set of
emotional, cognitive, and behavioural charactasstithat
influence how they react to situations and intevat others. The
most common way of describing it is in terms of swable
characteristics that a person possesses. Thusreweeacribing
people's characteristics when we use phrases lilet, passive,
loud, aggressive, ambitious, extroverted, loyaisé or friendly.

A person's behaviour can be ascribed to dozenseaftures,
including personality types, which illustrate howople interact
with one another and solve problems. As a resuth@fchanging
work environment, managers are recommended to hayeod
grasp of their employees' personalities duringrderuiting and
hiring process, as they are more likely to havééigperforming
and contented employees if personalities are mdtcohéh
occupations. Furthermore, because managers caner bett
understand why people approach problem solving,isohec
making, and job relationships differently as a lesi their
personalities, job compatibility has other advastagMany
methods are used in identifying personalities imat of the more
widely used methods are:

. Myer-Briggs Type Indicator (MBTI): The Myer-Briggs
Type Indicator (MBTI) is a personality diagnostol that
uses four personality dichotomies to identify diéfiet
personality types.

o Big Five Personality Model: The Big Five Model of
Personality explores five personality traits: exémsion,
agreeableness, neuroticism  (emotional  stability),
conscientiousness, and openness to experience. thimme
just a personality framework is provided by thisgeigm.

Perception: Perception is the mental process of converting
sensory input into useful knowledge. It is a metbbdjiving the
environment meaning by organising and interpretsansory
impression. As a result, no one sees reality; atsteve interpret
what we see and label it as reality, and we eataccordance
with our perceptions. A manager might interpret fidoet that her
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assistant takes several days to make importantsidesi as
evidence that she is slow, disorganised, and aftaidnake
decisions, whereas another manager with the sasrstaag might
interpret the same tendency as evidence that thistast is
thoughtful, thorough, and deliberate.

Probably, the first manager would have a poor @pindf her
assistant, whereas the second manager would héasoarable
opinion of the same individual. A variety of factanfluence and
sometimes distort, perception. These factors cafoied in the
perceiver, the object, or the target being perakias well as the
context in which the perception is made. Consedyeamperson's
personal traits such as attitudes, intentions,opailgy, interests,
past experiences, and expectations will have afsignt impact
on how he or she interprets a goal. In additioa,rélationship of
a target to its background has an impact on pames does the
environment in which we observe objects/eventsaAssult, the
assumptions we make about a person's internal toamekill have
a considerable impact on our perception and a@ras that
person's (individual) actions as managers.

D.  Attribution: Attribution is the process of watching behavioud an
then establishing its explanation based on theopefiy/situation
of the subject. As a result, the Attribution Franogkvis concerned
with how an individual acts in various situationasbd on the
following criteria:

o ConsensusThis refers to the range of reactions that people
in similar situations might have.

o Distinctiveness: This refers to how well a person's actions
may be linked to specific events or personalities.

o Consistency: The frequency assessment of the observed

behaviour in terms of how often it occurs is knoas
consistency.

The Attribution Theory

The Attribution theory was first proposed by Heidar 1958. the

Attribution theory explains how people are judgadan organisational
setting based on the meaning ascribed to theiroratiWhen an

individual's behaviour is observed, the theory ssf)g that attempts
should be made to determine whether the behaviaamaused internally
(under the individual's control) or externally (befour results from

outside causes); that is, the person is seen asghlaeen forced into the
behaviour situation. The idea goes on to say thaget elements will

determine the outcome: distinctiveness, conseasusconsistency. As a
result, managers should look for consistency ie@ployee's conduct in
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each work scenario, and understand that emplog=es to perceptions
rather than facts.

Thus, whether or not a manager's evaluation of amplayee's
performance is objective and fair, or whether othé organisation's
compensation levels are among the top in the contpurs less
important than how employees perceive them to landders should pay
close attention to how employees perceive bothr #aiployment and
organisational activities; they should remembet thaiseful employee
who departs due to an incorrect perception isgastaluable as a valuable
employee who quits for a good reason (McLeod, 2(R@&bbins &
Decenzo, 2011).

E Learning: Learning is defined as any generally permanent géam

behaviour that comes as a consequence of direet\aimn, practice, or
indirect reading as a result of experience. Thugjeustanding how
individuals learn is necessary for managers to bke & explain,

anticipate, and influence behaviour.

Theories of Learning

Individuals continuously learn from their experieactherefore learning
happens all the time. There are two learning tlesotihat can help us
understand how and why people behave the way tbeyliey are as
follows:

a) Operant Conditioning Theory: Operant conditioning is a
learning theory that states that behaviour is dated by its
consequences. It is a method of learning attribtad2F. Skinner,
a behavioural psychologist. People learn to belraweeder to get
what they want or avoid something they do not wa@®perant
behaviour is voluntary and learnt, as opposed tiexige and
unlearned behaviour. As a result, the inclinatmrepeat acquired
behaviour is influenced by the reinforcement (asklahereof)
received as a result of the behaviour. Learninguscavhen
behaviours are followed by either reinforcemenjponishment.
This theory's application can be found everywhemeurd us
(McLeod, 2018; Robbins & Decenzo, 2011).

b) Social Learning Theory. This is a learning theory, proposed by
Albert Bandura in 1977 It states that people camidy observing
and experiencing things firsthand. The impact ofiedd is
fundamental to the social learning perspective, fmo stages
determine how much influence these models haveaamdavidual
(McLeod, 2016; Robbins & Decenzo, 2011;). Theyasdollows:

o Attentional processes:When people perceive and pay
attention to a model's key qualities, they leaamfiit.
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o Retention processesThe impact of a model is determined
by how well the individual remembers the modelsoas,
even if the model is no longer available.

o Motor reproduction processes: This means that after
viewing a new behaviour in a model, the watchingnturn
into doing. This approach then proves that theqrecsan
carry out the model actions.

o Reinforcement processeslf positive incentives/rewards
are supplied, individuals will be driven to demaast the
modelled behaviour, and behaviours that are resefbare
given more attention, learned better, and performede
often.

Environmental Factors

Environmental factors are external factors whiok dinganisation lacks
control over. These factors have an effective erike on individual
behaviour. Some of the factors are:

3.3.3

Employment opportunity: The employment opportunities
available within a country act as a major determird individual
behaviour.

Economy: The general economy of a country greatly influsnce
the behaviour of an individual in an organisatidrhus, job
security and stable income are the most relevantivaimg
factors.

Political factors: Political factors are factors that indirectly
influence the behaviour of an individual. For imste, a politically
stable environment will provide opportunities fen@oyment in
diverse areas,and freedom to individual which imilluence their
career choice amongst other factors.

Organisational Factors

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

Physical facilities: This refers to the physical environment at work
place such as lighting, cleanliness, heat, andeneiel amongst
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 pertoroe and
individual behaviour.
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3.4 Methods of Shaping Behaviour

Shaping behaviour is the process through which gersatry to shape
individual behaviour by leading them through thearning in little steps.
They should be concerned with how they can persaagdoyees to act
in ways that benefit the company the best. Managerall levels of
management should keep in mind that negative betes/do happen in
organisations; nevertheless, when managers prethatl negative
behaviour does not exist, or when such misbehawaogsoverlooked,
employees may become confused about what is thecteg and
acceptable behaviour.

Negative workplace behaviour can be avoided byaiinginly screening
potential employees for particular personality gied and responding
quickly and effectively to unwanted negative bebavs. Managers
should also be aware of current organisational \ieba as a result of
generational differences affecting the workplachjclw has resulted in
changing attitudes in the workplace, with the priynabstacles being
topics such as dress appearance, technology, andge®ent style.
Organisational behaviour is shaped by the followargors:

o Positive Reinforcement: When a desirable event/stimulus is
provided as a result of a behaviour, this occussth? individual
gets closer to the desired reaction, it entailstesyatic
reinforcement of each succeeding step.

o Negative Reinforcement When an adverse event/stimulus is
removed/prevented from occurring, the rate of b&hav
improves.

o Punishment: Punishment refers to a situation whereby an

unnecessary behaviour is removed by creating uspiga
conditions/situation.

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

SELF-ASSESSMENT EXERCISES

4.0 SUMMARY

You were introduced to organisational citizenshadviour in this unit,
and the foundations of individual behaviour wererttughly examined.
Learning theories were also examined. As a reswdtagers should have
a thorough awareness of how employees behave &tamorhow to use
reinforcement rather than punishment to change \hetia that is
universally acceptable in the workplace.
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5.0 CONCLUSION

Organisational behaviour is an interdisciplinarpjsat that is extremely
useful in  maintaining organisational success; whemnagers
comprehend and recognise how people differ in thidlls, they will be
better able to perform on the job. Thus, manageosild always do the
right thing and pay great attention to the attigidetheir employees. Not
to mention the fact that their colleagues will loog to them as role
models for direction and guidance on the job.

6.0 TUTOR-MARKED ASSIGNMENT

1. Define and explain social learning theory'scpsses.

2. Discuss the various theories / philosophidgarning.

3 Describe the psychological factors influencingdividual
behaviour in organisations.

4. Discuss the concept of organisational citizenbkhaviour.

5. Define individual behaviour and examine thedesthat influence
individual behaviour in the library and informatioantre.

6. Define methods of shaping behaviour and expiaen different
ways behaviours are shaped in organisations.
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1.0 INTRODUCTION

This unit will introduce you to the concepts of angsation and organising
in the library and information centre, as well & tobjectives and
importance of organising, and the characteristfosrganisation. It will
also introduce you to the concept of organisatiostalictures, their
objectives and importance.

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 structanel
Know the importance of organisational structure.

45



LIS418 PERSONNEL MANAGEMENT IN LIBRARY  AND
INFORMATION CENTER

3.0 MAIN CONTENT

3.1 Concept of Organisation in the Library and Inbrmation
Centres

Organisations are fundamental components of mosieciety, and they
are influenced by their surroundings. Organisatidashot operate in a
vacuum; they are purposive systems in which cegaais are attainable.
They are made up of a human group and specialtstsare all working
together on a shared assignment in order to aclpevecular goals
(McShane & Von-Glinow, 2005). Organisations are |gwénted,
boundary-enforcing, and socially constructed huraativity systems
(Stueart & Moran, 2007). Thus, organisation is algwiented process
that tries to achieve established goals via apmtprplanning and
coordination of operations based on the concepds/@fion of labour and
the establishment of authority-responsibility relaships among the
organisation's members.

Organisations are deliberately formed by human dsiraffects the
quality of human life in the society and try to tchguish between
members and non-members. As a result, managersbawastare of the
nature, culture, and impact of globalisation onamigations, because
everyone in the workforce must be able to compréhg@nedict, and
influence the behaviour of others in the workplace.

Library and Information centre as organisations sweial and open
systems operating in a fast-paced environment. Takg in external
input, absorb it, transform it (information), arieeh transmit it back into
the environment (output). Furthermore, they cortStawitness an
upsurge in technological advancement and transtowmaof its

operational processes; changes in users' informatiemands and
expectations; higher expenditures, and the desirsthff to have more
autonomy and control over their job. Therefore, agmrs need to
restructure and adjust the way they work as thigely essential for
understanding the behaviour of human beings wittma complex
environment of their operation.

3.1.1 Characteristics of Organisation

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

o Organisations function in a competitive and comg@exironment.
o They have rules and standards that have evolvettiove.
o Organisations have a life cycle that extends beybedives of

individuals; they emerge, develop, and mature.
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o Organisations have goals, policies, proceduregeaactices.
o They process some input and turn it into an output.
o They connect with other organisations and musttdggrnally to

meet the demands of the outside world.
3.4 Definition of Organising

The structure of any organisation is key in makirsgiccessful. Managers
plan in order to define organisational goals angdailves, and organise
in order to provide a structure that will enable drganisation to meet its
strategic goals. Organising is a managerial rad iticlude establishing
what activities should be completed, who should glete them, how
duties should be grouped, who should report to wharmd where
decisions should be made (Robbins, 2015). Thuslcmees will be better
able to understand both the organisation they vi@rland the structure
of the one they might work for in the future if yhieave a good concept
of organising as a managerial function. AccordingSmith (2005),
organising is the act of defining who will underatke tasks required to
attain organisational objectives, the resourcesbéo used, and the
management and coordination of the tasks.

Organising entails deciding what activities shobkl completed, who
should complete them, how the jobs should be aedngnd how all of
the work should be coordinated (Stueart & MorarQ70 Furthermore,
organising is a managerial role that creates aamsgtion's structure
(Robbins, DeCenzo & Coulter, 2011). Therefore, nigjag must be
dynamic in the sense that easy adjustment canfbetwl, respond to
change and not rigid.

In a nutshell, organising is the process of arnag@ind allocating work
among members of an organisation so that the aggomn's goals can be
met effectively and efficiently. Similar programmase also recognised
and placed together into units throughout the dsjyag process. For
example, in the library, the Librarian / Directat@as an intermediary
between the business objectives of the organisainahthe information

function and may want to decide whether to structime library by

specialisation or according to the physical taske Dnus lies on the
manager to decide on the type of structure thaswil his/her department
based on the nature of the departmental activities.

3.2.1 Objectives of Organising in the Library andinformation
Centre

Organising is a managerial function that providespe and structure to
the library and information centre. Thereforeplgectives are as follows:
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a. Separate the tasks to be completed into distinbs jand
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, groupsnd a
departments.

3.2.2 Importance of Organising in the Library ard Information
Centre

Organising is a dynamic process which allow foreefive and easy
adjustment of organisational activities by obsegti the tasks that have
to be done and deciding on how best such couldobe dnd by whom

(Stueart & Moran, 2007). Importance of organisingthe library and

information centre includes:

a. Organising enables the designing of the 48rgamizds!
structure, so that everyone knows who is to do wdwadl who is
responsible for what result.

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

C. It enables the 48rganization to pattern the wosk ik done.

d. Organising helps in the removal of ambiguity in @8yganization
because it allows and promotes team work sincelpdmow that
they must cooperate to do everything together.

e. Organising brings about cooperation and collabonati

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

3.2 Concept of Organisational Structure

The system of relationships that is both formatigulated and informally
created to govern the activities of people who dependent on one
another for the achievement of common goals isrmefe to as

organisational structure. Organisational structaczording to Robbins
(2015), relates to how work duties are formallyaseped, categorised,
and coordinated within a company. Hence, it affeot the productivity

and economic efficiency of the workforce, as wsltlzeir morale and job
satisfaction.

Organisational culture establishes a frameworkrdeoand command
within which the organisation’s operations can lbenped, organised,
directed, and controlled, allowing the managemerdcgss to be
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implemented. Therefore, it is the pattern of relahips between
positions in the organisation and among its indigld (Robbins &
Decenzo, 2011). Also, tasks and duties, job rolesralationships, and
communication routes are all defined by organisatistructure.

The organising process produces organisationattstiel Consequently,
the library and Information Center has developeamfrplaces where
conventional print resources predominated to plaed®re these

resources coexist with digital / electronic resestcAs such, the library/
information centre is going through a tremendousrganisation in

reaction to changes in the external environmemt they're as concerned
about access to materials as they are about therialatthemselves.
Hence, libraries are hybrid spaces that house poth and electronic

content.

The purpose of organisational structure is to diviork among

organisation members and to coordinate their astsm that they are
oriented toward achieving organisational goalsadctives. As a result,
organisational structure determines how authostgivided, individual

roles are coordinated, and official informatiortrsnsmitted (Stueart &
Moran, 2007).

Furthermore, organisational structure is a diag@nan organisation
describing what employees are expected to do,dineommunication,
whom to report to, and how decisions are to be maatess board
(McShane & Von Glinow, 2005). Thus, the structuse never the
complete storey; it is only a method of dividingtida among people in
order to promote productivity and economic efficgnas 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:

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

o Monitor the organisation's operations;

o Hold groups and individual members of the orgaiosat
accountable for their work;

o Coordinating the activities of various componentE tbe
organisation and job areas;

o Encourage flexibility so that future demands angdaadements
can be met; and

o Adapt to changing environmental effects as wellttes social

satisfaction of the organisation's members.
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3.3.2 Importance of Organisational Structure

Organisational structure is a form of system thetails how certain
activities can be used to help the organisationeaehts objectives. The
following are some of the importance of organigadicstructure:

) It establishes the coordination of operations uniersupervision
of a manager, as well as the delegation of authcamd
responsibility required for the management to cateplthe
assigned tasks.

o It is the source of duty distribution, individualogtion
coordination, and official information disseminatio

o An organisation's organisational structure is ong the
interconnected components that defines it.

o Organisational structure aids in the definitionimdividual jobs

and their interrelationships, as shown in orgamsat charts and
job descriptions.

o It allows for the identification and grouping oferations that are
comparable and connected to the organisation'ssgead
objectives.

o Organisational structure permits the assignmetheage activities
to appropriate units.

o The most important factor in determining organcsai

performance is the structure's correct design.

SELF-ASSESSMENT EXERCISES

4.0 SUMMARY

This unit introduced you to the definitions and raueristics of
organisation, as well as the concept of organisoigectives and its
significance. The concept, objectives, and impagaof organisational
structure in the library and information centrewalso explored.

5.0 CONCLUSION

Most aspects of management are generic, and changss library and
information centre organisational behaviour are tesult of an
understanding that today's knowledge-intensive dvarécessitates a
different structure, attitude, and outcome. Thubyraty staff and
information managers are expected to apply thesmkedge in a variety
of settings. As such, teamwork and cooperation gntibnary personnel
at all levels are essential.
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6.0 TUTOR-MARKED ASSIGNMENT

What are the objectives of the organisation?

Describe the characteristics of organisations.

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

4. Why is it vital to organise in the library and imfoation centre?

wn e
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1.0 INTRODUCTION

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

2.0 OBJECTIVES

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

)
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Define organisational design;

Describe the elements of organisational design;

Outline the objectives of organisational design;

Describe the various types of organisational stmest;
Describe the problem with organisational desigmk 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, particularly he areas of rising
competition and the growing relevance of compugerisnformation
systems in all types of libraries (organisatiom®npelled them to alter
their structures in order to remain relevant, gifec and efficient. As a
result, with the elimination of middle-level managehierarchies have
been flattened and replaced with a new model théiexible, adaptable
to change, and has few formal levels of hierar¢tag loose boundaries
among functions and units, with many adopting teafmaorkers who
work together on a specific task/assignment.

Managers develop/change the structure of an org@omsthrough the
process of organisational design. It entails degdbn the degree to
which jobs should be specialised, the rules thdlt guide employee
behaviour, and the level at which decisions willrhade (Robbins &
Decenzo, 2011). Organisational design, accoradn@utterman (2015),
Is concerned with the factors and issues that imeisonsidered, as well
as the rules and processes that must be followeatdar to design,
develop, execute, and maintain a successful amdtaff organisation.
Organisational design is the process of designingmodifying an

organisation's structure (Robbins, 2015); the meaaf establishing a
hierarchy inside an organisation (Leonard, 2018)usl the process
focuses on both the technological and human aspdctise business
(Allen, 2012).

3.1.1 Goals of Organisational Design
The organisational design process is a thoroughafstic approach to
organisational improvement that encompasses allts paf the

organisation. Thus, its goals in the library andimation centre are to:

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

b. Determine how work should be arranged to attahglal, taking
into account the utilisation of technology and othsork
procedures;

C. Properly outline the work's essential activities;

d. Ensure that operations are integrated and thatmes work

together as a team;

e. Create jobs that make the most use of employeitiesband give
them with high levels of intrinsic motivation;

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

h. Identify each organisational unit's position anddtion so that

everyone knows how to contribute to the overarching
organisational goal;

I Plan and carry out organisational developmentvities to
guarantee that the various processes within thengsgtion run in
a way that promotes organisational effectivenesd; a

J- Form teams and project groups as needed to hapdi@atised
processing, development, professional, and admatiise tasks,
as well as project management.

3.2 Elements of Organisational Design

Organisational design is a step-by-step technigoat tidentifies
dysfunctional components of work flow, procedursguctures, and
systems, realigns them to meet current businesigef@oals, and then
prepares strategies to put the new changes intonacthere are six
elements in organisational design. These are:

3.2.1 Work Specialisation

Work specialisation, often known as division ofdab, enables efficient
use of people' diverse skills. It refers to theipaning of work activities
into different job tasks, with the notion that tlpgomotes productivity.
Work specialisation is now seen by managers agborganising device
that helps employees be more efficient, rather thasource of ever-
increasing output (Robbins, 2015). Work speciabsatmeans that a job
is split down into steps and each step is complieyea different worker.
Thus, in order to enhance job production, an imtligsi employee
specialises in executing a portion of an activéther than the complete
task.

The advantage’ of work specialisation include mgkinh possible for

people to choose or be assigned to positions fachwthey are best
situated. For example, in the library and informatcentre, there are
different units and when all these units work tbget effortlessly,

productivity increases. However, it brings aboutgadmm and monopoly;
and after sometime, because there is no challgregple do not take
pride in their work. Also, it is impossible for operson to know all that
needs to be done in an organization.

3.2.2 Departmentalisation

Departmentalisation refers to the grouping of smiiblated work
activities into departments so that work gets diona coordinated and
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integrated manner. In libraries and information tcesy some of the
common units are: Acquisition, Systems, CataloguiBgrials, and
Readers’ Services amongst others. Organisations uosgy unique
classification based on their peculiarity. Howewshatever method is
adopted, it should reflect the grouping that wdligh the organisation
(library) achieve its goals.

Forms of Departmentalisation
There are five types of departmentalisations thatadten used. This
includes

I Functional departmentalisation Jobs are grouped by function in
functional departmentalisation. Although this stpt can be used
in any form of organisation, functions may changeeflect the
organisation's objectives. For instance, in therahf the
librarian/Director can organise the work place kgparating
Circulation section, Acquisition section, Systemsit,u and
Reference section amongst others, into departm&hts.benefit
of functional departmentalisation is that it allofes economies of
scale by grouping together persons with similarllskand
expertise.

. Product departmentalisation: Product departmentalisation
divides jobs into categories based on product lirkese, each of
the primary product areas is overseen by a manager is
responsible for everything related to the prodiBrcause all
operations connected to a certain product aretddeay a single
manager, product grouping has the advantage ofeasorg
accountability for product performance.

iii. Customer departmentalisation:Customer departmentalisation is
based on the notion that consumers in each departhave a
common set of problems and demands that are bdstssdd by
professionals. This strategy has the advantageatéimmg client
needs to departmentalisation. It also allows ogginns to better
understand their customers and respond to theirmaddsamore
quickly.

Iv. Geographical departmentalisation: Geographical
departmentalisation divides jobs into categoriesetdaon region or
location by bringing together organisational atig in a specific
geographical area and integrated into a single under the
direction of a manager thereby reducing the amadntontrol
from head office.
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V. Process departmentalisationThis approach is deployed when a
particular project is about to be executed. Memloérthe group
are usually drawn from within the organisation amdside of it.
They work with a functional manager. Usually, pobjgroups are
formed when major changes are about to take placani
organisation.

3.2.3 Chain of Command

The chain of command establishes a clear line tifaaily, power, and
responsibility that is necessary for the organisedi effective operation.
It is a continuous chain of authority that runsnirghe top of the
organisation down to the bottom, defining who répdo whom in an
organisation. As library managers and Informati@n€r Directors, we
must consider the chain of command principle angtimork is arranged,
as it will go a long way toward assisting stafflwissues like ‘who do |
report to?’ and ‘who do | go to if | have a probrEmployees now have
qguick access to information thanks to the usagénfdrmation and
Communication Technologies (ICTs) in the workplatkeey no longer
have to wait for information from someone higher pthe chain
command. Furthermore, the unity of command prircgrhphasises that
each employee should report to only one superidrictw helps to
maintain the idea of a continuous chain of comma&sda result, if there
is not a unified command structure, multiple mamgiggompeting needs
and priorities can cause problems. Managers cagdt as well (assign
authority to another person to carry out specifuties, allowing the
employee to make some of the decisions) some ofrésponsibilities to
other employees due to limited time, knowledge @sburces 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 oraeic
expect them to be carried out. It has somethindotavith one's
position in the organisation. The legitimacy ofeathority figure's
position in the organisation determines his or dngthority. It is
part of the job description. It is all a part oethigger picture of
power.

Authority can be divided into two types. These are:

o Line authority: Line managers are in charge of the
organisation's most important activities. Line ngara
have the authority to give orders to those highemuthe
chain of command by directing employee work andingk
decisions without consulting anyone else. Head of
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Technical Services is an example of a line managére
library.

o Staff authority (manager): Staff authority refers to roles
that have been formed with some authority to suppor
assist, and advise those who have line authortigs& are
managers who work in the organisation's supporting
activities. They only have advising authority arah ©nly
Issue commands to persons in their departmergnieiglly
reduces some of their informational burdens. Typica
example in library settings is the Personnel / Huma
Resource Manager, Accounts Manager. For exampde, th
library manager/Director cannot effectively handtee
technicalities of the budgetary needs for the tygraence,
the need for an Accounts Manager.

. Responsibility: The term "responsibility” refers to the obligation
or expectation to carry out any given task. It fasiething 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 efficientig affectively
manage is referred to as the span of control (sigeet). When a business
has a clear set of values, a supervisor and sutaiedi work in close
proximity, and a computer system that records aoliates critical
management information, high spans of control areceivable. One of
the reasons for the rise in managerial control sparecent years may be
the greater usage of information and communicdagohnology. In terms
of cost, speed of decision-making, flexibility, ghmity to customers, and
employee empowerment, the wider/larger the spamibre efficient the
business will be. Employee performance may suffehe time span
becomes too long because supervisors may not magle time to give
the essential leadership and assistance.

3.2.5 Centralisation and Decentralisation

The degree to which decision-making in an orgaiueas focused at a
single point is known as Centralisation. Decergedion, often known as
employee empowerment, refers to the extent loweztlenanagement
provides input and makes choices. It entails gistaff more decision-
making authority. on the other hand, the concept of
centralisation/decentralisation is relative, notsa@bte, nor is it an
either/or situation because no organisation is ewantirely
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centralised/decentralised, it is instead the  degreef
centralisation/decentralization. As a result, g uncommon in today's
workplace to see managers deciding on the level of
centralisation/decentralisation that will best daathem to implement
decisions aimed at accomplishing organisationalsgoa

3.2.6 Formalisation

The degree to which jobs within an organisation stemndardised and
employee behaviour is governed by rules and praesds referred to as
formalisation. There are explicit job descriptionsumerous
organisational regulations, and well-defined preeesencompassing the
work process in a highly organised company. Emmeyhave little
control over what is done, when it is done, or hioiw done as a result of
this. Where formalisation is limited, however, wplkce behaviours are
highly unstructured, and employees have a great tdteeway over how
they conduct their work. While some formalisatian nequired for
consistency and control, many firms today rely @ssigorous rules and
standardisation to guide and manage employee hmiravi

3.3 Types of Organisational Design

The process of selecting the appropriate form ganisational structure
for a specific situation is known as organisatiahedign. As the Head of
Library/Information Centre, you will be the onedetermine the type of
organisational design that you deem fit for yougasrisation However,
never do it all alone; allow your subordinates éoabpart of it. Types of
organisational design include:

3.3.1 Traditional Organisational Design

Traditional organisational design refers to theolatythat supports the
achievement of organisational goals in an efficaand effective manner.
This includes:

I Simple structure: A simple structure is one in which there is little
departmentalisation, little formalisation, and vasiount of power
with centralised authority in one person. The sengtructure is
most commonly employed in small enterprises, anddivantages
include flexibility, speed, and low maintenancetspas well as
straightforward accountability. However, as the amigation
grows, the structure becomes progressively ingafftadue to the
lack of laws and standards to direct operationsyedkas the high
level of centralisation, which leads to informatioverload at the
top. Also, decision-making slows down and can finabme to a
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halt as the single executive tries to make alhefdecisions, which
is unsafe because everything is dependent on oserpe

. The functional structure: A functional structure is a type of
organisational structure that groups occupatiopacslisations
that are comparable or related. The advantagesrékatt from
work specialisation are the functional structus&’ength. Bringing
similar expertise together creates economies olesecaduces
people and equipment duplication, and improves eyed
satisfaction. The most obvious flaw in this struetis that, in the
pursuit of functional goals, the organisation freqtly loses sight
of its own best interests. Furthermore, becausgnmgle function
is entirely responsible for the outcomes, individuaf specific
functions become isolated and have limited comprsioa of
what others are doing.

iii. The divisional structure: A divisional structure is a type of
organisational structure that is made up of distingsiness units
or divisions. Each division has limited autonomy this
organisation, with a divisional manager in charfjei® or her unit
and accountable for performance. In a divisionaucttire
however, the parent organisation serves as annateverseer,
coordinating and controlling the numerous divisiaral often
providing support services such as financial angalle The
divisional structure's key benefit is that it conicates on results,
with divisional managers taking full responsibility a product or
service. It also frees up the headquarters empsdyem worrying
about day-to-day operational minutiae, allowingnth® focus on
long-term and strategic planning. The divisionalstiure has a
fundamental disadvantage in that it duplicatessaskl resources,
resulting in increased operational costs and deeckafficiency.

3.3.2 Contemporary Organisational Designs

The contemporary organisational design refers tdamno organisational

structure in which the rigid top-down (vertical dgy model of the

traditional structure is removed thus, giving enyples ownership of the
work they perform. The traditional design (struefunas repeatedly been
shown to be ineffective in today's increasingly aymc and complex

world, necessitating the need for organisationddolean, adaptable,
organic, and inventive. As a result, managers arpl@ying design to

come up with new approaches to structure and asgambdrk, such as
team-based structures, matrices, project structed boundary-free
structures.
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Types of contemporary organisational design

The following are examples of contemporary orgarsal design:

I Team-based structure:A team-based structure is one in which
the entire organisation is made up of work gro@asfis that
accomplish the tasks of the organisation. Becaduse tis no line
of management authority from top to bottom in thiganisation,
employee empowerment is critical. Employee teamghe other
hand, are allowed to develop and do work in whatevey they
see fit, and are held accountable for all work gedormance
results in their particular areas. In big organdise, the team
structure frequently complements the traditional
functional/divisional structure on the ground, waliog the
organisation to have the efficiency of a bureaucratile still
allowing teams to be flexible. Team-based arrangesnen the
other hand, have achieved positive results. Howesenply
forming teams with staff is insufficient. As a réispersonnel must
be trained to operate in groups, undergo crosstifumad skill
training, and be appropriately compensated.

. Matrix structure: T his is an organisational structure in which
project managers assign professionals from sevarational
divisions to work on one or more projects. The gssfonals return
to their functional departments once the projectaspleted.
Because employees in a matrix organisation haventaoagers
who share authority, this architecture has a unifpagure: it
creates a dual chain of command. Both managers must
communicate regularly, coordinate work expectatmmstaff, and
settle issues collaboratively in order to functiell. The matrix
structure has the advantage of facilitating therdioation of a
large number of complicated and interrelated ptsjedhe
design's main drawbacks are the confusion it caases its
proclivity for fostering power disputes.

1 The project structure: The project structure is a framework in
which personnel work on a project on a continuai$aA project
structure, unlike a matrix structure, does not haveesignated
department to which employees return after commpewther
projects. Employees, on the other hand, bring thaigue talents,
abilities, and experiences to other projects. Assallt, in project-
structured companies, all work is done by teamis¥iduals who
join a project team because they possess the megegsrk skills
and talents. The benefits of a project structueethat it is fluid
and adaptable; there is no departmentalisation wict s
organisational hierarchy to stifle decision-making activity.
Managers serve as facilitators, mentors, and ccabbre their
teams. They assist the project team by removingrosgtional
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barriers and ensuring that the teams have the nmesothey require
to execute their task successfully and efficiently.

Boundaryless organisation: The term "boundaryless
organisation” refers to a company whose desigoti€onstrained
by, or limited by, horizontal, vertical, or extetnaorders. The
organisation tries to abolish the chain of commastiblishes no
boundaries on control spans, and replaces depagmeith
empowered teams in this structure.

Virtual organisation: This is an organisation made up of a limited
number of full-time employees and contractors eegagn a
project-by-project basis. This sort of organisatioombines
conventional features with a heavy reliance onrmgtion and
communication technology to complete tasks. It miglso be
made up of employees who work from home offices ansl
connected by technology, but who meet togetherensgn every
now and again.

Network organisation: Organisations that use their own workers
to perform some work activities and rely on outssdepliers for
other product components or work processes arereefféo as
network organisations. It's known as a modular wiggdion in the
manufacturing world (refers to a small core orgatis that out
sources major business functions). The structym@iaach enables
enterprises to focus on their core competencietevdointracting
out non-core activities to companies that spe@aticertain areas.

3.4 Challenges to Organisational Design

Essentially, managers seek out the most efficientl &ffective
organisational design to support and facilitate leyges' tasks. However,
there are a number of obstacles that can stymiedperational activity,
including

a.

Designing office spaceOffice space design has always been a
struggle between allowing people to work and masging space

to reduce costs. This has developed over time filmenaction
office to the cube farm and now to the collabomtiwhich
accommodates virtual workers with group spacesntmerage
connection and innovation.

Keeping employees connectedn the past, work activities were
reasonably regular and constant; most jobs welldifué, and
work was performed at an employer's location unties
supervision of a manager. However, the majority tafiay's
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organisations are not built in this manner, makiagoig structural
design problem for managers to keep widely distebuand
mobile staff connected to the organisation.

C. Managing global structural issues:Because the structures and
tactics of businesses around the world are simmtanagers must
be knowledgeable with the difficulties surroundistuctural
variances owing to the global nature of the busires/ironment
today.

d. Building a learning organisation: This refers to an organisation
that has established the ability to learn, adapd, @hange on a
constant basis. As a consequence, managers shuosldeethat
their people continue to acquire and share new letdye, as well
as apply that knowledge in making decisions or gldireir jobs,
resulting in a competitive advantage for both thgaaisation and
the employees in the long run.

3.5 Impact of Technology on Organisational Degn

Information and communication technologies (ICTayd altered many
elements of human existence and provided employes new

opportunities to work from remote locations. Sonfethe effects of
technology on businesses can be seen in the folgparieas:

I Impact on organisational structure Introducing new
technologies to employees through training will essstate the
hiring of more IT professionals. The introductiodncomputers to
libraries, for example, resulted in the formatidntloe Systems
Unit and the hiring of Computer Science graduatethb library.

i Changes to the organisation's physical layoutA circumstance
in which  transitioning from hand filing to comeus eliminates
the necessity for file clerks, resulting in a chang workplace
structure.

iii.  The organisation benefits from efficiency inthe same way
Though updating to technology may be costly at,fit<can save
organisations money in the long run.

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

a. Handheld devicesHandheld devices allow users to access e-mail,
calendars, and contacts can be accessed from argyitiege is a
wireless network.

b. Webcams: Employees can use a broad band network and
webcams to video conference.
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C. Encryption code: Employees are given key fobs with constantly
changing encryption codes that allow them to logoothe
corporate network and access e-mail and compamyfoan any
computer with an Internet connection.

d. Cell phone: Cell phone switches seamlessly between cellular
networks and corporate Wi-Fi connections.
e. Software: Security is the most pressing concern when working

from anywhere at any time. Important and sensiia& must be
protected by businesses. Security issues havegoeatly reduced
thanks to software and other disabling devices.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

The concept and definition of organisational desigare introduced in
this unit. Organisational design goals, aspects tgnes were discussed.
The challenges of technology and its impact on misgdional design
were also discussed.

5.0 CONCLUSION

Structural design is a tool for achieving a goa.aresult, regardless of
the design managers adopt for their organisatiach a structure should
assist employees in working in the most efficiemd &ffective manner

possible in order to achieve the organisation’dggaad objectives.

6.0 TUTOR-MARKED ASSIGNMENT

1. Make a clear distinction between spans of cbrénd chain of
command.

2. Define organisational design. Describe the lehgks of
organisational design.

3. Discuss the concept of "contemporary orgarusatidesign"?

4. What impact does technology have on organisatidesign?

5. Organisational design is the process of detengi which

organisational structure is optimal for a speciBguation.

Critically analyze the various forms of organisatibstructures.
6. Explain the differences between traditional ammhtemporary

organisational design using relevant examples.
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1.0 INTRODUCTION

In this unit, you will learn about the meaning, &@weristics, types,
functions, and importance of organisational culturehe life of every
organisation.

2.0 OBJECTIVES
By the end of this Unit, you will be able to:

Define organisational culture,

Describe its characteristics,

List the different types of organisational culture,
List the functions of culture,

Explain the dimension of organisational cultured an
Explain the importance of organisational culture.

3.0 MAIN CONTENT

3.1 Definition of Organisational Culture

Organisations have a personality that is known laair t culture.
Organisational culture is difficult to describe;natheless, it is loosely
defined as reflecting underlying attitudes abowt aork is done, as well
as what behaviours and activities are supportguiadibited. Thus, there
IS no agreement on its definition or applicationhte analysis of work in
organisations.
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Organisational culture, according to Mullins (20073 the set of
traditions, values, policies, beliefs, and attitsitleat provide a pervasive
backdrop for everything we do and think in an orgaton. Similarly, it

Is the set of values, conventions, beliefs, atéfjdand assumptions that
determine how people behave and get things donempanies, even if
they are not defined. Organisational culture isuhderlying pattern of
shared assumptions, attitudes, and beliefs coimigathe way individuals
inside an organisation think about and act on ssare opportunities
(McShane & Von-Glinow, 2005).

Most facets of organisational life, including hoecisions are made, how
rewards are distributed, and who is promoted, drenHuenced by
organisational culture. As a result, it is referteés the common beliefs,
ideals, traditions, and ways of doing things tingpact how people of an
organisation behave (Robbins, DeCenzo, 2011). Gsgtmnal culture
explains how common ideas and principles evolvest tvme, and how
“things are done around the organisation” is |argefluenced by the
culture in place. Thus, managers who are confrontéd new and
seemingly unreasonable behaviour among their stagfht benefit from
a better grasp 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 intodhganisation. Thus, its
characteristics include the following:

I Direction: The degree to which the organisation establishes
objectives and performance expectations is deteunimby
organisational culture.

. Integration: This refers to the degree to which different pafts
an organisation are encouraged to work together.

1 Individual initiative: In an organisation, individual initiative
refers to the level of responsibility, freedom, andependence
that individuals have. They are free to be creatind come up
with their own ideas in this way.

\2 Level of risk tolerance: The extent to which you are encouraged
to be bold, innovative, and self-sufficient.

V. Management support: The extent to which managers give
subordinates clear communication, support, anc@asse.
Vi. Control: This refers to the quantity of rules and regulatioas

well as the level of direct monitoring, that aréisgd to limit your
freedom and behaviour.

vii.  Identity: This refers to how strongly individuals of an orgsation
identify with it as a whole. People frequently idgnwith the
organisations with which they work. As a resultgamisational
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culture plays a role in defining the organisatiomternal and
external identities.

viii. Reward system:The extent to which you have reward allocation,
such as wage increases, performance evaluations/guperiority,
and who you know in the organisation.

IX. Conflict tolerance: This refers to how open employees are
permitted to express their dissatisfaction.

X. Communication pattern: The extent to which organisational
communication is limited to higher-ranking offickndormation
freedom.

Xi. Dominant culture: This refers to the core value that the majority

of members of an organisation share.
3.3 Types of Organisational Culture

Though organisational culture cannot be seen @hted, it has an impact
on all employees' behaviour, thinking, and perfaoroea Employees learn
culture through stories, rituals, materials, symbohnd languages.
Organisational cultures can be classified as fagtow

a) Power culture: Power culture is common in small organisations
and is based on trust, empathy, and personal comatiom. It is
based on a central poser source with rays of inlegadiating
throughout the organisation from the central figure

b) Role culture: Role culture is frequently seen as a bureaucraaty th
operates on logic and reason. It is supported ly syanisational
pillars such as finance, purchasing, and productitmus, the
role/job description is frequently more significathhan the
individual, and authority comes from position.

C) Task culture: Task culture is focused on the job/project and aims
to bring together the proper resources and pegpieveraging the
group's unifying power. The influence is widespreadd it is
based on expertise rather than position or persarnhbrity.

d) Person culture This is a situation in which one person is the
centre of attention. Every structure exists to bk people who
live inside of it. As a result, some people coneltfiiat it is in their
best interests for them to band together and dwmshtheir way.
The preference of many people is for individuatwrd.

3.4 Functions of Organisational Culture

Depending on how strong or weak an organisatiaftare is, it may have
implications for its structure. Thus, some of thandtions of
organisational culture that have been recogniseldde the following:

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

C. Culture communicates a sense of identity and eadine social
system's stability.

d. Organisational culture acts as social glue, helgmdeep the
organisation together by advising employees on wiet should
do or say.

e. It acts as a sense-making and control mechanisidjnguand

shaping employee attitudes and behaviour.
3.5 Dimension of Organisational Culture

The purpose of the organisational culture dimerssisrto examine and
provide insight into the various types. They aréadlsws:

1. Attention to details: This entails meticulous attention to details
with respect to customers and striving to keepdhgh records. It
is the standard by which employees in an orgaoisatie required
to operate with precision, be analytical, and page attention to
detalils.

2. Outcome orientation: This refers to the extent to which an
organisation's management is focused on resuberdhan the
methods and processes used to get there.

3. People orientation: People orientation refers to the extent to
which management considers the influence of detssiaken and
the implications of these actions on people in dhganisation
through increased participation.

4. Team orientation: In comparison to individual effort and
contributions to the organisation, team orientateothe degree to
which effective cooperation through collaboratiard goroblem-
solving is valued.

5. Aggressivenessinstead of adopting a casual approach to work,
aggressiveness refers to the degree to which eepdogisplay
competitiveness toward their jobs (employee's agugrdo work).

6. Stability: This determines how adaptable an organisation is to
change. Employees in stable organisations know wehdod, who
to report to, who is in-charge and what they ar@eek to
accomplish.

7. Innovation and risk taking: This refers to how motivated
employees are to be creative, willing to try nemgls, and take
chances. Allow employees to work on new productgises by
allowing them to work on their own project duringmk hours.
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3.6 Importance of Organisational Culture

Culture is all-pervasive, and it's a crucial comgun of effective
organisational performance. The following are samhthe reasons why
organisational culture is important:

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

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

C) Organisational processes such as decision-makitrgctsre
design, group behaviour, work organisation, moinrat job
satisfaction, and managerial control are all inflced by culture.

d) It contributes to successful technology deploymamipvation,
mergers and acquisitions, organisational success, t@am
performance, among other things.

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

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

0) The performance appraisal system of a company &vilye
influenced by organisational culture.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

The focus of this unit was organisational cultime|uding its definition,
characteristics, types, dimension, functions, amgortance. The culture
and structure of an organisation evolve througliout. As a result of a
complicated combination of elements, it has a &pmt impact on
human behaviour and action, management processggrganisational
performance.

5.0 CONCLUSION

The nature of the industry/business, the charatiesiof the individual

organisation and its culture influence organisatiobehaviour and

efficient human resource management. Thus, orgaomsé culture has

an impact on most elements of organisational iifeluding the nature of
decision-making, decisions, how rewards are disted, promotions,

how people are treated, and appropriate organisdtresponses to their
surroundings, among other things.
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6.0 TUTOR-MARKED ASSIGNMENT

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

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

3. Describe the many types of organisational cultures.

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

5. Explain the functions of organisational culturethe library and

information centre.
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1.0 INTRODUCTION

Organisations are made up of thousands of taskshvalne then grouped
together into jobs. You will be introduced to thencept of job design in
organisations in this section. The definition aalibvance of job design
will be discussed, as well as the advantages asaddantages of job
design, job design models, methodologies, and steps

2.0 OBJECTIVES
By the end of this Unit, you will be able to:

Define job design;

Comprehend the models of job design;

Explain the importance of job design;

Outline the advantages and disadvantages of jagrdes
Describe the methods of job design; and

Explain the steps in job design.
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3.0 MAIN CONTENT

3.1 Definition of Job Design

A job is a collection of tasks carried out by agénworker (McShane &
Von Glinow, 2005). Thus, managers in organisatipngposefully and
intentionally design jobs to reflect the demands af changing
environment, employees' skills, abilities, perfontes, and the
organisation's technology. According to Robbins &aenzo (2011),
job design is a process and the most fundamengiure of an
organisation that determines what employees aréede® do as part of
their job.

Job design is the process of allocating tasks foba including the
interdependency of those activities with other jgbkcShane & Von
Glinow, 2005). Thus, job design entails making sysdtic attempts to
organise tasks, duties, and responsibilities int@ogk unit in order to
achieve specific objectives. To Norris and Por2&1@), job design is the
division of work tasks assigned to an individualam organisation that
describes what the worker does, how they do it, @whg they do it.
Therefore, job design incorporates the work conimd credentials
required for each position to fulfil the needs otlbthe person and the
organisation. Thus, people do not develop theis jalan organisation by
accident, and because of technological advancenamdschanges in
psychological contracts, job design is continuowasignging.

3.2 Importance of Job Design

Job design entails determining the specific taskksrasponsibilities that
employees will undertake and carry out. Thus, dperly directed, it has
a lot of importance for organisations. These inelud

o Job design leads to an increase and enhance atand

productivity.

Job design increases and improves job satisfaction.

It improves the quality of working life.

It designs the tasks required to complete a gigbrsjccessfully.

It promotes organisational effectiveness.

Job design includes information about the indivicirathe job as

well as instructions on how to complete the resjtlrges.

o Makes certain that the job procedure is up to datkerelevant to
employees.

o Job design is critical for an organisation's apiti carry out its
functions in the most effective and efficient manpessible.
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3.3 Advantages of Job Design

Job design is a time-consuming procedure. Its go@l help employees
comprehend their jobs and responsibilities, as aelhow to advance
professionally. Consequently, the benefits of j@sign are numerous.
They are as follows:

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

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

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

o An effective work design strategy based on jobamment offers

increased value addition and decision-making c&paensuring
personal and professional progress in the long.term

o Job design encourages employees to receive fretragmhg and
development in order to boost productivity.
) It assists in determining an employee's productifficiency,

workload, and needed hours of labour.

3.3.1 Disadvantages of Job Design

Job design focuses on reducing the mechanical &spéd¢he job and
ensuring that given duties and responsibilities/jpl® job satisfaction to
the individual. Thus, some identified disadvantagigeb design are:

a) Oversimplifying jobs might lead to boredom and mimmy.

b) Task rotation, a job design strategy, can disruptkwilow and
lower output quality.

C) Job enrichment gives senior employees too much pomigEch
can lead to poor results or personality conflict®ag workers.

d) Employment enlargement, which entails increasimgrthmber of
tasks performed by employees inside their job, migause
employees to lose focus on their primary capaéditi

3.4 Models of Job Design

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

a. Classical approach:This method is based on Fredrick Taylor's
scientific management principles. The use of statsation and
simplification to achieve specialisation is at theart of the
classical approach. Job simplification, job engimeg job
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rotation, and job enlargement are some of theegjies supported
by this approach, each with its own set of benefis drawbacks.

Social approaches to work:The usage of autonomous working
groups is encouraged in this strategy. It statatidbcupations are
developed to meet the needs of the circumstandh, tbohnical
and social, and that employee motivation is thetrs@mificant
component in organisational productivity. Peer-suisery
relationships, the requirement for group work, #mel formation
of a supportive environment are all important congras of this
method. Furthermore, the method claimed that cenisig a full
working environment, as well as organisational asatial
variables, while developing jobs leads to the dstaiment of self-
managed work teams in the organisation.

Herzberg's Two-Factor Theory: This is the first major approach
to link job design and employee motivation exphcitWith
Maslow's need pyramid, Herzberg showed that whienes
components of the job contributed to employee feati®n, others
contributed to employee dissatisfaction. He conted to the
meta-theory that underpins job design by providirigundational
element. Herzberg was the first to propose an eoapistudy of
people's jobs and build a well-defined work desigrdel.

Hackman and Oldham’s Job Characteristics Model (JCN): In
their job characteristics model, Hackman and Oldlexpanded
on the concept of motivated jobs by emphasisingiient. They
claimed that the degree of relevance, task identiriety,
autonomy, and feedback from the job could all bedu® assess
whether or not a job is motivating. They also reusgd the
importance of individual differences on the jobswasing that
skills, knowledge, ability, and general job sati$i@n may
influence the strength of the relationships betw@énattributes
and critical psychological states.

Karasek’s Job Demand Control Model:Karasek improved on
the criticisms of the Job Characteristics Model NJChy
combining the traditions of the negative partsatf gesign (such
as demands, workload, and role stressor) with tiséipe aspects
(job control vs. autonomy, and skill variation). Elaimed that job
demands and control should be studied togethee $ime impact
of both can differ dramatically depending on theeleof one on
the other. His approach sparked studies into wadebtress and
health-related outcomes.
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f. Warr’s Vitamin Model: This model addressed a variety of job
characteristics that may have an impact on peoppiness.
Environmental factors, he said, can act as vitarfongeople's
well-being in and out of the workplace.

3.5 Methods of Job Design

Understanding the many aspects of a job, such #esdyprocedures
necessary, hierarchies, skill sets required, anglearee motivation, is
crucial. Thus, managers in organisations can rgdgsbs in several ways
such as through:

a. Job rotation: It is the process of preparing lower-level persdénne
to take over from someone in a higher-level positidhus,
employees are rotated from one job to the next sysiematic
fashion. In job rotation, employees switch fromegob to the
next, yet the job itself remains the same. It hdlpsprevent
boredom and add diversitilowever, training cost may increase
and work may be disrupted; and on the long runseade-
motivation.

b. Job engineering or simplication: This includes tasks to be
completed, methods to be used, employee workflpargormance
standards, worker layout, and dependency betweerahs and
machines. Job engineering has several advantagelsiding
specialisation, which allows employees to quicldgrh up on a
task; a short work cycle; and ease of recruitmigraesiow-skilled
people can readily be trained; and, by making espmdxialised or
streamlined, it reduces the need for supervision.

C. Job enlargement This entails broadening the scope of a job to
include multiple tasks rather than simply one atgame level and
skill. It is a job rotation that is been extendidries to add similar
duties to the present job in order to give it mdikersity and make
it more engaging.

d. Job enrichment: Job enrichment is re-designing a job to
incorporate a diversity of work content, giving teenployee
greater autonomy and responsibility for planningeating, and
regulating their performance, as well as providpgortunities for
personal growth and meaningful work experiencaldb permits
the decentralisation of decision-making rights oaeeas that
directly affect an individual's task function.

3.5 Steps in Job Design

Job design encompasses the content, structurergadisation of tasks
and activities. Thus, in evaluating job roles, &rdhe purpose of having
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a great and good job design, certain parameters asithe under listed
should be considered:

I Feedback: Employees' ability to tell how well they are
performing based on direct sensory input from tieig referred
to as feedback. This should be done regularly thithemployees
so as to understand issues being faced on thendkhaw the
identified issues can be resolved.

. AssessmentWhen evaluating performance, it is critical tovda
comprehensive knowledge of what everyone in theaht@y has
to say. Thus, the roles need to be updated andated to have a
better job design

iii. Training: It is very important to have a regular training gmam
for employees in every role so as to keep them tepdaith the
latest trends and concepts; and also help in bd¢tagning the job
with the latest frameworks and trends.

iv.  Work-life balance: Work-life balance refers to the
division/distribution of one’s time and focus beemenorking and
family activities. Thus, it is important to make fkdife balance a
part of every job role in the organisation to eesilexibility and
motivation of employees. Incentives like vacatiomproved
health insurance package, work from home, creatlagcare
within the organisation’s complex, and variable payongst
others should be made part of the job package sdachanhance
overall job satisfaction.

3.7 Elements of Job Design

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

3.7.1 Specialisation and Division of labour

Specialisation refers to the fact that each emm@ogerforms only a
portion of the work required to supply a servicaocomplish a task. It's
also known as division of labour. Some workers vgiflecialise in

particular activities, while some will specialise athers. However, job
design attempts to strike a balance between thefiteand drawbacks of
specialisation. Therefore, as the Head of Libraing&or of Information

Centre, you should ensure that jobs in your departnare properly
designed to avoid negative effects of specialisatind include factors
which motivate workers.
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Advantages of specialisation
Specialisation will lead to higher efficiency andoaomies of scale to
some extent. Because of the following advantages

o Individuals can gain great levels of expertiseantipular pursuits
in a short amount of time.

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

o Employees do not waste time switching from one doittye next.

o Jobs are frequently simplified, allowing individsalith lower

skills to be assigned at a reduced cost.

Disadvantages of specialisation
Some of the identified disadvantages of speciatisanclude:

e Boredom: Highly specialised jobs demotivate people since the
are monotonous and repetitive. As a result, emgloyarely see
the end product and are dissatisfied with theirkwor

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

e Limited skills: In specialisation, employees only have a limited
set of skills thus, may be unable to redeploy thsdsks to deal
with bottlenecks in other areas. Furthermore, tiveskkers may
be susceptible to change and are likely to be foedequire
retraining if changes occur.

3.7.2 Ergonomics and Job design

Ergonomics is the study of how to design and slapeto accommodate
people's physical abilities and attributes so thay can do their work
well. Its goal is to ensure that jobs are designeslich a way that they
are suited for human performance and that workpldweve as few
negative impacts as possible. Consequently, magkimeuld be designed
in such a manner that accidents are impossibles,Tdrgonomics plays a
crucial part in the development of gadget displaysr example,

computerisation of our workplaces should be desigse that poor

posture, glare, or repetitive tasks do not resuliepetitive strain injury

(RSI). Hence, ergonomists recommend a shift scleesdlnice it is less
harmful to long-term health than working very ldmgurs.

3.7.3 Work schedules

In traditional agricultural economies, work schedulvere dictated by the
seasonal cycle of night and day. However, longsbiftwelve (12) hours
or more became common during the industrial reimutand the
development of artificial lights and the archetypabrk schedule
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followed a 'nine to five' pattern in the middle tbe twentieth century.
Nevertheless, work schedules became more varideeitast decades of
the twentieth century. They include:

o Flexitime: This refers to working hours that are more flexilite
gives employees some liberty and decision overr tiveirking
hours, as long as the total number of hours woirkegbpropriate.
Flexitime is popular among employees becausedtalithem to
reconcile the competing demands of work and fatifidy It also
boosts productivity by lowering absenteeism andditss.
Secretarial and administrative employees, for exammefer 9
a.m.to4 p.m.

o Compressed working week: This is a deviation from the
'standard’ work week. Employees get longer worksday
exchange for more days off. The most popular aearemnt is for
employees to work ten (10) hours a day for four ddys in
exchange for a three-day weekend respite. Thideial ifor some
employees' household arrangements. However, mamkevg
become exhausted during the latter two (2) houtheaf ten (10)-
hour shifts. In essence, concentration and attemtiothe job may
be affected.

o Homeworking and teleworking: Teleworking is a work practice
that entails remote working for a period of timeoMing from
home or in nearby fields was once the most freqéiemh of
employment. However, with the increased availapilibf
computers, a new type of home working emergedwizleing. A
teleworker works from home but is connected todtfiee' via the
Internet.

Advantages of teleworking

Many professionals’ benefits from teleworking besmit allows them to
balance and organise their time as they see fkingnihousehold tasks,
leisure time, and caring for their families. Advages of teleworking
include:

e Low overhead: With teleworking, an organisation is not required
to offer office space, heating, or lighting, amatber things. The
teleworker is normally responsible for these expsns

e Labour-saving strategies: Teleworking, as a labour-saving
approach, allows organisations to hire people whoulev
otherwise be unemployed, and employers to hire eyagls who
have household responsibilities.

e Increased productivity: As a result of lower absenteeism and
lower labour turnover, productivity will increase.
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e Work-life balance and flexible working hours: Teleworking
allows you to spend less time commuting to work amate time
doing other things

e Improved concentration: When employees work in an
atmosphere that is more conducive to their welhyeiheir ability
to concentrate improves.

Disadvantages of teleworking
Disadvantages of teleworking include:

o Teleworkers may believe that their careers wouftesas a result
of their lack of visibility among senior executives
o Teleworking may be hampered by personal situatigusting

teleworkers under more stress. They may find thendyaork
interference to be extremely tough, and they magkweatremely
long hours to finish the job.

o Lack of control: With teleworking, firm managers are unable to
effectively track how long their employees spendadask.

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

o Employees may end up completing more routine daises result

of working remotely
3.7.4 Job sharing

Job sharing is a fantastic approach for employ@balance work, family,
and leisure. Job sharing is when two (2) or moressges share the
responsibilities of a single job, working on diet days of the week, for
example, or rearranging their schedules. Job dipaoim the other hand,
lowers the burden on the employer if one of its lewyges becomes
unwell.

3.7.5 Contingent workers

Contingent workers are temporary employees emplayeeh there is a
high demand for their services. To deal with grayvetudent numbers,
institutions, for example, hire a significant numbaf contingency

seminar leaders. Many contingent workers are padger salaries, yet
the fact that their jobs are temporary may be atdggous to them.

3.7.6 Office sharing

When two (2) employees are assigned to the saneepitf is known as
office sharing. As an example, provide two saleagars their own
office. One uses it in the morning and is on thadran the afternoon,
while the other uses it in the morning and workthim afternoon.
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3.7.7 Hotelling

The term "hotelling” refers to a business thatdésge number of desks
or offices. They can reserve a desk or office axlad, similar to how
they might reserve a hotel room for a day or, iIlée@ases, an hour. Big
consulting firms that have offices in high-costdtons or major cities
sometimes use these arrangements because procioinsgltants with

their own lodging would be too expensive. 'Hot-degkis a method of

renting an office or a desk for a short time.

3.7.8 Worker involvement in Job Design

A job is objectively defined in considerable detaylmanagement in the
traditional view of job design. Hence, such jobindependent of the
person who is going to perform the work. Todaysjalbe concerned as
broad roles; giving the incumbents a great dedtdfide, allow them to
interpret, and perform the work. Workers are usuallvolved in the
process of producing a job description.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

Job design is the deliberate attempt to organiskstaactivities, and
responsibilities into a unit of work in order toheeve specific goals. The
concept, importance, steps, benefits and drawbatiethodologies,

models, and aspects of job design were all explore@pth in this unit.

As a result, having a thorough understanding & toincept will aid in

preparing and equipping you for the role of managean organisation
such as the library/information centre.

5.0 CONCLUSION

The way jobs are designed has changed s compavaubtat used to be
before the advent of technology. Thus, workers eareouraged to be
proactive and take the initiative in organisingittmvn job designs for
the better performance of the organisation andfaifdment of their
individual personal objectives.

6.0 TUTOR-MARKED ASSIGNMENT

1. Discuss the methods of job design.
(b). Describe the benefits of job designs in theatly and
information centre.
2. Define job design and explain the steps involveglndesign.
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3. The way jobs are designed has changed comparedabitwsed
to be before the advent of technology. Based anaksertion,
discuss the different aspects of job design.

4, What are the models of job design?

5. Describe the disadvantages of job designs in korand
information centre.
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1.0 INTRODUCTION

You will be exposed to organisational control irstbnit. The meaning
and importance of the control function, control hoet, types of control,
benefits, and current difficulties in organisatibr@ontrol will be
discussed.

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

Define organisational control;

Explain why control important;

List the advantages of organisational control.

Describe the control process;

Mention different types of organisational contrahd
Comprehend contemporary issues affecting controttfan in
organisations.

3.0 MAIN CONTENT

3.1 Definition of Organisational Control
Control is a broad concept that applies to bothividdal and

organisational behaviour. Organisational contral cgucial management
function that entails observing and adjusting aibéis in organisations to
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ensure that goals are met as anticipated. Orgamsatontrol, according
to Cardinal, Kreutzer, and Miller (2019), is anyhaique by which

managers focus attention, motivate, and urge osgdonal members to
perform in desirable ways to achieve the orgarosaiobjectives. Morris

(2018) defined organisational control as the predésough which an
organisation encourages its sub-units and membéethiave in ways that
support the achievement of organisational goalsamectives. Hence,
organisational control ensures that activitiespdormed in a way that
contributes to the accomplishment of the orgaros&igoals.

Control function is multi-faceted, goal-orientecdacomprises of a wide
array of practices. Consequently, it involves kegpstaff inspired and
focused on the most pressing issues facing thenmaton, and

collaborating to make the most of opportunities d&er, 2010).

Accordingly, any organisation's control system earg the yardsticks by
which managers measure the efficiency with whigraeduces goods and
services. Thus, the more effective a control sysismat assisting

managers in achieving their organisation's gohtspetter.

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 wdahll to actualisation of
set goals and better performances. The following swme of the
importance of 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, clingggrovides
a key link back to planning. As a result, if managdon't have
control, they won't know if their goals and plame being met or
what measures to take next.

C) The control function's importance may be seen meehareas:
planning, employee empowerment, and workplacegsafet

d) An effective control system can offer informatiardegeedback on
employee performance, reduce the risk of futurébleras, and
increase employee empowerment, as many managengesitant
to empower their people for fear of being held oesible if
something goes wrong.

e) Natural disasters, financial difficulties, scandalsorkplace
violence, supply chain disruptions, security breschand even
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probable terrorist strikes all pose hazards tomsgdions. Hence,
comprehensive controls and backup procedures wilie that
work is disrupted as little as possible if anyluése events occur.

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

0) Organisational control is crucial in establishingoguct and
service quality because it provides managers wetdiback on
product and service quality.

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

3.2 The Control Process in Organisations

The control process is a three-step procedureadgimes a pre-existing
performance standard. These are the particular sgakdveloped
throughout the planning phase, as well as how padoce standards can
be changed by raising or lowering them, and defimiew/additional
standards. The following are the steps to take:

A. Measuring actual performance

Actual performance measurement is the first stegh@éncontrol
process that a manager must complete. Personaivahees,
statistical data, oral and written reports arecathmon kinds of
information used to evaluate actual performanceh ath its own
set of strengths and weaknesses. Also, while mosk wan be
measured in quantity, it may be challenging in r¥ise-oriented
organisation like a library/information centre. Bhucustomer
satisfaction surveys could be used as a good itwdticBor
measuring performance. However, combining these nomm
information sources could enhance the number aftispurces as
well as the probability of collecting valid data.sAa result,
managers are urged to employ all four sourcesderao achieve
comprehensive control and also use subjective padioce
criteria if a performance indicator button canna& $tated in
guantitative terms, but any decision or analysgedaon subjective
criteria should realise the data's limitations.

B. Compare actual performance to planned goals
This phase determines the difference between aahghktandard
performance. Although some variation in performargdo be
expected in all activities, it is crucial to esiablan acceptable
range of variation between actual performance &eddefined
standard. Thus, depending on the nature of thelgmgbany
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deviation outside the specified range would netassimmediate
action from the manager. Hence, managers have ptienoof

doing nothing, correcting actual performance, orvisiag the

standard. As control measures, various correctivierss such as
training programmes, disciplinary actions, and desn in

remuneration methods can be implemented.

C. Taking action

The third step in the control process is to takiioac Managers
can take one of three approaches: do nothing,fyeattual
performance, or change the established standandscdn be done
through proper monitoring of procedural activitiesmpare and
correct work performance before products of lalarerproduced.
However, if performance is below expectations, ngans are
advised not to blame the employees or the set [gtetslard
immediately. Instead, s/he should try to find dube standard set
is realistic, fair, and achievable; on the basisvbich employees
can be advised to improve on the performance ofituies
necessary corrective action to guide against futaceirrence.

3.3 Types of Control in Organisations

The efficacy of any control system is usually juddey how well it
supports goal achievement, management can instalirals before,
during, or after an activity begins. The followiraye examples of
organisational controls:

A. Feed forward controls This refers to a sort of control that occurs
before a task is completed. It prevents problemhsas poor
product quality, loss of customers, and loss oknexe amongst
other losses from occurring. The key to feed foda@ntrols is to
take administrative action with up-to-date actiefdoe a problem
arises rather than after it has already occurred.

B. Concurrent control: Concurrent control occurs while a work
activity is in progress, such as the design of rietdgical
equipment (computers and computerised machine aept~or
example, you have probably used word processingvacé that
warns you when you type a misspelled word or usegpammar.
Concurrent controls are used in many organisatianality
programmes to alert workers if their work inputois sufficient
guality to fulfil standards. Direct supervision tise most well-
known type of concurrent control.

C. Feedback controls This is the most common control method.
After the action has been performed, feedback obtakes place.
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The benefits of feedback controls include providimgnagers with
useful information on the effectiveness of themmpling efforts.
The main disadvantage of this type of control & thy the time a
manager receives the information; the issues hlagady arisen,
resulting in waste and damage. Thus, any feedbegért that
shows little variation between the set standard aotual
performance indicates that the planning was orkireeedback
that includes information on how well people aréndocan also
help to boost motivation.

Financial control: In any organisation, including libraries and
information centres, financial controls are at lileart of resource
management and operational efficiency. These arprbcedures,
rules, and tools that an organisation uses to moaitd regulate
the allocation, use, and direction of its financrasources.
Financial control is required for any businessd@lofitable. They
might, for example, review quarterly revenue staets for
excessive expenses and calculate financial ratiogetify that
enough cash is available to cover ongoing experidasagers
may utilise standard financial measures such &s aatlysis and
budget analysis. Budgets (tool for planning andtradimg) are
another sort of financial control tool used by ngera to signify
key job tasks.

Information control : Everything an organisation does rely
heavily on information. Thus, managers require kieolye about
what is happening in their areas of responsibithgy rely on data
to measure actual performance and to assist themevaloping
suitable action plans. The majority of the inforioattools utilised
by managers come from the management informatistesy of
the company (a system used to provide managers nvedded
information on a regular basis). Because todayterpnses are
like well-stocked libraries, they are encouragedptd in place
measures such as data encryption, system firewalligta backup
to assist secure and protect such material. Masadeal with
information controls in two ways: as a tool to asshem in
controlling other organisational activities, ancaasorganisational
area they must control. Consequently, they reqthe right
information at the right time and in the right ambto monitor
and measure organisational activities.

The balanced score card approachA balanced scorecard is a
method of evaluating organisations that considacdofs other
than their financial performance. A balance scae @xamines
financial, customer, internal processes, peoplepvation, and
growth assets, among other things
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3.4 Benefits of Control Function in the Library amd
Information Centre

Controls are useful management tools that, wherectly planned and
implemented in the library and information cenprgvide the following
advantages:

a. Improved cost and productivity control: A good control practice
leads to organisational efficiency and effectivanel helps
managers 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 coulddia@te to better
performance and competitive advantage.

d. Better ability to manage uncertainty and complexity Financial
controls through adequate budgeting and produgteontrol can
help an organisation navigate harsh economic dawntu

e. Decentralised decision making:When decision-making in an
organisation is decentralised, managers will haseess to the
information they need to respond quickly in an eyeacy.

f. Asset management:The control function help managers to
manage and protect organisational assets.

g. Employee performance: Observing employee behaviour can
assist managers in identifying strategies to imprewmployee
performance.

h. Monitor:  Managers can improve their organisations'

responsiveness to customers by developing a cosysiem to
analyse how well customer-contact employees do fbies.

3.5 Contemporary Issues in Control

Control is a key managerial role that involves nggana monitoring their

employees to ensure that expected outcomes arenpbsbed. As a

result, there are numerous methods available foragers to track their
employees' efficiency and ensure that they arerpssing toward agreed-
upon goals and objectives. However, control prilespsuch as those
outlined earlier are best suited for organisatiamats that are neither
geographically nor culturally separated.
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In today's world, a manager's capacity to supemsectivities of his or
her staff is endangered by a number of factors.félh@wving issues have
been identified:

A. Cross-cultural differences: Employee behaviour and operations
can be controlled in a variety of ways in differeatintries. Global
organisations' organisational control systems diffemarily in
the measurement, corrective action, and contralge® processes.
Because distance prevents managers from persaoiadigrving
work, overseas operations managers are less clogglifored by
the main office. In addition, multinational firmsay implement
and employ information technology to manage workvdies.
When comparing technologically advanced countriesless
technologically advanced countries, the impactechhology on
control is most obvious.

B. Workplace privacy: The majority of employees in today's
organisations have access to computers and telephomrder to
complete official tasks. Consequently, most empleymve some
sort of system in place to keep track of how thesés are used,
especially the Internet and official e-mails. Irddin, employers
are increasingly required to monitor employees apoly for
productivity and efficiency, but also under stated afederal
legislation. However, regardless of why employeesnaonitored
at work, it is important to examine the role of éoyee privacy as
well as the erosion of team trust, morale, anccsttas well as how
they will respond if they realise that their Intetnphone, and e-
mail activities are being monitored. As a resutimpanies must
strike a balance between being intrusive and noingbe
overbearing. While monitoring is useful, a clealigpis required
to avoid unnecessary legal action.

C. Employee theft: Large-scale embezzlement, long lunch and break
hours, work slowdowns, inferior workmanship, thedmf cash,
inventory, information, or other assets, among rothangs, can
cause a company to lose a lot more than moneyddfitian,
employees may feel angry for a variety of reasmes)ding unjust
or inadequate treatment at work, and may view tagfa way of
retaliating against their bosses for perceivedsinges. In the same
vein, employee’s pay and condition of service caativate
dishonest behaviour. However, to prevent this,ehsrneed for
effective communication of policies and proceduss the
attendant consequences if they act outside ofdbadaries.

88



LIS418 MODULE 2

D.  Workplace violence and bullying In the workplace, violence and
bullying are frequently used to obtain an advant#ga employee
through some form of professional gain. Bullyinglefined as an
act of violence that includes acts of hatred, cffem threats, and
power abuse. The result of this violence includesoteonal
distress, intimidation, humiliation, fear and vulaleility.
Consequently, every workplace is responsible farestablishing
an environment conducive to bullying and for nolowing
bullying to continue once it has been recogniseednds,
organisations must take ethical responsibilitytifigreradication of
not only individual bullies, but also violence abdllying in the
workplace. Management must also ensure that thezena
communication obstacles between employees and gerglo
Long working hours, information overload, unreadudea
deadlines, constant interruptions, and indifferaahagement can
all contribute to employees becoming dissatisfi¢dwark in
today's workplace. One of the tasks of the maniagée ability to
prevent situations like this from occurring as highel of
employee dissatisfaction could generate problekes dimployee
theft, misappropriation of organisation time andso@ces,
bullying, and workplace violence. All issues theged to be
addressed.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

Organisational control is essential to good manayemnd practice. The
topic of organisational control has been discussedhis unit. It is

believed that you have grasped the meaning andfisayce of the

control function in the library and information ¢en You have also
learned about the control process, different typesontrols, and the
benefits of controls in libraries, as well as comp@rary issues in
organisational control.

5.0 CONCLUSION

Organisational control is an important managen# that is essential to
the operation of the library and information cen&e a result, competent
library managers should develop a control systeahwhll continuously
monitor the quality of services provided by each umthe library so that
service delivery may be improved. Managers musi elgaluate what
activities have been completed and compare actrdbance to the
desired standard in order to know whether the warianits are
performing well. Without an effective control systen place, library
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managers may have no idea how their organisatipari®rming or how
it can improve.

6.0 TUTOR-MARKED ASSIGNMENT
1. Describe the advantages of organisational control.

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

3. Identify and describe the various types of confmoktions found
in the library and information centre.
4. Discuss the contemporary issues affecting the abfutnctions in

organisations.
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MODULE 3 HUMAN RESOURCE MANAGEMENT IN
ORGANISATIONS

Human Resource Management (HRM) is a modern metraidfocuses
on making the best use of human resources in aansa@ftion. This
module introduces you to the concept of human resamanagement and
the numerous approaches for managing human resaaroeganisations,
including human resource/employee planning, jobyaing descriptions,
and specifications; recruitment and selection; amdining 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 Syesztion
Unit 4 Recruitment and Selection

Unit 5 Training and Development

UNIT 1 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 Management
Concept
3.2 Role of HRM/HR Managers in the librand Information
Centre
3.3 Functions of HRM in the library and Infmation 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 iteeaning, objectives,
nature, evolution, roles, functions, and importance
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2.0 OBJECTIVES

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

o Define Human Resource Management;

o Explain the concept of HRM,;

) Outline the goals of HRM in the library and Inforiiaa Centre;

o Explain the nature of HRM;

o Comprehend the evolution of the HRM concept inlitivary and
information centre;

° Enumerate the functions of HRM / HR managers;

o List the functions of HRM in the library and infoation centres;
and

o Enumerate the importance of HRM in libraries anfbrimation
centre

3.0 MAIN CONTENT

3.1 Concept of Human Resource Management

Human Resource Management (HRM) is a multidiscgriin and
organisational function that focuses on hiring, aging, and directing
people; a strategic function that deals with humeeds and requirements
treating people as assets (Termscompared, 2020y1 BRlifficult to
define because it is frequently used in two ways: generically
characterise the body of management activitiesreavim a book; or to
designate a distinct approach to people managefnemt personnel
management. Consequently, Armstrong (2016), fomgka, defined
HRM as a purposeful and integrated strategy to eympy and
developing people in organisations. Human resowaceshe lifeblood of
any organisation. It is the organisational functioat deals with concerns
linked to people, such as hiring, remunerationfquarance management,
organisation development, safety, wellness, bexnefiemployee
engagement, communication, administration, anditrgi (Robbins &
DeCenzo, 2011).

HRM is a word that encompasses all operations egldb human
management. HRM is a concept that is increasingiygoused to refer to
a company's philosophy, policies, procedures, alagtises regarding
employee management (Sims, 2002). Hence, the valueany

organisation is largely decided by the qualitytefworkforce; in addition,
most organisations' success is dependent on reguyieople with the
necessary abilities to do the tasks required tdesehthe organisation's
strategic goals. HRM is the process of hiring, ci@tlg, providing proper
orientation and induction, training and developiskjlls, evaluating
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employees’ performance, providing proper compeosa#ind benefits,
motivating, maintaining proper relations with trag@ons, and ensuring
the safety, welfare, and health of employees byadf to the labour
laws of the concerned state/country (Ahammad, 2017)

Furthermore, HRM is a management function that$esientirely on the
human being in an organisation, has a distincogbphy for carrying out
people-oriented organisational activities thataspletely aligned with
management interests, and is relatively removea tiee workforce as a
whole (Ambedkar, 2016). HRM is described by Brathma Gold (1999)
as the part of the management process that foonsthe management of
people in work organisations. They explained thRMHemphasises the
importance of employees in achieving long-term cetitipe advantage;
thus, human resource practices must be integrated@erporate strategy,
and human resource specialists must assist orgianigbhcontrollers in
meeting both efficiency and equity objectives.

Torrington, Hall, and Taylor (2002) defined HRM asset of activities
that enable working people and the organisatiagtee on the goals and
nature of their working relationships, and to eediiat the agreement is
followed through. Hence, managers must try to etttthe best set of
people with the right qualifications, experienced aninds with the best
skills, provide training and retraining incentivegb enrichment
programme for the overall good of the organisation.

Human Resource planning, job analysis, job deson@nd specification,
recruiting, selection, induction and orientationjriing and development,
performance appraisal, and personnel movementlaetiaities that fall
under the umbrella of HRM. The following methods e used to carry
out the process:

o Assessing current human resources and future hussource
need.
o Developing a plan to meet those needs.

3.1.1 Objectives of Human Resource Management

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

I Developing, maintaining, and employing a competemd
motivated staff.

. Encouraging all members of the organisatiorh&we a positive
working relationship.
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i Assuring maximal individual growth, securingnéa assuring the
alignment of individual and corporate goals.

V. Meeting employee needs, expanding human cagpital involving
employees in decision-making.

V. Keeping good human and industrial relations andatorg a
pleasant working environment.

3.1.2 Nature of Human Resource Management

Human Resource Management is a critical part of@aggnisation (the
library) and is essential to all management talsks.concerned with the
organisation's human dimensions. According Ambe@@at6), its nature
entails:

o Management function Human Resource Management revolves
around the application of management functions @rtepts to
ensure that workers work diligently towards theiab

o Pervasiveness:Human resource management is ubiquitous in
nature because it is present in all organisatigagunctions are
not limited to business establishment.

o Organisation effectivenessDecisions are made with the overall
effectiveness of the organisation in mind, rathantthe rules and
regulations.

o Integration: HRM assists employees in their full development.
Hence decisions made about workers are fully erecwnd
integrated.

3.1.3 Evolution of the Human Resource Managemeoncept

HRM is a modern idea for managing people, and thésorganisation's
backbone because it deals with every aspect oénii@oyee. Thus, the
concept evolves through the following process aghllghted by
Armstrong (2020), and Brandon & Gold, 1999):

1. Commodity  concept  Workers  were  treated as
commodities/products, with little or no regard fioeir well-being.
2. Factor of production concept Workers were regarded as factors

of production during this period, and all factorerev valued
equally. Labour received no special attention.

3. Welfare concept: Worker satisfaction was crucial, since every
management/organisation acknowledged or understisir
obligations to improve working conditions and antiesi for
employees.

4. Industrial relations concept: In this period, each and every
employee has their own unique motives. They wapbdpnities
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for progress in their careers and to be recognieedtheir
achievements.

5. Personnel management conceptThis refers to a methodical
approach to managing people in an organisatioms & large
system that includes various sub-systems such asompel
planning, recruitment, training, and employee depeient. All of
these things fall under the umbrella of personrehagement.

3.2 Role of HRM/HR Managers in the Library and
Information Centre

HRM has a wide range of applications. HRM in thbrdry and

information centre entails planning, designing, enplementing policies
and programmes that maximise the utilisation afalip personnel/work
force under the effective supervision of the HR agger, who is tasked
with the following responsibilities as listed by &hmad, (2017), and
Ambedkar, 2016:10) to include:

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

b) Serves as an internal consultant, a change agdra atilitator.

C) Participate in the formulation of the organisatostrategy.

d) The Human Resource manager maintain effective camgation
between the Human Resource Development (HRD) fomgcti
individuals, and groups within and outside the diyr and
information centre.

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

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

s)) Conduct research to identify, create, or test thpact of the
human resource development in use on individual and
organisational performance.

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

) Define and evolve human resource development giest¢hat are
in line with the overall business strategy.

)] Assist in the growth of diverse organisational teaswell as their
relationships with one another.

K) Connect people and work in such a way that therosgéon's
goals are met efficiently and effectively.
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3.3 Functions of Human Resource Management inhe
Library and Information Centre

HRM plays a critical role in providing approprigiersonnel to libraries
and information centres so that they can addressdifficulties of a

constantly changing competitive environment. Sorhéhe identified

functions as outlined by Ambedkar (2016) are:

a. Strategic HR management:The number and kind of personnel
required to fulfil organisational roles can be itieed using the
human resources planning function.

b. Staffing: Job examination, recruitment, and selection are the
major operations under staffing, and they will tesuan adequate
supply of qualified personnel to fill positionstime library.

C. Equal employment opportunity: HRM ensures that all other HR
activities are carried out in accordance with thdes and
regulations

d. Talent management and developmentHRM may help ensure

that staff are capable of executing their dutieara@appropriate
level by exposing them to training and developnm@ogrammes
on a regular basis.

e. Total rewards: HRM is concerned with providing proper
compensation in the form of salary. In additiorgentives and
perks are the rewards that employees receive focessfully
completing organisational tasks.

f. Risk management and worker’s protection:HRM is concerned
with workplace risks in order to provide worker'sofection by
adhering to legal standards and being more seasaiworkplace
health and safety concerns as part of the disasterecovery plan

g. Employee and labour relations: HRM guarantees that the
relationship between a manager and their emplayégally and
successfully managed.

3.4 Importance of HRM in the library and Informati on
Centre

Human Resource Management is a managerial functonerned with
aligning organisational needs to the skills and petancies of its
employees. As a result, the library and informatientre value it for the
following reasons as outlined by Armstrong (2028id Ahammad
(2017):

a. Attainment of organisational goals HRM plays a crucial role in
accomplishing organisational goals and objective®ugh the
successful implementation of human resource funstsuch as
recruitment, selection, placement, and employeeinemation.
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b. Effective use of manpower Since the major goal of HRM is to
find the right people for the right job and avoicaste and
inefficiency, HRM focuses on making optimal usenainpower
skills, abilities, and talents.

C. Attract and retain best talents Through effective HR policies,
HRM can assist organisations in identifying andairehg top
personnel.

d. Job satisfaction Through employee-friendly HR policies, HR
encourages employee motivation, increased jobfaetisn, and a
higher quality of working life.

e. Motivation of employees The organisation's success is dependent
on commitments. Personnel are thus, trained and/ated under
HRM to achieve the best results possible, as omglichted
employees can successfully fulfil organisationgeotives.

f. Building employee loyalties Fair wage policies, promotion, and
career growth can all help to build employee loyalt
g. Promotion of team work: Employees can produce better results

when they work as a team in an organisation witbctive HR
policies. Thus, minimising employee dissatisfacim conflict.

h. Communication of HR policies: Communication helps to
eliminate conflicts and misunderstandings, as wasllimprove
employee relationships. As a result, employeeméomemed about
management policies via the HR department.

I Ethical labour policy: Human resources ensures better working
conditions, health and safety standards, fair resration,
collective decision-making, and employee involvemen

J. Managing change Changes in an organisation are brought about
by human resource management. Thus, HR policiehefman
organisation better manage change by educatingogegs about
the changes.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

In the library and information centre, HRM is atettorefront of
management functions. You learned about HRM's megarbjectives,
nature, evolution, role, and importance in thig.ults a result, recruiting,
HRM decisions, and processes are crucial in enguhat the proper
individuals are hired.

5.0 CONCLUSION

HRM is the foundation of all management activitydat centres around
empowering the organisation's employees to makegshhappen in a
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productive and effective manner in order to enghee organisation's
existence and the advancement of its people. Caesdy, as potential
library managers, you should make an effort tosadikirary workers in
achieving their own personal goals while also éisgjithem in achieving
organisational goals.

6.0 TUTOR-MARKED ASSIGNMENT

1. Define Human Resource Management
(b). Describe its objectives in the library anfbrmation centre.

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

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

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

5. Discuss the  evolution of the HRM Concept.
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1.0 INTRODUCTION
The focus of this unit will be on definition, obje@s, and importance of
Human Resource Planning (HRP). Also, the HRP psyaeps, benefits

and challenges to HRP process in the library afanmation centre will
also be covered.

2.0 OBJECTIVES

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

o Define human resource planning;

o Outline the objectives of HRP in the library andomnation
centre;

) Explain the HRP process;

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

o Know the advantages of HRP to the library and imi&tion centre;
and

° Mention the barriers to HRP in the library and mmhation Centre.
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3.0 MAIN CONTENT

3.1 Definition Human Resource Planning (HRP)

Human Resource Planning (HRP), also referred toemmployment

planning, is the process of determining an orgdioiss manpower
requirements and developing plans to meet thos@ireegents. HRP is
the process by which an organisation ensurestthasithe right number
and type of people, at the right time and in thlghtriplace, capable of
effectively and efficiently completing those tasttgat will help the

organisation achieve its overall objectives (Rob&nDeCenzo, 2011).
Thus, HRP ensures that personnel and positions ageod fit while

minimising manpower shortages or surpluses.

HRP is a part of the overall organisational plagnprocess and a
continual process of systematic planning to entuean organisation's
human resources are used to their full potentiaé ARP translates the
organisation's mission and goals into a human resqulan that will help
the organisation achieve its goals. Examples of d&Rities include re-
distribution of personnel to different jobs withihe firm, retirements,
promotions, and transfers.

3.1.1 Objectives of HRP in the Library and Informaion Centre

Human resource planning is an important aspect rghrosational
planning. Its objectives in the library and infotina centre according to
Ahammad (2017); and Ambedkar (2016) are as follow:

I Ensure that the library's human resources are tesekeir full
potential.

. Evaluate and forecast the library's future skifjueements.

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

\Y2 Describe why personnel planning is critical in libeary.

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

Vi. Help employee promotion and adequate incentive gupek
vii.  Formulate and design training and development progres for
employees.

3.2 The Human Resource Planning Process

The Human Resource Planning is viewed at the m@trategic) level of
Human Resource Management. The strategic approdehman resource
management helps organisations to plan for therduand consider
changes in services and technology. It usually i®eperiod from six
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months to five (5) years. This approach is very moeeded today in the
library and information centre where advancing tedbgy is currently

redefining library service delivery. Thus, the huimasource planning
process as outlined by Ahammad (2017) begins &sfsl

a. Managers will assess the existing state of humaaurees and
create an inventory based on employee forms. Tventory can
be used to see what talents and skills are availalihe library.

b. Establish library manpower objectives, policies againing
approval.

C. Create and implement programmes and promotionsatitigtelp
the library meet its staffing goals.

d. Managing and evaluating manpower plans in ordespied up

development that benefits both the library aneitgloyees.

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

HR planning is the process of examining and det@nygithe availability
and demand for human resources in order for thenisgtion (library) to
accomplish its objectives. According to Ibrahindg. the steps involved
in HR planning are as follows:

1. An objective and methodical assessment of therltsacurrent
staffing needs.

2. Forecasting the future demand and supply of employe

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

4. Identify gaps between projected manpower status desired

manpower objectives.

Formulating short and long-term staffing strategies
Continuously monitoring, evaluating and updating ttaffing
needs. This stage ensures that the HR planninggsas continual
and dynamic.

oo

3.3 Importance of HR Planning to the Library ard
Information Centre

The importance of HRP to the library and informateentre is hinged on
the key roles that it plays in the life of any angation. According to
Ahammad (2017); Ibrahim (n.d.); Robbins & Coult@016); & Sims

(2002), they include:

a. Determining staffing requirements and developiranplto satisfy
the library's current and future demands.
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b. Develop highly qualified employees in the library assist in
addressing the skilled labour shortage.

C. All managerial functions rely on staffing. As a ukssuccessful
HR planning is crucial to the implementation of ragerial
operations such as planning, organising, direcang,controlling,
all of which are based on employee quality.

d. Technological advancements have placed a highenevahn
knowledge and skill, thus, resulting in a surpléigpersonnel in
certain fields and a scarcity in others which HRnpling helps of
a balance.

e. Effective personnel management is crucial in talaworkplace.
Thus, the staffing function can be used to provigelarge-scale
labour management those large-scale organisatsojsre.

f. The role of staffing includes not only the placeimehsuitable
people in appropriate positions, but also motivelgprogrammes
such as competitive salaries and wages, incentarespand pay.
Thus, all types of incentive plans play a significaole in the
hiring process.

g. The staffing function includes training and devetgmt of the
workforce, which leads to greater collaboration amaman
interactions. Consequently, clear communicationfective
supervision, and leadership style all contributsabsfying future
needs for high-quality employees.

h. When resources are used to their full potentiadpctivity rises
thanks to the staffing function and its linked wities of
performance review, training and development, @mauneration.
This increased productivity is the result of lesset money, effort,
and energy being wasted.

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 organisafidrary) and the
country. Human resource planning in the library arfidrmation centre
has a number of advantages, including the following

1. Mobility of labour: A sound manpower planning system in the
library will help reduce the loss of experienced akilled labour
in the ever-changing world of work.

2. Improved productivity: HR planning will help treat manpower

like real corporate assets who contribute to therall/profitability
of the organisation through improved productivity.
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3. Recruitment: Enhance the recruitment of qualified human
resources for the library.

4. Labour turnover: HR planning will promote improvement in
labour productivity and reduce labour turnoverha library.

5. Technological changesHR planning will help the library and
information center to adjust and adapt with ramdhnhological
changes in the world of information profession.

6. Cost control: HR planning will help to control cost over
recruitment and training as a result of reductrotine rate of labour
turnover.

7. Facilitation: Human Resource planning will help in the

facilitation of expansion programmes for the lilgrar

3.3 Barriers to HR Planning in the Library and Informat ion
Centre

The HRP is concerned with the recruitment and teterof personnel in
adequate quantity and quality to meet the evergihgmmarket forces of
demand and supply. However, the following are sainée reported
barriers that the library and information centreyrface during the human
resource planning process as outlined by Ibrahim.@mnd Ambedkar
(2016):

a). Inaccuracy: HR planning entails anticipating human resource
demand and supply. Thus, projecting manpower nesds a
period of time is very risky.

b). Lack of support: Time and effort involved with no tangible and
immediate gains often force management to withdtaeir
support.

C). Uncertainty: Technological changes and market fluctuation
create uncertainties, and, thus risky for librateedepend on broad
estimations of manpower in a fast-changing enviremim

d). Lack of purpose: Lack of purpose could result from the inability
of managers and the HR specialists to understaihy the HR
planning process.

e). Inefficient information system: Most organisations' human
resource information systems are still in the eaigiges of
development. As a result, development will be ingiae without
reliable data.

f). Employees’ resistance: Employees may resist HR planning
process exercise because of the feeling that tleecise will
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increase their workload and regulate them througidysctivity
bargaining.

g). Time consuming: HR planning is time-consuming and an
expensive exercise with great deal of effort inadabllection
procedure.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

Human resource planning is the process of decioimg future course of
action from a variety of options. You learned abthé definition and
objectives of human resource planning, the proaesissteps involved,
the importance, advantages, and barriers of HRFEhenlibrary and
information centre in this unit.

5.0 CONCLUSION
Human resource planning is a systematic and ongpiogess in the
library and information centre for assessing engstand future human

resource requirements with the goal of bridgingghp between current
available human resources and the organisationissfdemands.

6.0 TUTOR-MARKED ASSIGNMENT

1. Describe the HR planning objectives for therdilg and
information centre.
2. What are some of the barriers to HR planninthanlibrary and

information centre?

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

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

5. Describe the concept of human resource planantdythe steps
involved in the HRP process.
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1.0 INTRODUCTION

The expansion and development of an organisatibrafl) necessitates
the creation of new jobs. A job is a sort of pasitinside an organisation
that consists of a set of tasks, obligations, asgansibilities that, when
combined, form the defined assignment to a singipleyee. This unit
will concentrate on job analysis, job descriptiand job specialisation as
they pertain to the library and information centre.

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

o Define job analysis, description and specialisation
Comprehend the concept of job analysis, descriptard
specialisation;

Explain the basic steps in a job analysis;

Explain the purpose of job analysis and description

Identify the major elements of job description;

State the benefits job analysis and job description

Describe the advantages job analysis, and job igpésars; and
Discuss the importance of job analysis, and jolzigsons.
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3.0 MAIN CONTENT

3.1 Concept Job Analysis

Human resource management is focused on makingesieuse of an
organisation's human resources. Job analysis srded as the most
important instrument in personnel management. ltaisnethod of
identifying the essential attributes required totlde job efficiently. Job
analysis is the process of gathering and docunmrdiccurate and
objective data relevant to a job's requirementsoanicomes, such as what
a worker does, how the work is done, why the weritane, the materials
used to complete the job, the job's context, theadteristics and skills
required to complete the job (Armstrong, 2011). i&irly, according to
Ibrahim (n.d.), job analysis is the process of gatly relevant
information about a job; a systematic examinatibtihe activities within
a job (Robbins & DeCenzo, 2011).

Furthermore, job analysis, is an 108pecializ stofdgb requirements that
entails a methodical investigation of the operatiand responsibilities,
as well as the knowledge, skills, and abilitiesurszf for successful job
performance; the process of researching and gatheriormation about
a certain job’s operations and duties (Mullins, 20&nd Armstrong,

2007). Job analysis is a time-consuming processinh work flows are

studied, the skills and behaviours required to aquish the jobs are
discovered. Thus, job descriptions and 108peciadzavill be generated
as a result of a well-executed job analysis exercis

3.1.1 Purpose of Job Analysis

A job analysis is a fundamental technical processléfining a position's
activities, responsibilities, and accountabiliti€Tpurpose of job analysis
IS to:

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

b. Assist the personnel management in avoiding ovpihap
authority-responsibility relationships, so that thahain of
command does not become distorted in situationgevdismooth
work force is essential.

C. Assess the value of a certain task and evaluatesffieacy of
training programmes by comparing beneficiaries* jmed post-
training situations. After that, the information igilised to
create/revise job descriptions and specifications.

d. Determine the value of a job, examine the trainiagd
development needs of an individual performing fhagition, and
boost employee and organisational productivity.

108



LIS 418 MODULE 3

e. Assist the personnel manager in finding the rigitspn for the
right job during the recruitment and selection jesx

f. Helps the personnel manager in conducting an effect
performance review in a problem area and determiamployee
compensation plans

g. Assists the personnel management department inntdieteg the
scope and depth of training required in a spetigid.

h. Evaluate an employee's performance and ensureoigop 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 am
Information Centre

Job analysis is a critical tool used in organiseito make a variety of
human resource decisions. Hence, its importancéheolibrary and

information center's human resources programmesowibned by

Ahammad (2017); Ibrahim (n.d.); and Bratton & G{®&99) include:

a. Manpower planning: Job analysis assists in forecasting
manpower requirements based on the knowledge,sskihd
guality of manpower required by the organisatiaoréry).

b. Recruitment: Job analysis gives information that aids in defyn
the type of individual needed to accomplish a dpeeictivity
within 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 prognaes, such as
the types of skills to teach people on and theousrtechniques to
apply in the employees' career development

e. Performance appraisal Job analysis aids in determining
performance standards, evaluation criteria, andvichaal output
in order to determine whether or not a job's spetifjoals and
objectives have been reached.

f. Assessment:The amount of training that has to be given to
employees is determined by the difference betwkerekpected
and actual production. Thus, job analysis acts a®ah for
determining an employee's training and developmeats.

g. Compensations: A job analysis will reveal how much
remuneration, pay packages, and additional pertdanefits are
linked with each job, as well as other employeemives.

h. Regulation: Job analysis is utilised to streamline human effort
order to produce the greatest results possibles,Tihaids in the
creation, redesigning, enrichment, evaluation, c&do, and
addition of additional tasks in a certain job.
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I Counseling: A well-conducted job analysis gives information to
top executives that may be used to guide and cbenggloyees
about their careers, training needs, performamukskill updates.

J. Safety and welfare A job analysis provides detailed information
on working conditions, which assists management in
implementing the safety and welfare measures itelican the
analysis.

K. Placement and orientation Job analysis gives information about
the suitability of positions and directs the praces$ socialising
employees so that they can create healthy reldipssvith others.
Strategic planning: Job analysis assists human resource managers
in developing a long-term strategic plan for allhfan resource-
related aspects.

3.1.3 Steps in Job Analysis

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

o Gathering background information through intervievesid
observation.

Choosing a representative position to study.

Data collecting for job analysis.

Writing a job description.

Developing job specification.

3.1.4 Methods of Job Analysis

In order to identify the knowledge, skills, and exse required to
effectively perform job assignments, establishecidt for selection and
promotions, design objectives for training and dewment programmes,
develop standards for performance measurement,aasdt with the
determination of pay classification levels, orgatiens (library) can use
a variety of methods to conduct a job analysis. fitlewing are some
job analysis methods:

A. Interview method: This is a technique for gathering information
from an employee in order to characterise non-oladde tasks
and responsibilities. The incumbent has the prapensf
exaggerating or omitting tasks and responsibilitidgence, to
collect job analysis data, there are three typesitefviews that
can be employed. They are:

o Individual: Interviews with each employee on a one-on-
one basis.
o Group: This type of interview involves a group of

employees who all have the same job. Consequemitign
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large numbers of people are doing similar or id=tivork,
a group interview can be utilised as a quick armhemical
way to learn about the job. Therefore, as a rhkeworker's
immediate supervisor must attend the group sessioot,
he or she should interview separately to obtainohiker
perspective on the job's duties and responsilslitie

) Supervisor interviews: This involves an interview session
with one or more supervisors who are well-versdatienjob
under consideration.

Observation method The observation method is appropriate for
positions where work behaviours are visible. ledatsome degree
of movement on the side of the incumbent or shor&tion job
responsibilities, allowing for a large number okebvations to be
taken in a short amount of time. A job analyst lmagcemployee(s)
on the job using this strategy. Various tasksyvéws, the pace at
which tasks are completed, and the manner in wHitferent
activities are performed are all observed.

Questionnaire method A structured questionnaire can be used to
collect work-related information from employeestthay not be
included in the job analysis toolkits of the praiesals hired for
the project. The end result aids in the compledioeven the tiniest
parts of a work.

Technical conference This strategy involves gathering job-
related information from experts (supervisors). Gagnificant
drawback of this strategy is that experts may dig@ lack of
expertise of the job because they do not condubeinselves or
supervise it just casually.

Participation method: In the participation technique, the job
analyst performs the job himself in order to gairstfhand
experience and determine the job's features. Trashad is
appropriate for analysing simple jobs; but, in thse of complex
occupations, extensive job analyst training maynleeessary,
which may not be attainable in practice. The praceds also
time-consuming and costly.

Maintenance of log record/diary. This method is based on the
employee keeping a daily diary record of the tasksor she
performs, noting the start and finish time of eaark. Workers
may be asked to keep a participation diary/logastydo-do lists.
The employee keeps track of all of his or her @ in a log
(along with the time). This can give the job analgshighly
detailed image of the position, especially if gigpported with
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follow-up interviews with the employee and his ar lboss. If
followed correctly, this procedure yields more aate results.
However, it takes a long time. Furthermore, eathhjolder may
keep records in his or her own style, which can seau
complications with analysis later on. As a resiil, utility is
restricted.

G.  Consulting professional’s job analyst: This method involves
saddling a consultant with the responsibility ofindp a
comprehensive job analysis for the organisationms frethod will
provide desired information but may be too expemsiystain.

H. Computer-assisted data analysis This method involves the
deployment of technology in gathering required infation which
can later be used for future planning.

3.2 Concept of Job Description

A job description is a factual, written summarytloé contents of a job in
the form of duties and responsibilities. The resilthe job analysis
process is job descriptions. It usually depicts flo&'s content,
surroundings, and working conditions. Job iderdificn, job overview,
responsibilities done, achievable results, supienvjselationship to other
jobs, machines, tools, supplies, and working caoonit are frequently
included in job descriptions. Because of the nabfitbe rapidly changing
information service environment and the ever-evagvitechnology
deployed for library services, updating job dedaips is a crucial and
important task for managers in libraries and infation centres in order
to allow for creativity and initiative on the pant library workers.

3.2.1 Components of Job Description

A job description is a detailed, factual, systemasind well-organised
statement of a given position's duties and respditigis. According to

Ibrahim (n.d.); and Robbins, DeCenzo & Coulter (B0the following are

the components of a job description:

a) Job identification: This includes the job title, alternate title,
department, division, plant, and job code numbére Job title
accurately identifies and distinguishes the job,wadl as the
department, unit, and division where it is locafBlde name of the
place is provided by location. The job identificati section
answers two key questions: to what higher-level iplhis job
responsible, and how much authority does this pplehWho is in
charge of direct supervision?
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b) Job Summary: This describes the job's scope in terms of
activities/tasks accomplished. It includes the reatf the task,
whether primary or secondary, as well as any aufdili
responsibilities to be performed on the job, whsatould be
specified explicitly and separately.

C) Duties and ResponsibilitiesThese are the most crucial part of the
job description. It should be meticulously prepaidédutlines the
tasks to be completed as well as the frequencyach &ey task.
This part also covers responsibilities such as marnestody,
personnel monitoring, and training, among othargki

d) Supervision: Information on the number of people who will be
monitored, as well as their job descriptions and tével of
supervision required (general, intermediate, os&)o

e) Relationship with other jobs: This specifies who the job holder
will report to and who will report to him on a vedl and
horizontal work flow link. It is a representatiohammunication
channels.

f) Equipment: This section of the job description details tresy k
types/trade names of the equipment (machinery@uid)t as well
as the raw materials that were used.

0) Working conditions: The working environment should be
specified in terms of heat, light, noise, dust, &ndes, as well as
job risks and their likelihood of occurring, andnkimg conditions.

It will come in handy while evaluating candidates jobs.

h) Environment: This describes the socioeconomic circumstances in
which the task will be carried out. The size of therk group,
interpersonal interactions required for the jobd aevelopment
facilities are all discussed in this section.

3.2.2 Purpose of Job Description

A job description is a written explanation of thénmary responsibilities
of a position. It is often created using informatiacquired from a job
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.
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3.2.3 Advantages of Job Description

A job description summarises the nature and scogeeqob. Hence, it is
critical to the personnel manager's success, amiist be updated on a
regular basis for effectiveness, which should beedduring the annual
staff appraisal or evaluation exercise. Among theefits as outlined by
Armstrong (2011); lbrahim (n.d.); and Robbins, Dege & Coulter
(2011) are as follow:

1. Job description assists in informing new employaekeir duties
and obligations, as well as communicating whatxigeeted of
them in clear terms, avoiding ambiguity and misustnding.

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

3. Job description assists in manpower planning tiroagruitment,
training and placing right workers in the right $ob

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

5. Settling industrial disputes.

6. Provision of role specificity, thus avoiding rolenbiguity and
clarity.

7. It aids in the design of training and developmdansg.

8. Job description assists supervisors in assigningkstato

subordinates so that they can be guided and meditor
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 donetfdy and successfully.

It defines the knowledge, abilities, and attitudesded to accomplish the
job effectively based on the information obtainseahi job analysis; and

it describes the ideal traits of the individual exiéng the job by focusing

on the personality (Armstrong, 2011).

In the selection process, a job specification iseful tool. It assists in
deciding if candidates are competent by keepingséiector's focus on
the list of qualifications required of an incumbéotdo the job. Thus,
those who have the personal attributes listedendh description should
be able to do a better job than people who dohls ihcludes:

o Physical characteristicssuch as height, general health, hearing,
vision, endurance level, and reflexes.
o Personal characteristicssuch as personal appearance, emotional

stability, patience, maturity, poise, communicatadnlity, mental
proficiency, analytical ability to concentrate.
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o Responsibilities like supervision of others, responsibility for
safety.
o Demographic characteristics:Age, sex, education, and training

requirements are just few of the factors to conside

Recruiting people based on the information in thés®
documents helps to guarantee that the hiring psoggsnot
discriminatory.

3.3.1 Contents of Job Specification

A job specification transforms a work descriptiontoi human
gualifications, allowing a job to be completed mef&ciently. It aids in
the selection of the best candidate for the joke Tdllowing are the
contents of a job specification:

I Job title and designation.

. The educational requirements for that position.

1 Physical characteristics and other associated clegistics.
\Y2 Physical and emotional well-being.

V. Exceptional qualities and abilities.
Vi. Reliability and maturity.
vii.  The job's relationship to other positions in thgamisation.

3.3.2 Advantages of Job Specification
Job specifications provide the following benefits:

I They aid in preliminary screening throughout thdeaion
process.

. It assists in properly justifying each job.

iii. It aids in the establishment of training and depetent plans.

V. It assists supervisors in providing guidance to leyges and
monitoring their performance.

V. It aids in the assessment of job performance.

Vi. Job specification assists management in makingsibad on
promotions, transfers, and providing additional kgerto
employees.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

Job analysis, job description, and job specificatice crucial documents
for managers in libraries and information centres use in their

recruitment and selection processes. You learnedtgbb analysis, job

description, and job specialisation in relation definition, purpose,

importance, benefits, components steps, and methibds unit.
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5.0 CONCLUSION

Job analysis, job description and job specificatiare extremely
important to the organisation. A job descriptionasdocument that
describes a position to potential employees. Thesjzecification keeps
the manager's attention on the list of qualificagithat an incumbent must
possess in order to perform the job and aids inddegif candidates are
gualified. As a result, in the personnel managenreig, both job
descriptions and job specifications are cruciakskhfacts 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 orgdiueglibrary)?

2. Describe the various job analysis approaches.

3. Describe the importance of job analysis tadlijprand information
centres.

4. What are the benefits of job specialisation?

5. What does a job description entail? Descrileebnefits of a job
description.

6. What exactly is a job analysis? Discuss th@ssiavolved in

conducting a job analysis in the library and infation centre.
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1.0 INTRODUCTION

The focus of our discussion in this unit will be tre recruiting and
selection process in relation to sources, the stapsred, barriers, forms
of orientation and the importance of an inductioogpamme.

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;
Differentiate between induction and orientation;
State the importance of induction; and

Explain the various types of orientation programmes
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3.0 MAIN CONTENT

3.1 Concept of Recruitment

Recruitment has been discovered to play a vitak rol every

organisation's human resource planning functionamlity to compete.

Recruitment is a positive process of locating piaéremployees and
encouraging them to apply for positions within teenpany (Pal, 2021.).
According to Robbins and DeCenzo (2011), it istleeess of identifying
suitable applicants for real or anticipated orgainal vacancies; it is
also a connection activity, bringing people whoédpbs to fill and those
who are looking for opportunities together.

The goal of recruitment is to provide a large erfopgol of candidates
for the organisation to choose the qualified emeésyit requires, and it
iIs concerned with reaching out to, attracting, anduring a supply of
qualified personnel, as well as making quantitatewed qualitative

manpower selections. Thus, recruiting allows thgaorsation to obtain
the correct quantity and categories of individdalsnsure its continuing
operation.

The recruitment and selection process are arguabéy of the most
important duties of any organisation’s Personnel/##partment. The
initial stage of the selection process is recrurtthe/hich is followed by
placement. It is all about capturing and compreimanédll efforts aimed
at locating new employees when it comes to recentmThis entails
ensuring that we comprehend what has to be dorwder to attract
applications from qualified applicants (Armstronglaylor, 2014).

3.1.1 The Recruitment Process in Organisation

The recruitment process entails identifying thet lsasdidate for the job
vacancy in the firm based on their abilities, exgrere, and personality.
According to Foot and Hook (2008), a good recrurthpgocess must:

I Provide the organisation with a pool of suitabledidates for any
available position;

. Use fair procedures while adhering to the relevegal and
regulatory frameworks around employment.

iii. The activities must support business objectivepresent the
organisation's brand, image, and values, and bedfbtient and
cost effective.

The recruitment process is divided into five padgach of which is
described below as outlined by Armstrong and Tay(@014);
Ibrahim(n.d.); and Pal (2021).

118



LIS 418

A.

MODULE 3

Recruitment planning: Planning is the initial phase in the
recruitment process. Planning entails draftingram@hensive job
specification for the vacant position(s); outliniftg major and
minor responsibilities; the skills, experience, aqnlifications
required; the number of people to be hired, grade, pay level;
the starting date; whether the position is tempooarpermanent;
and any special conditions attached to the joketblled, if any.

Developing a strategy: This relates to the approach the
organisation intends to take in recruiting candidaio fill open
positions. The next step in this process is toteraaiable strategy
for recruiting candidates within the organisatiort® the number
of candidates and qualifications have been deteahifhis could
include deciding whether the organisation shouldppre the
required candidates internally or hire from the salg; the
type/source of recruitment method to use; the gguigc area to
consider for potential candidates; and the sequehaetivities to
follow in recruiting candidates within the orgartiea. In addition,
such a strategy will contain strategies to attrét desired
candidates, such as an organisation's market teputaalary,
growth opportunities, and career advancement oppibies.

Searching: After the strategy has been developed, the search f
candidates can begin. There are two parts to tioisegs: source
activation and sale. The source activation meaaistie candidate
search be activated on the employee requisitioausscthe search
procedure cannot be started if there is no vacdocil. The
organisation must carefully select the medium aghewnication
that will successfully deliver the employment inf@ation to
prospective candidates in the next stage, whitheiscreening

Screening: Screening refers to the process of shortlisting
candidates' applications for further consideratibmough, some
people consider screening to be the first stephen gelection
process, it is an important element of the recreitmprocess
because the selection process begins only afteappécations
have been screened and shortlisted. The goal etmsity is to
exclude applications that are not qualified for gusition at the
outset.

Evaluation and control: This is the final stage of the recruitment
process, and during which the effectiveness optbeess and the
techniques used are assessed. Because of thassstsated with
the recruitment process, the organisation mustkctiexresults at
this stage
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3.1.2 Sources of Recruitment in Organisations

The development and maintenance of suitable manp@seurces for an

organisation is referred to as recruitment. Thes;uitment can take place
through a variety of channels, including the In&tynnternal searches,
marketing, employee referrals, public employmenermies, school

placements, temporary help services, employeenigaand independent
contractors. Basically, there are two sources ofuiement. They are as
follows:

A. Internal Recruitment: This refers to employing employees from
within the company/organisation. According to Camgpl(2019);
Ibrahim (n.d.); Pal (2021); and Robbins and Couy[2€x16), some
of the possible sources of recruitment are:

I Promotions: Employees who work hard and perform well
are rewarded with promotions. Pay, position, resjmility,
and authority all improve with promotion. The terms
conditions, rules, and regulations must all be rtjea
established before the promotion policy can be iptd
action

. Retirements: In the event that no acceptable candidates are
available for the vacant position, retired empleya®ay be
awarded an extension of service.

iii. Former employees: Former employees who performed
well during their tenure may be rehired and giveghéar
wages and incentives

Iv. Transfer: Employees may be moved from one department
to another if a position becomes available.

Advantages of Internal Recruitment to Organisations
Internal recruitment has the following benefits:

I Employees who are already on the job become moteated and
contribute to boost morale.

. There is a cost savings because the vacancy doewed to be
advertised.

1 Encourages employees to stay with the organisatiae they feel
safe because they have the opportunity to progmebkeir careers.

iv.  Training costs are reduced because personnelragdglfamiliar
with the nature of the job.

V. It is a safe and simple procedure with no chanceeabécting
mistakes.
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Disadvantages of Internal Recruitment to Organisatns
Internal recruitment has the following disadvantage

I It prevents capable individuals from outside thesibess from
joining, particularly young people with modern taclogical
skills and inventive ideas.

. Existing employees' productivity may not be ashhag it was

previously.

iii. Employees who are not promoted or selected expmriamrop in
morale.

\2 Favoritism may be encouraged as a result.

V. It is possible that it is not in the company's betrests.

B External Recruitment: This refers to the recruiting of employees
from outside the organisation. The following arenscof the most
popular external sources of recruitment in orgdiusa:

a. Press advertisement: This is an advertisement that
promotes open positions and makes information atiut
job available to the general public in the formafiob
description and specification. It gives you a lbboptions
when it comes to choosing the right person forjobe

b. Campus interviews: This entails firm representatives
visiting institutions of higher learning to condirterviews
with final-year students who are candidates foregain
position in their organisation. This is the mogeefive way
for employers to select individuals from variouglter
education schools. This procedure is simple and- cos
effective. Students also have the opportunity toaestrate
their worth and be considered for a suitable job.

C. Placement agenciesrThis is a situation in which a database
of candidates is supplied to organisations forpiingose of
recruitment in exchange for a commission.

d. Professional  Associations: These are non-profit
organisations whose mission is to promote the ies of
a particular profession, particularly when a higbkkylled
post is available.

e. Recruiters: This technique entails the utilisation of specific
employees who are completely responsible for HR's
recruiting role. Recruiters excel at networking asck
frequently present at gatherings where potentiadlickates
may be present. Professional groups, websites otret
modern means can help with this. Recruiters caof lilee
following types:

o Executive recruitment firms: These are companies
that specialise in finding high-level individuals.
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o Corporate recruiter: A corporate recruiter is an
employee who is entirely responsible for the
company's recruitment efforts.

o 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 tids vandidates.
This strategy is appropriate and ideal for larggaarsations that
are planning to expand and attract the right engdey The
activities can range from organising an open htusétending job
fairs.

Employment exchangeThis strategy entails persons registering
their personal information with government employtregencies.
Candidates are sent for interviews based on thanggtion's
needs and requests.

Walk in interviews: This method entails organisations
announcing interviews for prospective candidatesa@pecified
day and time.

Social media This entails obtaining a media presence and
attracting a diverse workforce through the usageaaial media
networks like Facebook, Twitter, and LinkedIn. dta fantastic
recruiting tool since it allows you to publish jpbstings with your
entire network and encourages two-way communication
providing a potential applicant an insight into yaxompany's
culture. The purpose of using social media as luitgtg tool is to
generate interest in your company and share sust@$ss.
Referrals: This is a mix of internal and external recruitment
methods in which current employees are encouragecefer
persons they know for open jobs in the organisaiibis approach
has the advantage of being cost-effective.

Direct recruitment: This is an important source of recruitment
that entails posting a notice on the organisatioosce board
detailing the available positions. This strategynigst commonly
used to fill temporary jobs that require unskilladour.

Unsolicited applications: This is when competent individuals
apply for jobs on their own initiative. Such applions might be
kept in file, and candidates could be called upsmeeded. This
type of application is an excellent way to gettafgeople to work
for you.

Online Recruitment: The online recruitment method is also
known as e-Recruitment. It is the process of leyieg on
electronic resources, mainly the Internet, softwaed other
technologyto attracting, finding, evaluating, and hiring p&op
This strategy entails scouring professional satiatlia sites like
LinkedIn for applicants and hire the top people tlog firm at a
lower cost than traditional hiring methods. Theadigantage of
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this strategy is the large volume of resumes reckin a daily
basis, the majority of which are unqualified.

n. Poaching: This refers to the hiring of staff from competitofis
strategy is widely used in organisations that dedrgpecialised,
competent people from all over the world. Humanouese
managers aim to persuade potential employees t& Wor a
competitor's company by offering better terms aodddions of
employment.

0. Recommendations: Applicants might be referred by current
employees, acquaintances, or family members. Thigdcbe a
wonderful way to find new employees.

Advantages of External Recruitment to Organisations
External sources of recruitment offer the followsndyantages:

a) Fresh talents and skills with varied and broad egpee get
recruited.

b) Given the high number of applicants for the jole, lest selection
IS conceivable.

C) If suitable individuals are not available withlmetorganisation, it
is preferable to look for them elsewhere.

d) Highly qualified and experienced staff may be dblessist the
company in increasing its performance.

e) New employees can be hired under the organisatioo& recent
terms and conditions.

Disadvantages of External Recruitment to Organisatins
Using external sources for recruitment has thevwathg disadvantages:

a) Skilled and ambitious employees are more likelyntove jobs.

b) It makes existing candidates feel insecure.

C) It raises costs because fresh candidates will teebée advertised
in the press and will require training.

d) Proper evaluation may not be possible due to the tonstraints.

3.2 The Selection Process

The selection process is a prediction exercise.initolves the
establishment of a legally enforceable agreemeitdsn the employer
and the employee(s), outlining both parties' rigtabligations, and
expectations, marks the successful conclusion efrédctruitment and
selection processes (Armstrong, 2007). The selegliocess is a mutual
decision-making process in which the organisateciaks whether or not
to make a job offer, and the candidates decidelvenelr not to accept it.
When a highly qualified professional is courtechinltiple organisations,
the process may be one-sided. When the job maykigtht and multiple
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candidates are competing for one or a few posititirean also be one-
sided.

3.2.1 Steps in the Selection Process

The steps involved in selecting someone with thepr@pmiate
gualifications to fill a current or prospective jopening is known as the
selection process. It refers to one of the mostial iR tasks: filling open
positions with people who are adaptable, willinghange, and qualified
for certain jobs (Leatherbarrow & Fletcher, 20I8)us, because there is
no standard selection methodology, the selectidtepadiffers from
business to business; as a result, a variety dfodstcan be used to select
people in organisations.

However, in order to establish some sort of raitnigelation to the vacant
position, the selection procedure and approachest rha able to
distinguish individual differences. As a resultgclearganisation develops
a selection procedure that matches its unique ne&asstrong and
Taylor (2014); Ibrahim (n.d.); Pal (2021); Robbarsd DeCenzo (2011);
and Robbin, DeCenzo & Coulter (2011) outlined tieps in the selection
process are as follow:

a) Requirements The Personnel/HR Manager is required to be well-
versed in the job's requirements, credentials, aaddidate
expectations.

b) Assessment:A preliminary screening interview with question
about experience, pay expectations, and readiressldcate,
among other things, can be asked. This allows lier dpeedy
rejection of inappropriate candidates, as well @siek assessment
of the applicant's suitability.

C) Receipt of application: Applicants are requested to complete and
submit application form/letter with their resumes provide
information on their background, education, experee any
special abilities, and the position being sought.

d) Screening of application:Management carries out a background
investigation on the truthfulness of applicant'sue/application
form. This can be done by checking the candidatfisrences or
calling the candidate’s previous supervisor (widrmission) to
confirm information about the applicant(s) partanly in
characteristics such as leadership qualities; udit towards
subordinates and superiors; ability to communicate to act
decisively.

e) Employment Tests Employment tests refer to the various types
of tests that a candidate may be subjected to glthe hiring
process. This examination is used to assess adzadi job
abilities and ability to learn on the job, as wa#l to match an
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individual's qualities to open positions in orderhire the most
gualified candidates. Employment tests includefotiewing:

o Intelligence Tests Intelligence tests are designed to assess
a candidate's mental abilities and general inetiag. They
assess a person's capacity to comprehend instisiciod
make judgments.

o Aptitude Tests This test is designed to assess a candidate's
ability to learn on the job and their prospects for
advancement. The most promising indications for
forecasting a worker's performance are aptituds.tes

o Performance/Proficiency Tests Performance/proficiency
tests are used to assess a candidate's level wfdahge and
proficiency. This test is intended to assess a idabels
ability to do a job.

o Personality Tests Personality tests are used to
assess/probe core aspects of a candidate's pefgosnath
as stress behaviour and self-confidence, amongr othe
things

o Interest Tests Interest tests are designed to uncover
patterns of interest in areas where the individisal
particularly concerned and involved. It is more coomly
utilised for vocational guidance because it assists
individuals in deciding on a career path that tlheag
interested in.

o Achievement tests: Achievement tests are used for
recruitment of individuals for jobs demanding exeece,
transfer and promotion of existing employees aadhing
purposes. It is used to measure the actual jolgproty of
the applicant.

Interview: An in-depth structured or unstructured interview

should be conducted to evaluate the applicant’seability and

suitability to fit into the organisation’s culture have a first-hand
knowledge and picture of the applicant.

Medical Examination: This is an important step in the selection

process that can be performed by the company'scaladhit or a

reputable medical facility to determine a candigaighysical

health, fitness, and capabilities to meet job nexjunents; ensure a

candidate's effective performance; protect othepleyees from

diseases; establish a candidate's health recordd;pestect the
organisation against unjust workers compensatiaimsl.

Background investigation Prior to making a final decision, the

prospective employer should check the referenaegged by the

applicant(s) and conduct a thorough research h#ccandidate's
previous job, education, personal reputation, amthntCial
situation
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) Final selection: This is the final step in the procedure. After a
candidate has cleared all of the barriers in thecten process, he
or she is formally appointed by receiving an appuoant letter that
includes the job's terms and conditions, pay scatel other
benefits.

3.2.2 Barriers to the Selection process

The main purpose of selection is to choose peopteave competent and

suitable for the job; as a result, the techniquesdumust be fair and

legitimate. However, this objective is often deéshtlue to barriers such
as:

a) Pressure: Pressure and undue interference on the peopldesadd
with the responsibility of hiring applicants frommterested
personalities such as politicians, relatives, bucests and other
stakeholders may mar the entire recruitment prooghen
candidates are selected based on compulsion awditiewm as
against merit and performance.

b) Perception: Selection necessitates an individual or a group of
persons assessing and comparing competenciesen tordelect
the best person(s) for the job. Inability to fultyerpret what others
say, on the other hand, might be a huge stumbloakbn picking
the best applicant for the job.

C) Reliability: This refers to the different tests that applicaats
subjected to. For example, a credible test mayh®otable to
accurately predict work performance.

d) Fairness: Fairness mandates that no one be discriminatedstgai
on the basis of religion, race, or gender, amohgrdactors.

e) Validity: This is a test that can be used to predict an eraple
job performance. A validated test, on the otherdhas not
completely reliable and does not correctly preptibtsuccess.

3.3. Induction, Orientation and Placement

Induction is the process of receiving and welcomiew employees and
providing them with the basic information they needettle in quickly,
happily, and begin working. It is the final phasethe recruitment and
selection process. Induction is the process by kvhawnv employees are
introduced to the organisation's practises, pdjcend goals (Ibrahim,
n.d.).

The process of bringing new employees into the rosgéion and
officially integrating them is known as inductiohgfmscompared, 2020).
Thus, individuals are assigned specific responsésland then integrated
into the workplace through placement.
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Induction comes after placement, which is the pgecef orienting or
introducing a new employee to the organisation. Hewes are introduced
to the company, their role, and their coworkersirduinduction and
orientation, thus, improve personnel retention. <eguently, prudent
hiring and placement go a long way toward ensuthiag) businesses have
a stable staff. This technique achieves severaictibgs, including the:

Establishment of a positive impression of the 1airgation;
Development of attitudes;

Sense of belonging; and

Facilitation of learning and teamwork with otherm@ayees.

3.3.1 The Induction Programme

This is a programme aimed at making it easier figpleyees to integrate
into a company. It assists in the clarificationtefms and conditions of
service (employment), conveys specific job neederployees, and
instills in employee’s confidence in the organisatand their capacity to
accomplish the work allocated to them effectiv@lypically, a complete
induction programme includes the following:

o The terms and conditions of service, as well av#n®us welfare
packages.

° Personnel policy and information sources.

o The organisation's structure and the functions tef several
departments.

o Procedures for grievances and disciplinary actienirrcluded in
the standing orders.

o The ethos and culture of the organisation.

3.3.2 Importance of Induction programme

Induction is the phase of the recruiting process itivolves acquainting
new employees with their jobs, coworkers, corpogaibcies, and the
surrounding environment. Induction is essentiallywelcoming process
that ensures effective placement within the orgdius. Its importance
includes the following:

) It makes it easier for new employees to adjustrteva and initially
unsettling atmosphere.

o Encourages employees to feel a sense of belongohépgalty.

o Provides the employee with information on the conym
policies.

o Assists the new employee in developing and insgjlitonfidence

so that he can become a good employee.
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3.4  Orientation/ Socialisation Process

The orientation/socialisation process is a progranmeant to assist
employees in integrating into a company seamleg3hentation is a
more formal process that takes place after indodtioassist individuals
in adjusting to their new role, department, dutéesj work environment.
It lasts for a longer time (Termscompared,2020Yimythe course of this
programme. new employees are given the informatimy need to

function comfortably and efficiently inside the argsation. Thus, a
successful orientation session will leave the eygsofeeling secure in
their new position and at ease with their co-waskeDuring this

programme, the following information is provided:

) General information on the daily work routine, theork
environment, and supervision is provided; co-waskeare
introduced, and new employees are invited to asstipns.

) An overview of the company's history, mission, @bens,
products/services, and how the employee's job ibaés to the
company's goals.

o A complete presentation (Brochure) of the orgaros& policies,
procedures, and rules, as well as the benefits igedv to
employees.

3.4.1 Goals of the Orientation Programme

Orientation entails introducing a new employee te tjob and
organisation. It is also the time to correct angeatistic expectations new
employees might hold about the job. According ton8irong and Taylor
(2014), the goals of orientation in an organisatrarude:

o Reduce the initial anxiety all new employee feelsleey begin a
new job.

o Familiarise new employee with the job, the worktuand the
128rganization as a whole.

o Facilitate the outsider-insider transition.

3.4.2 Forms of Orientation Programme

An orientation programme can take any of these $or@ommon
examples as outlined by lbrahim (n.d.); Pal (202dnd Robbins &
DeCenzo (2011) include:

a. Job orientation: This type of orientation builds on the information

provided to the employee during the recruitment aalkction
processes. The specific duties and responsibilieshe new
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employee are outlined, as well as how his or hdiopmance will
be assessed.

b. Work-unit orientation: This type of orientation focuses on
providing information to employees about their jobdes, and
working conditions. The work-unit orientation inthaces an
employee to the work unit's goals, clarifies hove lr her
employment relates to those goals, and introdugesoh her to
coworkers; informed about the company's custontsaown his
or her department and location of facilities. Thalgs to help an
employee acclimate to their new working environment

C. Organisation orientation: This is a type of general orientation
session that is conducted mainly to help an empgl@gtablish an
interest in the company. It is usually conducted the
Personnel/HR department to acquaint all new emp®ydth the
firm, with the purpose of offering a warm welcomedavital
information about the company's history, philosgplypals,
procedures, and rules. Important HR policies sushwarking
hours, pay procedures, overtime requirements, arkspare also
covered in this session.

d. Follow-up orientation programme: This is usually conducted by
a professional with the goal of determining whettier recently
hired is well-versed in the workplace environment.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

In this unit, you learned about recruitment andesbn, including
definitions, processes, and sources, as well aselleetion process, steps,
and barriers. Induction and orientation were alsoussed, as well as the
relevance, aims, and different types of orientatidvithout doubt,
recruiting and selection are critical componentsan§ 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 aTjbb. objective of an
induction and orientation programme varies withhearganisation, but it
Is always to make the employee's transition ineortw organisation as
seamless as possible. Hence, an effective indudciwh orientation
programme ensures a smooth outsider-insider traosamakes the new
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member feel at ease and well-adjusted, reducesigkeof poor work
performance, and lowers the risk of abrupt resignatAs the Head of
the library/information centre, it is your respdnbiy to ensure that the
integration of a new employee into your departmsrgasy and stress-
free.

6.0 TUTOR-MARKED ASSIGNMENT

1. Discuss the major sources of recruitment that canuged in
libraries and information centres.

2. State the advantages and disadvantages of exteanaltment in
an organisation.

3. Describe the different types of internal recruittnamailable to

libraries and information centres.
4. Discuss the different types of employment tests ¢taa be used
for the selection process in the library and infation centres.
Explain the barriers to the selection process?
Discuss the steps involved in the selection prétess
Define orientation. Discuss why induction is im@ort in
organisations?
Differentiate between Induction and orientationgseanmes.
Discuss the forms of orientation programmes.

No o
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1.0 INTRODUCTION

The concept of training and development will beddticed to you in this
unit. You will also be able to identify training eds, explain various
training techniques and types, distinguish betwdemining and
development, and list the advantages of trainind development in
libraries and information centres.

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 developmamd
Differentiate between training and development.

3.0 MAIN CONTENT

3.1 Concept of Training

Training is an important managerial function tlgtiucial and essential
for organisational development and success. It ieeya element for
increasing the level of individual competence anehprioving
organisational performance. Training is a shonttgsrocess that an
organisation develops with the goal of providinghteical knowledge and
expertise to non-managerial personnel in accordamitie their job
requirements (Termscompared, 2020). As a resalhitrg aims to make
a long-term change in people by increasing thelr performance,
changing skills, knowledge, and attitudes/behaviour

Training is a structured learning process that domsprove employees'
knowledge and skills. As a result, both employerd amployees will
benefit from increased efficiency and productiomaifling has the
potential to affect what employees know, how thpgrate, and how they
feel about their jobs, coworkers, supervisors,taemrganisation. Hence,
it must be a continuous process with a methodieal im 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 skillsdexbto do a specific job.
It assists in grooming employees and preparing tkeerperform their

duties more effectively. According to Ferreira (831brahim (n.d.); and
Pal (2021), the objectives of training in the lityrand 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' undedstan of specific
jobs.

C. Develop advanced skills in employees to impitibved knowledge

and prepare them for higher-level positions.
d. To change library staff attitudes.
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f. When promotion and career progression becomecialr
employees are provided training so that they aegpqred to share
the responsibilities of a higher-level job.

3.1.2 Importance of Training in the Library and Information
Centre

Library and information centre are ever-changingganisations,
necessitating the need to keep staff skills updéadedtay relevant in
today’s world. Regular library staff training willhus include the
development of skills required to do a given jobweell as the goal of
changing the receivers' behaviour. Armstrong (20#ahim (n.d); Pal
(2021); and Robbin and Coulter (2016), outlined sahthe importance
of training in the library and information centeeibclude:

I Library management: Training can be a useful planning and
management tool in the library. It aids in the depment of
library staff's’ skills and prepares them for adwament in the
future of technology-driven work. As a result, tlest of
monitoring and waste are reduced, and better manage
productivity, and library service quality are impea in the long
run.

. Motivation : Training serves as a source of motivation forally
personnel as it helps in updating and upgradingkifs, thus
providing the library with a stable work force.

iii. Demanding customers: To meet the demands of library
customers and to provide high-quality library amflormation
services, library staff must enhance their infoiorasearch and
retrieval skills on a regular basis.

V. Technology. Advances in information and communication
technologies have allowed for greater coordinagigmong various
business units located all over the world. As altestaff must be
regularly trained in order to keep up with the $atdevelopments
by learning new approaches, as technology evolves @apid
speed.

V. Productivity: Knowledge and information fuel productivity in
today's world. As a result, maintaining high praaty standards
in libraries and information centres necessitabtes regular and
timely development of personnel’ abilities throagiining.

3.1.3 Benefits of Training to the Library and Information
Centre

Training is one of the most powerful potential naators, with significant
advantages for both individuals and organisati®hs. goal of training in
the library and information centre is to increasewledge and abilities

134



LIS 418 MODULE 3

while also changing the attitude of library stafferreira (2016); Ibrahim
(n.d); Pal (2021); Robbin & Coulter (2016); Shar(nal.); and Swathi
(2000) summed up the benefits of training to ineltiake following:

a. Boost morale of employeesEmployee training boosts morale,
ensures job security, and contributes to the lsasuccess in
terms of information delivery and services.

b. Less supervision:A well-trained staff would be familiar with the
job and ready to accept responsibility with lithleno supervision,
as well as a higher level of engagement and teakiwor

C. Reduced error: Employees who lack the knowledge and skills
required to perform a specific job are more prooeniake
mistakes. As such, the more trained an employebadess likely
they are to make mistakes on the job, and the prafecient they
become.

d. Promotion: Employees gain skills and efficiency during trag
making them an asset to the company and making tiema likely
to be promoted.

e. Increased productivity: Workers' abilities, efficiency, level of
performance, and productivity improve as a resiltraining.
Thus, providing recognition, increasing respongihiland the
potential for higher income.

f. Provide for future personnel need for the library: Training
programmes help increase employee availability,litpiaand
skills; they develop and prepare library profesalsrior a variety
of technical and administrative positions.

g. Training: Properly trained library employees can be used as
internal sources for filling vacant positions.

h. Personal growth: Training programmes help to develop an
increased sense of fulfilment, self-satisfactionligétrened
philosophy and value system in individuals. Thi#i ialp them in
achieving their personal goals and broaden oppibitarior career
progression.

I Organisational stability: Training help foster and promote the
initiative and creativity of workers. This in tummcreases workers’
sense of belonging.

J. Reduced cost of operationWell-trained library employees will
demonstrate both quantity and quality performarasewell as
assist in the reduction of all types of waste,udahg time, money,
and resources. All of these factors have the pialetat improve
the quality of library and information services gafle to library
patrons.
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3.1.4 Steps in Training Programmes

Training is the foundation of getting the best ouéach employee in the
library. Training leads to efficiency and high puoativity both for the
employers and employees. Accordingly, steps inwblaeraining are:

a) Needs assessmenthe needs assessment programme is the initial
step in every training programme. It identifiesirinag needs
which must take into consideration the organisaioand
individual objectives. Thus, any training programmmst be
based on identified needs, which are specificalgdnined by the
immediate supervisor's observation of a gap betwblenpost
holder's current performance ability and intendedfggmance.
Some of the situations which suggest a need famitigh in an
organisation include new recruits, job change (theomanagerial
position), poor performance, introduction of newrvgees,
processes or adoption of technology.

Training needs can be identified through:

o The analysis of job requirements.
o Survey of human resources.
o Organisational analysis.

b). Setting of training objectives: This entails assessment of the
potential achievement expected from training esexci

C). Carry out the training: This step entails the selection of qualified
trainees, as well as the identification of trainteghniques and
materials.

d) Evaluation and follow-up on training outcomes: The
effectiveness of the training is usually assesshdugh
oral/written examination, interview or observationthe trainees
on the job by the trainer or supervisor as the ocasg be.

3.2 Method of Training

Training methods are tools that aim to establiséaaning environment
for participants, as well as, a means for theneéor what is required of
them to understand their roles and tasks withinganres. Training can
be divided into two categories (Armstrong, 200T7albm, n.d.; Pal, 2021;
Robbin & Coulter, 2016; and Sharma, n.d.). These ar
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3.2.1 On-the-Job Training Methods

The on-the-job training method entails placing ¢éneployee on the job
under the observation of a trained instructors lthie most popular way.
It may entail the use of a range of training methadd aids, including:

a) Job rotation: This training approach entails moving individuals
through a number of positions to get a broad unaedsng of each
job’s requirements, as well as lateral transferat tallow
employees to work at different jobs. It provide®d@xposure to
a variety of tasks and is particularly effectivesmall businesses
with less role 137pecialization than large corpore.

b) Coaching: This is a one-on-one coaching session. It aid$ién t
early identification of weak areas and the attetoptoncentrate
on them. Coaching has the advantage of convertiegry to
practice.

C) Internship/understudy assignment:This is a type of on-the-job
training in which a trainee works for a period iofi¢ with a more
experienced/seasoned veteran, coach, or mentoprolides
assistance and encouragement from a seasonedsioofds

d) Mentoring: Mentoring is a type of relationship in which an
organisation’s senior management takes on theofaleooming a
junior protégé. A mentor acts as a teacher, spaosmsellor, and
facilitator to help the mentee realise his or histon. Technical,
interpersonal, and political abilities are oftersgad down from
mentor to mentee in a mentor-mentee relationship

e) Counselling: Counselling is the act of guiding, consoling,
advising, sharing, and assisting in the resolutiodifficulties that
develop at work. It aids in the resolution of cartfl and hardships,
as well as the reinforcement of desired outcomesin€elling is
the newest HR tool in the ever-changing world ofkyavith ever-
increasing complexity and stress in people’s liyesticularly at
work, to attract and retain the best employeestanchprove the
guality of the workforce.

3.2.2 Off-the-Job Training Methods

This is a type of training that takes place outi¢he workplace, but
tries to replicate real-world situations. It freg@erkers from the rigours
and demands of the workplace, allowing them to $oentirely on their
learning. It also allows them to meet people fraffecent organisations
or departments. Examples include:

a) Classroom lectures:Classroom lectures are a spoken means of
conveying knowledge to a big group of individuatstlze same
time. The purpose of lectures is to convey sped#ichnical,
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interpersonal, or problem-solving abilities. Itase of the most
efficient methods of training.

b) Orientation: This is crucial for the successful integration efwn
personnel into a company. It can take the shapdexture, a one-
on-one discussion with a supervisor, or a handi@mo&mployees.

C) Case study:A case study is a non-directed style of learning in
which students are given real case reports to ssdesdetailed
account of a simulated/real-life incident is freqtigincluded in a
case report.

d) Audiovisual training: This strategy entails using media such as
television, films, and videotapes to directly ilizte technical
abilities that are difficult to convey through c@miional training
methods. They may be used to quickly and affordakpose staff
to 'real-world' scenarios. However, this type aftinction cannot
be tailored to a specific group and participanesraot allowed to
participate or ask questions.

e) Simulation exercises:The method of learning a job by actually
doing it is called simulation. Improved problemasng and
decision-making skills, a greater understandinipeforganisation
as a whole, the ability to examine real-world difties, and the
ability to pique participants' attention are allvadtages of this
training style. Case studies, experiential exescisele playing,
and group interaction are just a few examples.

f) Role playing: Role playing entails the construction of a scenario
that the players will act out with the help of taeilitator. Students
take on a part that is not their own and act itiow group setting.
The participants receive immediate feedback, whithws them
to have a better understanding of their own behavibis a cost-
effective strategy that is frequently used in mange and
management training.

0) Vestibule Training: This is a type of near-the-job training in
which tasks are learned using the same equipmahimbuld be
used on the job, but in a simulated work settihgites you the
opportunity to try something new.

h) Computer-Based Training (CBT): As a result of technological
advancements, computers and computer-based instaict
materials have become the dominant medium of icstm
Employees can learn at their own pace with thestegy.

) Web-Based Training (WBT): Web-based/online training is a

type of computer-based training that is possiblerganisations
with high-speed Internet connectivity.
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3.3 Concept of Development

Individual, team, and organisational performance al be improved

through human resource development. Developmera i®ng-term

process in which managers gain conceptual and ¢heak knowledge

that aids in their overall growth and developmemhe goal of

development is to improve the efficiency and effentess of employees
at work.

Development aids in the maturation and self-acdatibn of the
individual. The procedure is ongoing and systematnd it aids in the
managers' conceptual and intellectual developmé&etnfscompared,
2020). Employee development is a process that tmragquip employees
with the abilities they will need for both curreanhd future positions
(Stueart & Moran, 2007). Consequently, employegudtts and work
styles can be modified through development, allgwtiimem to become
more competitive.

3.3.1 Advantages of Development

Development is the training that top-level managemsvide to their
employees. Advantages include the following asimed by Ferreira
(2016); and Pal (2021) are:

) It gives information about the business environmet@nagement
principles, human relations, and specific industnalyses, all of
which are beneficial to the organisation's managgme

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 tlganrsation ahead
of their own.

3.4 Approaches to Development

Essentially, development is a never-ending insionel process. It is
designed to address training issues and refens twerall improvement
in the employee's conceptual skills and growth.ddkee development
programmes can take a variety of approaches, niowaioh is mutually
exclusive. The approach type can be a mix of twanore approaches.
However, there are many other management develdpapmoaches
accessible, which can be divided into the followmoagegories according
to Armstrong (2007); Ibrahim (n.d.); Pal (2021); tdm & Coulter
(2016); and Sharma (n.d.) to include:
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3.4.1 On-the-Job method

The on-the-job strategy entails employees receitnagning at their
workplace. Examples of this method are:

a. Job rotation: This training approach entails moving individuals
through a series of jobs in order to get a wideramess of each
job's requirements, as well as lateral transfatsahow employees
to work at other jobs. It provides good exposure teariety of
tasks and is especially effective in small busiesssith less role
specialisation than large corporations.

b. Coaching: This is a one-on-one training session. It aidsha t
quick identification of weak areas and attemptsdncentrate on
them. It has the advantage of converting theoreknawledge
into practice.

C. Mentoring: Mentoring is a partnership in which a top execuiive
an organisation takes on the task of grooming ejysrotégé. In
the achievement of the mentee's vision, a mentsraaca teacher,
spouse, counsellor, and facilitator.

3.3.2 Off-the-Job method

The utilisation of external facilities to conducaihing programmes is
referred to as the "off-the-job approach.” The dwnihg are some
examples:

a. Role playing This is a technique used to teach human intenasti
and leadership skills. It allows trainees to petiuman relation
skills and gain insight into their own behavioudats impact on
others.

b. Case study:A case study is a method of promoting classroom
experience. The trainees may be given a probledistuss that is
relevant to the principle taught in some way. Thegy commonly
utilised in law schools, personnel management, murekations,
market management, and educational institutionsgngnother
places.

C. Conference training: This is a planned group meeting. By
acquiring a significant degree of oral engagemgrd, members
want to improve knowledge and understanding. Batfiference
participants and conference organisers benefit trostraining.

d. Special coursesThis entails executives attending special courses
that are formally organised with the assistancesddicational
specialists. This is a widely used approach. Howewaly large
corporations can afford to send their leaders tcmagament
development courses provided by management sctael$o the
high cost.

140



LIS 418 MODULE 3

3.5 Differentiating between Training and Developmen

One of the most important aspects of human ressur@nagement is
training and development, crucial for the effectm@nagement and
utilisation of people in an organisation. The fallog are some of the key
differences between training and development abnedt by Ferreira
(2016); Ibrahim, n.d.; Pal, 2021; Robbin & Coult2016; and Sharma,
n.d.).

I Training is a learning process that entails impngvione's
knowledge in order to perform a specific task, velasr
development refers to an individual's overall depetent.

. Training focuses on skills and information, wherdaselopment
revolves around developing learning abilities andulding
employee attitudes.

iii. Training assumes a formal education and is jobecedt
development is not based on schooling and is casrdered.

V. Personal motivation and ambition drive developmevtiecreas
skill gaps necessitate training.

V. Training focuses on enhancing job-related efficjenand
performance, while development focuses on overalisgnal
effectiveness including job efficiencies.

vi.  Training is based on the needs of the individual aray or may
not include development, although development isoopl and
includes training when necessary.

vii.  Training focuses on maintaining and improving pnésg@b
performance, therefore it has a short-term focusereas
development focuses on developing capabilities foture
performance and has a long-term focus.

viii.  Training is a more specific idea that focuses ob-rgated
abilities. Development is a broad term that referthe growth of
one's personality.

IX. Training programmes are typically designed to nzamtand
improve present job performance, while developrpeogrammes
are designed to create or promote abilities thatraquired for
future work activities. Individuals' general growththe goal of
development, which prepares them to confront futlrgtacles.
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3.5.1 Importance of Training and Development

Human Resource Management is incomplete withounitig and
development. The goal is to improve staff perforogarknowledge, and
efficiency. Thus, everyone in the organisation, aggers and non-
managers alike, requires training and developmEme importance of
training and development in the library and infotima centre is
demonstrated in a variety of ways, including:

a. Employee performance inadequacies can be addrekssmayh
training and development programmes.

b. Increase an organisation's stability, adaptabiléyd growth
potential.
C. In an organisation, training and development camameffective

source of recruiting.

d. Reduce employee turnover by lowering employee tiggaation,
absenteeism, and complaints.

e. Assist in the prevention of accidents by providpggsonnel with
safety training.

f. By assisting personnel in handling materials, nmaehi and
equipment properly, training and development hapeduce loss
of time, resources, scraps, and machine damage.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

You learnt about the concept of training and dgwelent in this unit, as
well as the purposes, benefits, importance of itnginas well as the
phases and techniques of training. You've alssméshabout the benefits
and approaches to development, the relevance ohinga and
development, and the differences between trainimg development,
which is concerned with organisational activitygetied at improving
individual and group performance in an organisatiaetting.

5.0 CONCLUSION
Organisations' official, ongoing initiatives to ingye performance are
known as training and development. Training andetigument benefit

individual and organisational performance, competitess and

142



LIS 418 MODULE 3

economic growth. As a result, managers should afahselect training
and development programmes holistically, as one dies not fit all.

6.0 TUTOR MARKED ASSIGNMENT

Define training and discuss the benefits of tragnin

Discuss the steps required for an effective trgnin

Discuss the various types of training methods.
Differentiate between training and development.

What is development? Discuss the approaches tdageuent.
State the importance of training and development

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

Every organisation's lifeblood is its human resesrcin terms of
managing people and workplace culture, human resodevelopment
plays a critical and strategic role.

This module will teach you how to manage humanuesss in libraries
and information centres using a variety of stragegi

Unit 1 Performance Management System in Library and
Information Centre

Unit 2 Compensation Administration and Employea&is

Unit 3 Motivation and Job Satisfaction

Unit 4 Leadership

Unit 5 Communication and Interpersonal Skills

Unit 6 Contemporary Human Resource Management (HRM)

Issues in Organisations

UNIT 1 PERFORMANCE MANAGEMENT SYSTEM IN
LIBRARY AND INFORMATION CENTRE

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 Liprar
and Information Centre
3.1.2 Characteristics of the Performance Management
System
3.2  Concept of Performance Appraisal
3.2.1 Features of Performance Appraisal System
3.2.2 Significance of Performance Appraisal in the
Library and Information Centres
3.2.3 Uses of Performance Evaluation in the Lipeand
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
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3.3.4 Limitation of Performance Appraisal Evaloati
Exercise
3.3.5 Ways of improving on Performance Appraisals
Evaluation Report
3.4  Employee Counselling
3.4.1 Advantages of Employee counselling
4.0 Summary
5.0 Conclusion
6.0  Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

The performance method is based on a systemadi@gyr to increasing
organisational performance through the developménndividual and
team performance. It is a way of understanding ananaging
performance to generate better results. This uilitexpose you to a
variety of issues that must be considered in regargerformance
management system and appraisal.

2.0 OBJECTIVES
By the end of this Unit, you will be able to:

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. Tingegration of
performance appraisal systems with larger HRM systas a way of
aligning employees' work behaviours with organ@ai goals is known
as performance management (Sims, 2002). Perfornranoagement is
a systematic process for improving organisationatffqgmance by
developing the performance of individuals and teédmmstrong, 2007).
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The author further explained that it involves geftibetter results by
understanding and managing performance within agegigframework of
planned goals, standards and competency requirsmBetformance
management is broad, more encompassing and islttheate goal of

performance appraisal activities. According to 8te& Moran (2007),

performance management involves helping peoplet¢oine their best at
work, and boosting the organisation’s bottom line.

Performance management is an organic and continoiagagement
process that explains mutual expectations, empFmsignagers' support
responsibilities as coaches rather than judgesfauses on the future.
Hence, the goal of performance management is torerthat employee
objectives, the behaviours utilised to attain thasgectives, and
performance feedback are all in line with the conym strategic
objectives. A performance management system insludentifying,
motivating, monitoring, assessing, improving, aedarding employee
performance. A structured way of evaluating empdsyework is a
systematic performance appraisal strategy.

Performance management system is a method of dgfperformance
standards and analysing performance in order tceroglective human
resource decisions, such as pay raises and traiaingrements, as well
as offer documentation to back up any personnabrect(Robbins &

Coulter, 2016). As a result, individual, team, aodyanisational
performance are all managed using a performancegeanent system,
which is a comprehensive and flexible method. H isng-term process
aimed at assessing, managing, monitoring, and atafy an

organisation's human resource performance and ftalribution.

Essentially, it aims to improve employee produtyivand efficiency

(Termscompared, 2020).

3.1.1 Aims of Performance Management in the Libraryand
Information Centre

The basic components of performance managementd@cgreement,
measurement, employee feedback, positive reinfoeagnand dialogue.
According to Armstrong (2007); and Robbins, DeCeremod Coutler
(2011), the goals of performance management in lil@ary and

information centre are as follow:

a. Providing library personnel with the tools they dee succeed by
empowering, inspiring, and rewarding them.
b. By aligning library and information centre persofsyewn goals

with the library's goals, the library's tasks canfbcused on the
proper items and completed correctly.
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c. Managing resources and performance in accordartbeagreed-
upon accountabilities and objectives.

d. Defining the process and behaviours through whititady
managers manage their employees' performance én todreate
a high-performing organisation.

e. Individuals and teams can maximise their potentalbenefit
themselves and the organisation through performance
management, which focuses on achieving their goals.

3.1.2 Characteristics of the Performance Manageemt System

The techniques used to identify, motivate, measewvaluate, improve,

and reward employee performance at work make uppérrmance

management system. As a result, below are sonfeafaracteristics as
highlighted by lbrahim (n.d.); Pal (2021); Sims @2); and Stueart &

Moran (2007):

a. The goal of performance management is to compaputain the
form of delivered performance to expectations repnéed as

objectives.

b. It is a continual and adaptable process that ire@both managers
and those they supervise.

C. Rather than focusing on retrospective performaneeiew,
performance management focuses on long-term plgnaird
improvement.

d. It is 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 employeesitrifutions and
weaknesses, as well as determining suitable reveaudisorrective action
to encourage them to continue appropriate behawviadnile correcting
inappropriate ones (Sims, 2002). Performance aggdraaccording to
Stueart and Moran (2007), is the systematic asssgsoh an employee's
job-related strengths and deficiencies. Also, pertmce appraisal is the
practise of using top-down assessment to evaluapdogee performance
against pre-defined standards at yearly apprais@ssiens
(Termscompared 2020). Similarly, Ibrahim (n.d.)rasd that the process
of evaluating employee performance by comparingeturperformance
to previously defined standards is known as peréowee appraisal. The
author further explained that organisations empleformance appraisal
system primarily for the performance improvemen¢wiployees.

Performance appraisal is conducted on an annua ivaa rational and
methodical manner to determine an employee's dypacdo the tasks.
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Consequently, the procedure's findings are docusderand personnel
are given annual appraisals of their performandegs Telps them in
determining the areas they need to improve on. ,Tlusry managers
evaluate library and information centre employeaseld on their total
contribution to the organisation. Equally, perforroa appraisals are
important because they ensure that the recruitiggsalection processes
are adequate, help effectively link performance hwitewards,
demonstrate that important employment-related detishave been
made based on performance, and promote employewatimt and
development. It also provides relevant and valuatfliermation to the
HRM process of the organisation, with the ultimaibjective of
enhancing job performance.

3.2.1 Features of Performance Appraisal System

A standard performance appraisal is expected te Hhg following
features (Armstrong, 2007; Ibrahim, n.d.; Pal, 2G&1d Sims, 2002):

i. Objective: The appraisal system should be fair so as to be of
benefit to both the employee and the employer.

ii. Periodic review: The performance appraisal system must be
subjected to a periodic review and evaluation stoansure that
it is meeting the set goals.

iii. Feedback: For it to accomplish the intended goal, employees
should receive enough feedback on their performance

iv. Open communication: The system should be open and
participative. It should also allow employees tarbmlved in goal
setting. Hence, employees must take an activanglerformance
management as well as the continuing review process

V. Training: The individual tasked with assessing others must be
exposed to training on a regular basis to elimibés.
Vi. Standardised: Performance elements and criteria must be

developed, and appraisal methodologies must meaguaethey
claim to evaluate. As a result, appraisal formscedures, and
grading systems should all be standardised, asBjapdecisions
influence all group personnel.

vii.  RelatednessThe performance evaluator should try to concentrate
on job-related behaviour. Thus, the employee'sopexdnce and
appraisal should be done on a regular basis, anthformation
supplied by the evaluator(s) should be adjustedntich the
organisation's needs, performance requirementspahdvioural
standards.

viii. Reliability and validity : An appraisal system should provide
information and data that is consistent, trustwgrtand valid
(degree to which the ratings are actually indieati¥ the intrinsic
merit of the personnel at any given time).
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3.2.2 Significance of Performance Appraisal in the.ibraries
and Information Centres

Performance appraisal is crucial in assessing aplogee's skills,

capabilities, and performance against pre-detemingtandards in order
to identify high-performing individuals from thoseého are not, as well
as discovering the reasons for their performanceamr-performance.
Armstrong (2007); lbrahim (n.d.); Pal (2021); arich$ (2002) outlined

the significance to include:

a. Feedback Performance appraisal serves as feedback to the
employee, thereby help in facilitating self-devetent and
equally make the employee understands his key atdas
performance.

b. Improvements in performance Performance appraisals are
important as they help employees know where thagdsin an
organisation after a given time and to increaséopmance, and
intervene with relevant activities.

c. Compensation: Performance appraisals aid decision-makers in
determining who receives merit-based pay raises.
d. Personal developmentThe outcome of the exercise can assist in

identifying the causes of excellent and poor enmgdoy
performance, and a unit head can learn why certs@nagers
operate the way they do and what steps to takenpwoive their
performance through discussions with individual agers. Thus,
help meet an individual's development needs.

e. Database: Performance evaluations give a reliable database fo
personnel decisions such as job assignments, reatiore
promotion, and transfer, among other things. Funtiogee,
permanent performance rating records of employees assist
management in planning without relying on supemgspersonal
knowledge, which may be transferred.

f. Training and development Performance appraisal serves as a
reference for designing a suitable training and etigpment
programme to improve an employee's performancevhluating
his or her strengths and weaknesses. It can akp &mployees
updated on their progress and tell them what &slthey need to
improve in order to be considered for a raise onmtion.

g. Promotion decision:The outcome of a performance appraisal can
be used to justify a job change, transfer, demotiorpromotion
by determining whether the employee can still dbote more in
a different or higher position. It aids in the adeament and
placement of an employee. When key work charatiesisre
appropriately measured, it aids in reducing ematiofifrustration
among people who have not been promoted.
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Improved supervision The presence of a regular appraisal
system causes supervisors to be more aware ofsthigardinates
because they know they will be needed to fill @ting forms and
defend their assessments, which improves supenvisid allows
them to have a better understanding of their subatels.

Employee relationship: Performance appraisal aids in the
improvement of quality and the maintenance of aitpes
employee-employer relationship, and the informatamilected
can also be utilised for grievance resolution awbrd keeping.

Job design error: Poor job performance may be the outcome of a
poorly designed job. As such performance appraigalassist in
identifying such errors, and appropriate measurel ke
implemented to prevent future occurrences.

Uses of Performance Evaluation in the Librgr and
Information Centre

A critical component of the information and contreystem is
performance appraisal. Hence, it assists in deténgiithe library or
information centre employee’'s comparative worth. rfétenance
evaluation is used for the following as outlined Agmstrong (2007);
Ibrahim (n.d.); Pal (2021); and Robbins, DeCenzGaulter (2011):

1.

Provide feedback for employees on their levelsesfgymance by
pinpointing the areas or aspects that need impremérand the
areas in which they are doing well.

Promote a good working atmosphere that boosts ptivity,
improve staff motivation, expertise and stimulatmpéoyee’s
development.

Performance appraisal gives employees who wishlan their
future a technique of career counselling and mttiwa From the
perspective of the 151ractices151on, both the sigmrand his
subordinates accept similar future goals and dedbieie particular
strategies for achieving these goals.

Provide valuable information for systematic judgetseto back
up promotions, transfers, salary increments, demotand
termination.

The outcome is useful for compensation, placenteaihing and
development purposes.

The results of the performance evaluation can leel ts assess
personnel training and development needs and tablést
appropriate on-the-job training programmes to #&saffected
employees in improving their work performance.
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7. Employee performance appraisal records can assisagement
in human resource and career planning without mglyust on
supervisors’ judgement.

8. Examine the efficacy of job selection devices amipleyee
classification to ensure that the library and infation centre’s
recruiting, selection, placement, and orientatioogpammes
adhere to worldwide best 152ractices 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 resourtgitées. Hence, the
process begins with a job analysis, descriptiod, specification, all of
which aid in determining the standard performaaeistrong (2007);
and Robbins, DeCenzo and Coulter (2011), outlihedsteps to follow to
include:

a. Establish performance standards:The performance standard is
the yardstick by which employees' performance isasueed.
During the job design stage, the set standard rbestlearly
defined. It must not be ambiguous and must be thgc
attainable, measurable and easy to understandebgntiployees.
In addition, the established standard should relatie desired
outcome.

b. Communicate performance standard to employees:
Communication is a two-way process. Employees shdd
informed and educated about the performance stdmdarder for
them to understand what is expected of them. Heheeyeed for
feedback from subordinates to the manager to enthatethe
information communicated were received and undedsty them.
The set standard may be amended based on the ékadaived,
keeping in mind that many positions have ambigymrformance
criteria, and the problem may be exacerbated gehestablished
standards are made without the employee's input.

C. Measure actual performance:At this phase, actual performance
is compared to the standards set by managers. ahete/o ways
to evaluate performance: objectively and subjebtiverhis
necessitates the application of the appropriate sore®y
technique, which includes identifying the interraald external
elements that influence performance and collectlata on the
outcome. Personal observation, statistical repgrtand oral or
written reports can all be used to gather infororatEach source
has its own set of advantages and disadvantages Asult,
combining any of the methods may improve the acgurd the
information received.
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o Obijective performance measuresThese are quantifiable
indicators of job performance that can be indepstige
validated. Among the factors used are the quafigeovice
provided, the amount of training necessary, theurnof
absenteeism, and the length of service.

o Subijective performance measures. Subjective
performance metrics are ratings based on the ewealsia
personal criteria and judgments. They are not iadi.
Knowledge of general goals and contribution togbeio-
cultural value of the work environment are amoregrtting
criteria considered.

d. Compare actual performance with established standais: This
entails identifying any discrepancies between dctaad
established performance criteria. It is possiblat tractual
performance exceeds specified requirements in stages. The
detected disparities will be the starting point foe discussion
with the affected employee (s).

e. Discuss appraisal with employeeThis is a challenging stage for
the manager because providing correct appraisaltseto the
subordinate can have an impact on their self-esteehiuture job
performance. As a result of this, any recognisgxéda will be
corrected, and the employee will be motivated toriowe on future
performance. However, managers are advised toctieabwhile
discussing appraisals because the outcome mightgative or
positive.

f. Initiate corrective actions: This is the last stage in the procedure.
This might be in the form of an instant warningtihe affected
employee or through mutual conversations (basignfwove the
individual's performance based on the identifiedses. Also, to
fix the detected problem and improve future periamoe, actions
such as coaching, counselling, or exposure to fotnaéning
courses can be done; decision-making responsisilitand
authority can be given to the subordinate as needed

3.3 Performance Appraisal Methods

Performance appraisal is the annual review andmgaaf individuals by
their management (Pal, 2021). It explains how mamant can set
performance standards, as well as how to assesseealdate an
employee's performance. There is no foolproof teghe of measuring
employee performance. Despite its advantagesy eystem has flaws.
As a result, everyone in the organisation shouldeogo an annual
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performance evaluation, which should be conductgdthe direct
supervisor and managers at all levels. There ardypes of performance
appraisal methods: classic (traditional) and modern

3.3.1 Traditional or Classic Methods of Performancé\ppraisal

Traditional or classic methods are old appraisathods based on
personal characteristics. Among the many exampdekighlighted by
Armstrong (2007); Ibrahim (n.d.); Pal (2021); anabRins, DeCenzo and
Coulter (2011) are:

1. Written essay: This does not necessitate the completion of a
complicated form or substantial expertise. It Hesddvantage of
being simple to use. The downside of this methdhasit is more
concerned with the evaluator's ability to write rthavith the
employee's real performance.

2. Ranking method: This method is very subjective and ineffective
in determining an employee's true worth. All emgey in the
same work unit who do the same tasks are assigtetive ranks
by the evaluator.

3. Paired comparison method:This method aims to improve on the
traditional ranking method. Employees in a grougp@mpared to
one another at the same time using this method, thed
comparison is based on overall performance. Thihoaeis more
reliable, but it is not appropriate for evaluatedarge number of
personnel.

4, Grading method: This system comprises assigning grades (‘A'
exceptional; 'B' = very good; 'C' = average; and=poor) based
on a well-defined category such as knowledge, joums,
analytical abilities, leadership quality, and selfpression, among
others. As a result, employees' real performanamispared to
allocated grades, and employees are given gragendig on
their performance.

5. Graphic rating scales:This is one of the most common and oldest
methods of evaluation. This strategy includes attarsstics like
work quantity and quality, job knowledge, cooperatiloyalty,
attendance, honesty, and initiative. This methadtha advantage
of producing quantitative data and taking less titimen other
methods. The downside is that it does not anabfség¢haviour in
depth.

6. Checklist: A checklist is a series of objectives or descriptiv
statements concerning an employee's performance. rater
determines whether an employee's behaviour is ipesibr
negative in relation to each statement. The nunabgrositive
checks is then used to rate an employee's perfagnan
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7. Weighted checklist: Weights are applied to different statements
in a weighed checklist to signify their relativegortance. This
method gives the evaluator statements on the empsdywwork-
related behaviour. Every remark is given the sameumt of
weight. However, those that are critical to the amigation's
functioning are given priority.

8. Confidential report: This is a descriptive report written by the
employee's immediate superior at the conclusiosach year. In
most government institutions, it is a traditionatrh of appraisal.
This is a crucial factor in determining whether oot the
subordinate will be promoted or transferred. Theore outlines
the subordinate's strengths and flaws. The probletimis method
is that it is highly subjective, and no feedbackiigen; rather, the
strategy focuses on evaluating rather than impgpthie employee.

3.3.2 Modern Methods of Performance Appraisal

Modern performance appraisal methods are an adn@arde over
conventional approaches and an attempt to elimitlge flaws in
traditional systems. Here are several examples:

a. BARS (Behaviorally Anchored Rating Scales).These scales
integrate significant components of critical ingidlend graphic
rating scale techniques. The evaluation assignsmeerical score
to an employee based on items that are exampleaciofal
behaviour on the job rather than abstract desoriptor attributes.
This strategy has the benefit of focusing on paldic and
measurable job behaviours. The drawback is thakés time to
build and measure.

b. 360-degree feedback approachThis is a form of systematic
evaluation that employs questionnaire ratings ag pé the
process. The approach is a tool for getting ratemys comments
on performance from subordinates, peers, custorseppliers,
supervisors, leaders, and management. It has gpopdarity in
businesses. The benefit is that it is more thorpbgh 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 nasmon
variations are group-other ranking, individual rizugk and paired
comparison. However, with a high number of stdffpécomes
unmanageable.

d. Management by objective (MBO) techniqueThis method, also
known as result-oriented evaluation, focuses on dh&omes
rather than the means, allowing managers to chtteseptimal
path to reach their objectives. Employees are gradehow well
they achieve a set of goals that are crucial tgah's performance.
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It is time-consuming, but it encourages feedbaclcahse
problems, methods, and resources are reviewedeguiar basis
to improve resource utilisation. In addition, if @mployee's
performance falls short of expectations, the mamege has the
option of reassigning the person to a position bedter matches
his or her talents or training the employee to atethe job more
efficiently.

Psychological appraisalsPsychological assessments are used to
evaluate an employee's talents, such as theitdoteal capacity,
emotional stability, sociability, and motivatingaions, among
other things. In-depth interviews, psychologicatse and talks
with supervisors are all part of the assessmemgs
Assessment centre methodin this approach, personnel from
diverse departments are brought together to workmimdividual
or group task for a couple of days. Evaluators siseulation
techniques such as role playing and business ganmesnitor and
rank the performance of all players, both indivithusand
collectively. Assessments are performed to identifiether or not
an individual has the potential to advance in thaneer. Some of
the highlighted disadvantages of this strategyitareigh cost, the
promotion of unhealthy competitiveness, and staffidralisation,
among others.

Post-appraisal Evaluation Analysis

library and Information centre just likeawery other organisation,

performance appraisal system is used for the parpbsalary increase,
determining training needs, and employee’s motivaimongst others.
Consequently, the performance appraisal systeminpptace must be
effective. The ideal technique is one in which gwaluator is free of
personal bias and preconceptions, because objgativihis or her side
will reduce the system's potential for malfunctidn. order to be

considered effective, an appraisal system musudeclthe following

characteristics:

a.

b.
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The assessment system must offer the organisatibrcansistent,
trustworthy, and valid information.

The appraisal program should be economical and tiess

consuming.

The outcome of any performance appraisal exercisst rhe
communicated to the employees irrespective of theome of the
exercise.

A post-appraisal interview should be arranged so ¢émployees
are given feedbacks and the organisation understahe

difficulties under which employees work.



LIS418

f.

MODULE 4

Suggestions for improvement must be tailored tojalés goals,
and a long-term strategy must be devised in cotipmowith
subordinate consultation.

Avoid undue and unnecessary criticism of individesalployee.

3.3.4 Limitation of Performance Appraisal Evaluaton Exercise

Many significant factors can serve as limitation @oplanned and
structured performance appraisal evaluation exercitie limitations
could range from personal bias, prejudice and jgiosasies of the
evaluator(s). Other identified factors as outlir®dArmstrong (2007);
Mullins (2007); Pal (2021); Robbins and CoutlerX@)) and Sims (2002)
include:

1)

2)

3)
4)

5)

Similarity error : Similarity error occurs when the evaluators rate
others the same way that they perceive themselves.
Opportunity bias: Opportunity bias occurs when factors beyond
the employees' control influence the amount of work
output/performance. For example, if a set of empémyis exposed
to improved working conditions, supportive supesvss and
experienced coworkers, their work performance meayhigher
than those who are not.

Predictor bias knowledge: A rater's past knowledge of an

employee's performance can influence his assessatery.

Group cohesion: Cohesive organisations with high morale can

outperform disjointed groups with poor morale.

Raters’ biases:Rating biases could arise from personal biases,

prejudice and idiosyncrasies. Therefore, it is wretmassume that

all evaluators will be objective when rating theirbordinates.

Types of rater’s biases include:

o Halo effect: The halo effect is the tendency to give an
employee a high or low rating on all aspects basethe
perception of a high or low rating on a few keytfas.
When the rater(s) allows one facet of a man's
character/performance to impact his overall judgentais
type of inaccuracy happens. Being aware of theeissua
big step toward solving it. Supervisory trainingndeelp to
mitigate the issue.

o Leniency and strictness error: The lenient rater's
tendency to put the majority of the rating on tlighhside
of the scale causes this type of inaccuracy. &t ¢g®mmon
type of appraisal utilised by most government agenc
However, if various raters make different lenientoe
making judgments, complications may occur.

o Central tendency error: The inability to discern between
and among ratees is referred to as central tendemoy.
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Raters who consistently score all employees asageeare
vulnerable to this type of inaccuracy. This type of
evaluation might be problematic, especially if theta is
used to justify a pay raise or promotion.

o Personal prejudice The objectivity of a performance
appraisal review may be influenced by the rategtsgnal
bias. As a result, if the rater dislikes an empéye or she
may give him a low score.

Ways of Improving on Performance Appraisals
Evaluation Report

According to Armstrong (2007); Mullins (2007); RaD21); Robbins and
Coulter (2016); and Sims (2002), performance appfaevaluation
outcome can be improved upon by the following:

a.
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Choosing the appraisal methodsAn organisation should strive
to examine the factors that can help prevent th@dementation
and the appropriateness of appraisal methods bséteeting any
based on the wide range of available methods.

Multiple raters: As the number of raters increases, so does the
likelihood of receiving correct information.

Behaviourally-based measuresBehaviourally-based measures
can be used for the rating of subjective traitarobmployee. It is
an objective measure that deals with specific exesnmf
performance.

Training appraisers: Training of appraisers on a regular basis can
make them more accurate raters in their assignments

On-going feedback Providing employees with regular
opportunities to discuss the outcome of performaappraisal
evaluation exercise before any reward or punishrizgeatvarded
will not leave them surprised at the eventual ouoneocof the
exercise

Selective rating: This refers to a situation whereby evaluators are
made to conduct evaluation on areas of the jobhiclwthey have
robust knowledge. This can improve inter-rater agrent and
make the procedure more reliable.

Peer evaluation This refers to coworkers' proclivity to provide
constructive feedback and detailed recommendationsjob
performance.

Post appraisal interviews Employees are desirous of knowing
their performance; thus, managers need to commignitze
outcome of such exercise the recipients immediaiéelyis
completed.
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i. Reward to accurate appraisers The organisation should
encourage and reward accurate appraisers. Thisagoag way to
reduce biasness and low differentiation in the alV@utcome.

3.4 Employee Counselling

Employee counselling is a method of assisting eggae in overcoming
performance evaluation-related issues in the wadgl It tries to figure
out why employees have lost their motivation orligbito work
productively, as well as solutions to the problen(Robbins, DeCenzo
& Coulter (2011). Employee counselling is not metndiminish the
impact of a bad performance or to absolve the eyeglof responsibility
for changing incorrect work behaviour. If an empmeyis unable or
unwilling to accept assistance, disciplinary actiaumst be taken to ensure
healthy organisational development.

3.4.1 Advantages of Employee Counselling

Employee counselling has the following benefits:

. It tries to assist employees in receiving aid xodhatever issue is
hurting them.
. It is advantageous to both the employer and thdmree.

SELF-ASSESSMENT EXERCISE
40 SUMMARY

This unit has offered an overview of the severahplex concerns that
must be examined in regard to performance manageandrappraisal in
terms of performance assessment, solution, andogemlcounselling,
features, relevance, procedure, techniques, pgsapl analysis, and
constraints.

5.0 CONCLUSION
Performance appraisal is an important activity @iats to give a clear

picture of an employee's performance. In librarsesl information
centres, it is seen as crucial to good human resquanagement.

7.0 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 appraisa¢syappraisal in |

ibraries and information centres?
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4, Describe what employee counselling entailg. Examine the
constraints of performance evaluation.
5. Describe the modern methods that can be usepefformance

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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1.0 INTRODUCTION

In this unit, you will learn about compensation adistration and
employee benefits, as well as the goals of emplbgeefits, the factors
that influence employee pay and benefits, and ttenymtypes of
employee benefits.

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

Comprehend the meaning of compensation adminisirati
Explain employee benefits;

State the objectives of employee benefits;

Outline the factors that determines employee benefnd
Discuss the types of employee benefits.

3.0 MAIN CONTENT

3.1 Compensation Administration

Compensation is an HRM function that deals with Blpes of
compensation that employees receive in exchange céonpleting

organisational duties. Pay and benefits (wages aadaries)
administration, job descriptions, executive compdéng, incentive pay,
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insurance, vacation or leave administration, reteéet plans, profit
sharing, and stock programmes are all included urdenpensation
(Sims, 2000). Allocating rewards in organisatiahg, author added, is a
complicated and specialised task.

Compensation administration is an important aspettie HRM process
because it can help an organisation attract aranretompetent and
talented people who can help it achieve its missiot goals, and have
an impact on its strategic success. Thus, to kis#praotivated, library
managers should establish a remuneration strughat reflects the
changing nature of labour and the workplace. Tlegss of determining
a cost-effective pay structure that will attractl aatain employees, offer
an incentive for them to work hard, and guarantes pay levels are
regarded as fair by all employees is known as cosg@on
administration (Termscompared, 2020). As a restie higher the
compensation, the higher the skills, knowledge, aitities, as well as
authority and responsibility.

Types of compensation are:

o Direct compensation:This refers to the pay and rewards received
by employees in the form of wages and salariesenitiees,
bonuses, and commissions.

o Indirect compensation: This comprises the many benefits
supplied by employers in form of pension funds |theasurance,
life insurance, annual leave and child care amahgrs.

o Non-financial compensation This includes employee
recognition programs, rewarding jobs, and flexigterk hours to
accommodate personal needs.

In all, compensation systems need to be designechesh with the
strategic objectives of the 162rganization becauke aim of

compensation practices is to help organisatiorebéish and maintain a
competent and loyal workforce at an affordable.cost

3.2 Employee Benefits

Employee benefits are non-monetary rewards designbditter the lives
of employees. This includes social security, woskeompensation, paid
time off, life and disability insurance, retiremeptans, and health
insurance (Robbins & Coutler, 2016). Employee bisefare
supplemental kinds of recompense to the many fasfmsash pay. It
includes things that are not exactly payments, sischnnual vacations
(Armstrong, 2007).
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3.2.1 Objectives of Employee Benefits in the Libragr and
Information Centre

Employee benefits policies and practises in theatjpand information
centre have the following objectives:

. Provide an attractive and competitive total rematien package
that both attracts and retains high-quality empésye

. Provide for employees’ personal needs;

) Increase employees’ commitment to the 163rganiaatiad

) Provide a tax-efficient method of remunerationgome people.

3.2.2 Factors that Determine Employees’ Pay and Benefits

Employee remuneration is influenced by a numberintéérnal and
external factors. The following are some of thedes that influence an
employee's wages and benefits as outlined by Aomgt(2007); Pal
(2021); Robbins, DeCenzo & Coulter (2011); Sims0@0 and Stueart
and Moran (2007):

a) Work experience: This refers to how long a person has been with
the organisation. It makes a person excellent aadbles them to
do tasks without the need for additional instruttim addition, the
seniority of an employee affects payment compemsats
compared to junior employees.

b) Performance Performance refers to an employee's ability to
perform well at work. It is almost usually rewardeih a raise in
pay. Employees become more motivated and perfoain jhbs
more efficiently as their performance improves,ultsg in
increased income.

C) Job evaluation Job evaluation aids in the establishment of
appropriate pay differentials for various jobs. Amployee's
performance appraisal can help them earn more mdnihey
perform exceptionally well on the job.

d) Potentials: Employers pay their employees based on their
potential, particularly young employees. Becaus¢emial is
worthless if it goes unrecognised, employers pghéi salaries to
people who have more potential than others.

e) Employee productivity: To receive the best results from

employees and to boost productivity, compensatiostine based
on productivity.
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Ability to pay: Wealthy and large organisations may afford to pay
higher compensation than small businesses, whifsaller
businesses can keep their pay scale at or beldawftbampetitors.

Business strategy: Employee benefits are influenced by the
organisation's strategy and its success. If a cagnpants to hire
skilled individuals in order to outperform the coeatipor, it will
pay them more than other companies

Labor market: Employee benefits are influenced by the demand
for and supply of labour. When demand is low, aWage is paid.

Location: The physical location of the organisation, andadbst
of living, are important factors to consider wheatetmining
compensation, which is heavily influenced by loamatnd housing
costs. This explains, at least in part, why sadairidarge cities are
often greater than salaries in more rural places dimilar
occupations.

Economic conditions: Labor-intensive or capital-intensive
organisations with  cutting-edge technologies, Soper
productivity records, higher operational efficieneynd a pool of
competent people can command higher compensat®a.rasult,
pay is determined by the level of competition igiven industry.

Wage level:Most companies set their compensation in line with
the industry's average for similar jobs and thestgp work they
do. They regularly perform wage surveys and sttovenaintain
the same wage level for various jobs.

Industry: The nature of the firm will dictate the pay pain
workers with similar or even identical job titleg/orkers in the
same industry can expect radically varied wages.

Labor Unionization: The collective bargaining power of labour
unions has an impact on an organisation's remuoergian.
When employees' lives are at risk, Unions battléfeir rights and
demand better pay. In terms of determining the reamation plan,
non-unionized organisations have more flexibilityorkers'
earnings are improved with the support of laboups Under
the demand of the trade union, the company must hpglyer
compensation to its employees.
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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 orgémigd benefits for
employees vary. Some of the common types are svikil

a. Pension schemePension plans are widely recognised as the most
valuable employee benefit.

b. Fringe benefits: Fringe benefits are extra benefits and services
provided by an organisation to its employees initaadto their
regular wage based on their performance.

c. Personal security Personal security benefits are those that
improve an individual's personal and family seguiit the event
of illness, health, accident, or death.

d. Financial aid: This can include loans, a home-buying programme,
relocation help, and discounts on company goodsandces.

e. Personal needs These are entitlements that recognise the
interface between work and domestic demands oeslusuch as
vacations and other types of leave, child caregarabreaks,
retirement counselling, crisis counselling, fitheasd leisure
facilities.

f. Sundry benefits Subsidised meals, clothing allowances, and
phone bill reimbursement are examples of benefitst tare
intended to improve the standard of living of enygles.

g. Intangible benefits: Intangible benefits are characteristics of an
organisation that add to the quality of life at wand make it a
desirable and rewarding place to work.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

Allocating incentives is a difficult and specialistask. In this unit, you

learned about compensation administration, empldaefits, and the
elements that determine benefits in an organisation

5.0 CONCLUSION

Compensation is a tool utilised by management faarge of goals in
order to ensure the organisation's continued sakviAs a result,
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managers should assess and interpret their emglopeeds so that
rewards can be tailored to meet those demands.

6.0 TUTOR MARKED ASSIGNMENT

1. Define "employee benefit" and describe the manyesympf
employee benefits.

2. Describe the factors that affect employee benefits.

3. Define the term "compensation administration."

4 Discuss the factors that determine employees pdybanefits in
organisations.
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1.0 INTRODUCTION

Motivation is a powerful tool for motivating people behave in a
desirable manner by meeting their wants and desgiréise workplace.
This unit will concentrate on a variety of issulesttshould be considered
in regard to motivation and job satisfaction.

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

Understand the meaning of motivation;

Discuss theories of motivation;

State the benefits of motivation to work situations
Explain types of motivation;

Mention ways in which employees can be motivated;
Comprehend the meaning of job satisfaction;
Highlight the importance of job satisfaction; and
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 is italvcomponent of
Personnel/HRM and an important aspect that encesrpgople to offer
their best effort and contribute to the achievenaéiorganisational goals.
Motivation is the process of energising, directiaggd maintaining one's
efforts toward achieving a goal (Robbin & DeCen2011). Workplace
motivation has been characterised as the totafitynechanisms that
determine the arousal, direction, and maintenantevark-related
behaviours (Stueart & Moran, 2007). As a resulttivadion is an internal
feeling as well as a constant process based ordingedemands.

Motivation is defined as a course of action thgbussued with tenacity
(Mullins, 2007). Armstrong (2007) defined motivatias "the variables
that encourage people to behave in certain waystivisttion, according
to Stueart and Moran (2007), is a process thatrgevadividuals' choices
between different voluntary activities and theirllwgness to devote
energy in order to accomplish a goal or rewardaAssult, inspiring high
levels of employee performance is a critical orgatibnal concern,
because well-motivated employees have clearly ddfigoals and
execute actions that they expect to achieve thoaks g

Motivation is a comprehensive personality traitttisalinked to a wide
range of impulses, wants, and desires. Motivat®ra ipsychological
phenomenon in which an organisation's needs anidedanust be met
through the establishment of a compensation plaanégement study
guide, 2021). Thus, motivation is concerned withyvgeople pick one
course of action over another and stick to it,rof@r a long time and in
the face of hurdles and problems (Mullins, 2007).

Furthermore, motivation is the internal driving derthat propels an
individual to attain specific goals in order to rhdefined requirements.
As a result, every motivational system is depenaenmanagers; for
example, how they apply their knowledge of employeeds and desires;
the 168rganizational environment that releasesalpacity for work; the
quality of training received by capable employemsd the pride these
employees have in the 168rganization (Stueart &avipP007). Because
it influences both employee performance and 168zgéional
effectiveness and productivity, it is the managebBgation to use sound
judgement in order to make the system work.
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3.1.1 Types of Motivation

According to Herzberg, there are two different typ&f motivation
(Stueart & Moran, 2007).

A. Intrinsic motivation: Intrinsic motivation is a type of motivation
that originates from within a person. It is tied gsychological
incentives, which are mostly established by the agars
themselves. Autonomy (the ability to act), breadth use,
improving skills and abilities, intriguing and ddtilt profession
with opportunities for advancement, earning ap@tém or
commendations, and recognition are just a few efdlements.
Intrinsic motivation is concerned with the qualdf one's work
life, and because it is inherent in the individtether than being
imposed from without, it is more likely to have enger-term
influence.

B. Extrinsic motivation : Extrinsic motivation refers to what is done
to or for people to keep them motivated. It haddavith monetary
incentives that are decided at the organisatioeatl!land are
beyond the manager's control. Extrinsic motivattan produce a
profound but short-lived sense of longing. This taims both
rewards and penalties (pay raises, promotionsfrarmgke benefits)
(disciplinary action, criticism, and withholding yaamongst
others).

3.1.2 Benefits of Motivation in Libraries and Information
Centres

Motivation is a complex and personal trait thanffuenced by a variety
of factors. Therefore, managers must choose frmariaty of strategies
to encourage employees to stay committed to toés.jThe following
are some of the benefits of motivation in the liprand information
centre as outlined by Mullins (2007); Robbins (20Hxnd Sims (2002):

1. Improve level of employees’ efficiencyBecause the level of an
employee's performance at work is determined ndy doy
gualifications and abilities, but also by motivatjovhich helps
stimulate action that will increase productivitgduce the cost of
operations, and improve overall efficiency, motioatleads to an
optimistic and challenging attitude among employatesork.

2. Leads to stability of the work force: Because of their sense of

involvement in management, a highly motivated erygdowill
remain loyal to the company. This will result innkforce stability
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and a positive public image, which will attract quetent and
qualified employees to the firm.

3. Satisfaction: Motivation is an important aspect that contributes
employee satisfaction, self-development, helps teate and
promote pleasant relationships in the workplace, ianreases a
company's profit and success owing to the coniobst of its
employees.

4, Attainment of goals: Cooperation and the acquisition and
achievement of organisational goals would resubimfrwell-
coordinated, effective, and motivated staff.

5. Resource utilisation: Motivation will promote efficient use of
people and material resources as well as a coblékerwork
environment.

6. Performance: It will help employees achieve their personal goal
and enhance organisational performance.

7. Work attitude: Motivation will promote optimistic and
challenging attitude at the work place.

3.2 Theories of Motivation

Individuals have pre-existing wants, according totiwation theories;
nevertheless, these requirements are complicatedom@anisations can
encourage people by fulfilling them. To understéginan motivation,
several theories and models have been proposedrdicgly Armstrong
(2007); Robbins (2015); Stueart and Moran (200AY ®&hetten and
Cameron (2007) stated that these theories or madelbe classified as
follow:

3.2.1 The Classical Theories of Motivation

According to traditional motivation theories, thastruments that
managers might use to inspire employees are teeils1 This approach
analyses the unique needs that contribute to nmativeas well as attempt
to explain the nature of human wants, or what egg#e desire and
require. The following are some examples of cladsimotivation
theories:

A. Maslow’s Hierarchy of Needs
In the 1940s, a psychologist named Abraham Maslmpagsed
that everyone has needs, and that these needs catdgorised
into one hierarchy. He posited that an individualstrfirst satisfy
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a lower-level desire before pursuing the fulfilmerfita higher-
level need. When wants are met, they lose theiivaiiig powers
until they are reawakened, and only unmet needsairem
motivators. Maslow grouped needs into five catezgri

o Self-actualisation needs: Self-actualization entails
realising one's full potential in order to becornvergthing
one is capable of (growth and self fulfilment).

o Esteem needsEsteem needs are represented as one of the
key stages in achieving self-actualisation, feelinof
power, self-confidence, achievement, recognition,
attention, and prestige, confidence, strength seifebelief.

o Social needsSocial needs refer to the need to form bonds
with others in order to alleviate emotional isssesh as
despair and anxiety.

o Safety and security needsThese are human beings' most
basic need. Personal and financial security, healthwell-
being, and the fear of being denied of fundamental
physiological needs are only a few of them.

o Physiological needs: These are the most basic
requirements needs for human survival. They arel,foo
water, shelter, sleep, sex and other physical adilyb
needs. If these needs are not satisfied to theedegr
necessary to sustain life, the other needs wilidelittle
motivation.

Furthermore, according to Maslow, psychological safgty needs
are lower-order needs that are mostly satisfiedraatly; higher-
order needs such as social, esteem, and self-getimh are
satisfied inwardly. Hence, to motivate someone, yuust first
figure out where they fall on the hierarchy of neeahd then focus
on meeting their needs at or above that level. Whanagers use
Maslow's hierarchy of needs theory to motivatertbeiployees,
they normally try to meet their needs.

SelfActmalisation

Esteem

Social

Safety

Psychological
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Herzberg's Two-Factor Theory of Motivation or Motivation-
hygiene Theory

Frederick Herzberg and his research collaboratex®ldped on
and refined Maslow's concepts in the late 1950szlbézg created
a theory of motivation that focused on employeeivatibn in the
workplace. People, according to the theory, hawe ahility to
accurately report conditions that make them happynbappy at
work. Extrinsic factors are associated with jobsdissfaction,
whereas intrinsic aspects are associated with atibfaction and
motivation.

Certain factors were consistently linked to job isfattion,
whereas others were consistently linked to job adisfction,
according to Herzberg. Motivators are a range ot that make
employees feel good about their jobs and are ugefubtivating
people to achieve higher levels of performance. Whek itself,
such as aspects of the job that provide the wonkir personal
fulfilment; responsibility (being able to work witht supervision
and being responsible for one's own efforts); ahchacement are
all intimately tied to the actual content of thé j&\nother set of
factors, labeled hygiene or maintenance factorsHeyzberg,
concerns the working conditions. Salary, job segurstatus,
working conditions, supervision quality, corporgtelicy and
administration, working circumstances, and intespeal
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 indepehadeone another,
and each has a different effect on behaviour. Wieople are
happy in their careers, it is because they enjogtiliey do. They
are frequently unsatisfied with the atmospheretiictvthey work
when they are dissatisfied with their jobs. He doedd that the
factors that lead to job satisfaction and job diskaction were
different and distinct. As a result, managers wiekso eliminate
factors that cause job dissatisfaction may be tmblkeep workers
from being dissatisfied but may not be able to enage them.
Despite criticisms of his techniques and approbignzberg's idea
was very popular from the mid-1960s through thdye&880s.
Although some critics argued that his theory wasrsinplified,
it has influenced how organisations design jobayod

McGregor's Theory X and Theory Y

Douglas McGregor proposed Theory X and Theory Y1960,
implying two characteristics of human behaviouwatk: Theory
X is a pessimistic (negative) view of people, wlaargheory Y is
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a positive one. He posited that managers' peraeptibindividual
nature are based on a variety of assumptions.

Theory X's Assumptions

. An average employee intrinsically dislikes workigsr to
avoid it whenever possible, resists change, wants/oid
responsibilities, and needs to be closely contiditework
effectively.

o Many employees prioritise job security over aminitior
aspiration, resulting in little ambition or aspicat. Since
the employee does not want to work, he has to tsipded,
compelled, or warned with punishment so as to aehie
organisational goals. Thus, a close supervisiaedsiired
on the part of managers.

Theory Y Assumptions
Employees like work, seek out, accept, and exesafelirection.

Thus:

o Employees may regard their work as uncomplicatedl an
routine.

o They may not need only threats, external contral, o

compulsion to function, but they can employ setkdtion
and self-control if they are motivated and seriab®ut
achieving corporate objectives.

o Employees will be loyal and committed to the orgation
if they have a rewarding and satisfying job.
. Employees possess talents and abilities. As a tresul

employees' logical ability, creativity, resourcefess, and
innovative potential can all be fully leveragedaddress
organisational issues.

According to McGregor, management practise showddghided by
Theory Y assumptions. Employee motivation, he pgosibuld be
enhanced through participation in decision-makiregponsibility and
challenging employment, and good group interactions

3.2.2.The Process Model or Modern Theories of Motivation

Modern motivation theories, often known as processlels, are current
theories and explanations of employee motivationerhal cognitive
states and situational circumstances interact éenntiotivating process,
according to the hypothesis. The individual is &idg force, choosing
behaviours based on his or her wants and expeusatad which
behaviours will result in the desired reward. Tokoiving are some of
the most well-known motivation process models:
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A. Adams’s Equity Theory

The Equity theory of job motivation was establishég
behavioural psychologist John Stacey Adams. Tlesrihis about
people's impressions of how they are treated inpesison to
others. Equity is always a comparison process theludes
feelings and perceptions. It has to do with theidefairness and
equitable treatment when compared to others whoauseh
similarly. There is plenty of evidence that empleyecompare
themselves to others and that inequity affects imaeh effort they
put in. There is no problem if an employee beliekes ratio is
equitable in contrast to those of relevant indiaidu However, if
the ratio is unbalanced, he or she perceives liasdleing under-
or over-rewarded. Employees try to correct dispitvhen they
occur. Lower or higher productivity, improved ordueed
production quality, increased absenteeism, or walyn
resignation could be the result.

Originally, the focus of Equity Theory was distributive justice,
or the perceived fairness of the amount and digiidb of rewards
among persons, but now it focusespsacedural justice, or the
perceived fairness of the method used to estattlishlistribution
of rewards. Employees who feel underpaid will usuzy to make
up the difference by working less, whilst those videl overpaid
would try to make up for it by working harder. Eropées must
believe that a reward system is fair, accordinpéoEquity theory,
good managers will strive to maintain a balancesard system
and ensure that workers are informed of how highlible
rewards, such as pay or promotions, are distributed

B.) Vroom'’s Expectancy Theoryof Motivation
Expectancy Theory is the most comprehensive desnripf how
employees are motivated. According to Vroom's thepeople
will be motivated to perform to reach a goal ifyhmelieve in the
goal's value and believe that what they do wilphthlem achieve
it. It is more difficult to comprehend this thedhan the content
theories. It emphasises how motivation is influehlog a person's
needs and objectives. The theory focuses on aperdecision-
making process and how they determine whether btaonmake
an attempt to achieve a given gddie expectancy model is made
up of the following four elements:

o Force: This refers to a person's desire to attain a Speci
goal.
o Reward value or attractiveness: This refers to how

important a specific outcome or goal outcome orar@ns
to an individual.
o Valencerecognises the individual's aspirations and needs.
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o Expectancy or effort performance linkage: An
individual's perception of the likelihood that eteg a
specific amount of effort will result in a certaiiegree of
performance (a particular outcome will lead to sibel
result, a result that is called the first-levelaare).

o Instrumentality or performance-reward linkage: This is
the degree to which a person feels that a firsléspecific)
outcome is linked (instrumental to achieving) tsegond-
level (desired) outcome, which is described as m@mdm
need such as companionship, esteem, or accomplighme

Vroom’s model formula: Force = Valence x Expectancyx

Instrumentality

Understanding an individual's objective and theatiehship
between effort and performance, performance andingwand
rewards and individual goal satisfaction is crut¢aExpectancy
Theory. Because there is no general concept foaepg what
motivates people, the theory emphasises that memagest
understand why employees find various outcomes aimge or
unappealing. Expected behaviours are also empkiagisehe
theory. Thus, combining contemporary theories oftivation

reveals that many of the ideas underpinning thertee are
complementary; as a result, managers must consider the
theories fit together in order to better understhod to motivate
people.

C McClelland's Three -Needs Theory of Motivation
According to David McClelland's theory, there dreet acquired
(not natural) needs that are key motivators invibbekplace. The
three needs are:

. Need for achievement This is the drive to succeed and
excel in relation to a set of standards.

. Need for power This is the need to make others behave in
a way that they would not have behaved otherwise.

. Need for affiliation: This is the desire for friendly and close

interpersonal relationships.

According to research, people with a high demand fo
achievement, aim for personal achievement rathan tthe
trappings and rewards of success. They want thidgg better or
more efficiently than they have in the past, arelytbften prefer
jobs that allow them to take personal responsjbfiitr solving
problems, receive immediate and unambiguous feé&dxacheir
performance to see if they are improving, and seterately
challenging goals. Higher achievers avoid assigrisntrat they
consider to be too simple or too demanding. Accaydio
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McClelland, employees can be trained to excitertiseiccess
desire by putting them in circumstances where tiese personal
responsibility, feedback, and reasonable risks.sThhe best
managers have a strong need for power and a low fere
affiliation.

Goal-Setting Theory

Edwin Locke first proposed the goal-setting theioryhe 1960s.
This theory assumes that specific goals improvéopmaance, and
difficult goals, when accepted by employees, regulthigher
performance than easy ones. Thus, setting gogis ls&ff focus
on what matters most to the company. However, nggtti
challenging yet attainable goals (also known agdtrgoals) helps
employees understand what they should be aimingridsy There
are several propositions in the theory:

o The desire to work hard and achieve specific gaala
potent motivator that, under the right circumstanazan
lead to improved performance.

o It is necessary to have both goals and feedbackdier to
maximise performance.

o People must be convinced that a goal is signifieantthat
it is reachable or somewhat reachable before thily w
commit to it.

. The greater an individual's self-confidence, thghbr the

objectives they are willing to set, the more deddtey are
to tough goals, the more resilient and persistegy aire in
the face of failure, the better task strategiey tre likely
to create, and the better they will perform.

o Participation is more useful as a tool for exchaggi
information and establishing task solutions thais ifor
building commitment to goals.

) The higher the level of satisfaction, the more ssstul the
performance in respect to the goals.

Finally, achieving a goal that has been set is watjsfying and
fulfills both the need for self-esteem and achiegein It often
stimulates an employee to try to do even more ¢ time. Goall
setting that incorporates only a few of these etgmwvill not be
successful.This theory plays a key part in the performance
management process

Behaviour Modification Theory of Motivation

One of the most prominent proponents of the behla&laschool
of psychology, B.F. Skinner, offers managers yebtlaer
motivational process model. Unlike the other mdtivzal theories
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addressed, behaviour modification is based on weddyehaviour
rather than personal attitudes, wishes, or emat®kianer focuses
on operant behaviour, or behaviour that has beenldad and

modified, or controlled, by its outcomes. Indivitkidoehave in

certain ways as a result of reinforcing (a conseqeehat follows

a reaction and increases the likelihood of a simmédaponse in the
future). It can be monetary (food or money) or mgfidle (praise

or attention) rewards for similar behaviour in thast. Skinner
proposes four approaches to changing behaviour

i. Positive reinforcement: This refers to a reward provided
after a behaviour that the motivator wants to sadicue.

Positive reinforcement reinforces the behaviour and

increases the likelihood of it occurring againisithe most
long-lasting means of motivating others. Managess c

employ positive stimuli like compensation increases
promotions, and recognition.

Negative reinforcement Negative reinforcement occurs
when a behaviour is followed by the termination or

withdrawal of something undesirable. For examplea i
supervisor criticises a worker for arriving latework, the
worker's desire to avoid the criticism may motivéte
person to arrive on time.

iii. No reinforcement: When a behaviour is not reinforced in
any way, its frequency decreases and eventually. éfds
results in a behaviour's extinction. If a boss dug#seward
or criticise a worker who speaks loudly to get the
management's attention, the unpleasant behaviouoptis
reinforced, and it will soon stop.

iv. Punishment Punishment is an unpleasant occurrence that

occurs as a result of unacceptable behaviour, tvélgoal
of reducing the recurrence of that behaviour. Managan
punish employees by demoting them or firing them.

Some have questioned Skinner's approach, clairhatgttregards
persons as inert objects and rejects the conceptifidual free
will. In practise, applying behaviour modificatiadeas in the
workplace is more difficult than in the controlledvironment of
a laboratory. Although the workplace affords mappartunities
for managers to exercise behaviour modificationeamployees,
those who do so must do so in an atmosphere wheomtrollable
variables are constantly present.

Job Design Theory of Motivation

Job design theory describes how tasks are integtaterm entire
jobs, and the jobs that workers perform in an oiggion should
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not evolve by chance. Managers are encouragedsigrd¢éasks
consciously and thoughtfully to reflect the demanufs the
changing environment, the organisation's technglogynd
employees' talents, abilities, and preferences,vemeh jobs are
structured in this manner, employees are motivaiasork hard.
The five key job dimensions are as follows:

i. Skill variety: Skill variety refers to the degree to which a
job incorporates a variety of activities, allowitige worker
to use a variety of skills and talents.

ii. Task identity: The degree to which the job necessitates the
completion of a complete and recognised piece okwo

iii. Task significance The importance of the job is determined
by how much it influences other people's lives aaadk.

iv.  Autonomy: This refers to the degree to which the job
allows the individual to schedule work and detemmnihe
procedures to be followed.

V. Feedback The extent to which doing the job's required
work activities results in the employee receivingriediate
and clear feedback on the effectiveness of his er h
performance.

3.3 Ways of Motivating Employees in the Library aml
Information Centre

According to Armstrong (2007); Sims (2002); and €ttt and Moran
(2007), managers can use any of the following agghes to urge
employees to give their quota to the company's tirow

a. Time management Helping your employees to have effective
time management will ensure that things are doeeitfint way.

b. Stress management Managers can establish a conducive
environment in which they can operate with theaffstvithout
interruption. They can arrange for employee straasagement
training courses.

c. Counselling: Managers can utilise counselling techniques to
create an environment, provide incentives, andigeosupport for
employees to attain their goals.

d. Feedback: Managers should endeavour to give regular and
constructive feedback on happenings within the misgdion. This
will help in boosting workers’ morale and motivatio As
managers, try as much as possible not to give foorfavoritism
or comparison and do not base feedback on assunipticfacts.

e. Acknowledgement As managers, learn to acknowledge the
contributions of your staff towards the growth ofouy
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organisation. Make it a point of duty to mentiory anutstanding
achievement of your staff in the public space.

f. Be a part of new employees’ induction programmes.

g. Benefits: Provide your staff certain work benefits like paid
vacation, insurance benefits, bonuses.

h. Familiarity:  Supervisors should be familiar with their

subordinates. Job satisfaction is influenced by rédationship
between superiors and subordinates.

i. Evaluate yourself In order to inspire, control, and encourage your
employees, you must first understand, encouragkcamtrol your
own behaviour as a manager.

J- Respect: Learn to respect the employees’ right to sharér the
views.

K. Job enrichment: Encourage job enrichment by allowing for a
better quality of work life. Assist them in advamgitheir careers
by providing possibilities for progress and proroos.

l. Flexibility: As managers, never be rigid on issues. Stimulate
flexible attitudes in your workers.

m.  Creativity: Promote and encourage creativity in solving
organisational problems.

n. Communication: To motivate your staff, ensure effective
communication through the adoption of questiongghhiques as
against the use of anger to express yourself clesss

0. Listen effectively: Cultivate the habit of listening attentively to
what your subordinates have to say. Such an act gdeng way
to help motivate them and boost their morale.

p. Smile: Smiling may enhance employee morale and create a
motivating work atmosphere.

g. Role model: Be a good role model to your staff by setting good
examples.

r. Opportunity: Give them learning opportunities to acquire new

skills on the job and develop their competencies
3.3.1 Current Issues in Employee Motivation in Orgnisations

Employee motivation has never been easy, given tthey all have

different needs, personalities, talents, abilitieserests, and aptitudes
when they first join a company. Thus, in todaytsbgll corporate context,
managers cannot assume that motivational progrartimesvork in one

area will work in others. Consequently, currentdi##a on employee
motivation are influenced by some key workplacellehges, such as
cross-cultural barriers, inspiring unique groupsvofkers, and designing
appropriate reward programmes (Robbins, 2015). Assalt, people's

expectations and perceptions on what their empligyaiowed to require

of them differ.
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Furthermore, managers can preserve or even raipyse motivation
during times of economic and financial uncertaioyy

i. Defining each person's role in the firm.

ii. Demonstrate how their contributions are helpingntprove the
organisation's overall condition.

iii. To allay anxieties and concerns, keep lines of camication open
and use two-way interactions between top-level mament and
staff.

iv. Managers must continue to take steps to demonstrataployees
that the company cares about them.

Employees that are motivated to be there at a fipeanoment
provide value to firms. Managers must provide eppds with a
cause to want to be there. As a result, managessthiok in terms
of flexibility in order to maximise motivation amgntoday's
workforce, and a diversified array of rewards iguieed to
encourage employees with a wide range of needs.|dys®
incentive programmes are also effective in insgiratceptable
employee behaviour. The following are some of theemwell-
known reward programmes:

i. Open-book management.This is a motivational method
in which all employees have access to an organisati
financial accounts (books).

ii. Employee-recognition  programmes: These are
programmes that include individual attention aslvesl
demonstrations of interest, approbation, and giditfor a
job well done.

iii. Pay-for-performance programmes: These are variable
compensation plans that pay employees based on a
performance metric.

3.4  Concept of Job Satisfaction

Job satisfaction is a multidimensional term withnypalifferent aspects.
It refers to a person's level of satisfaction wiitleir work. A person's
emotional reaction to his or her employment is kn@s job satisfaction
(Mullins, 2007). Job satisfaction refers to a patsoverall attitude about
their work (Robbins & Coulter, 2016).

Job satisfaction is more of an attitude, an intestete of being that might
be linked to a sense of personal achievementinflissnced by a person's
capacity to execute required duties, the orgawisati level of

communication, and management's treatment of erapfyrhus, it is the
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feeling and perception of a worker regarding hisfob and how s/he
feels well in an organisation (iedunotes, 2021).

3.4.1 Importance of job satisfaction in the Library and
Information Centre

The following are some of the reasons that jotsfattion is so important
in the library and information centre.

a) Job satisfaction leads to higher productivity anettdr
organisational performance.

b) It generates employees’ lower turnover and hele#me 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 ithe Library
and Information Centre

Job satisfaction is a subjective concept that fiicdlt to scientifically
measure because it is influenced by a number ebfm@s outlined by
Juneja (2018) to, include:

i. Organisational factors: This revolves around policies, procedure,
employee relations, nature, size and structurbebtganisation,
leadership style, working condition, nature of wodnd
technology.

ii. Social factors:This includes relationships with co-workers; group
working norms, informal structure, and the ability interact
socially. These are all examples of social elements

iii. Environmental factors: These include economic, social,
technological, and governmental influences.

iv. Individual factors: These include personality, educational
qualifications, intellectual level, talents, agarital situation, and
work orientation

V. Cultural factors: These are attitudes, beliefs and values.

SELF-ASSESSMENT EXERCISE
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4.0 SUMMARY

You learned about motivation in libraries and imfation centres
including its definition, benefits, types, theorieand methods of
motivating personnel. The concept of job satistactits importance, and
the elements that can affect job satisfaction \ats@ explored in this unit.

5.0 CONCLUSION

Motivation and job satisfaction are two psycholagdiconcepts that have
to do with and influence how employees feel abbatrtjobs. They are
demanding activities that managers face in the plade. As a result, in
order for managers to persuade employees to pilt fieaximum effort,
they must understand how and why they should bé&vatet, as the value
in an organisation is derived from individuals ware driven to work and
get maximum job satisfaction.

6.0 TUTOR MARKED ASSIGNMENT

1. Define motivation and discuss the benefits of magton in the
library and Information Centre.
2. Define job satisfaction. What are the factors tet affect job

satisfaction of library personnel?
3. What do you understand by the term process mod&@uBs
extensively the types of process models/modern rideoof

motivation?
4, Discuss ways by which library personnel can be vateid.
5. Discuss your understanding of the following thesrief
motivation:
o Maslow's Hierarchy of Needs Theory.
o Behaviour Modification Theory of Motivation.
o Vroom’s Expectancy Theorgf Motivation.
o Herzberg’'s Two-Factor Theory of Motivation.
. Goal-Setting Theory.

7.0 REFERENCES/FURTHER READING

Armstrong, M. (2007).A handbook of human resource management
practice. 10" edition. London: Cambridge Press.

iedunote.com (2021). Job satisfaction in organizeti behaviour.

Retrieved from https://www.iedunote.com/job satisifan.pdf
(October 12, 2021).

182



LIS418 MODULE 4

Juneja, P. (2018). What is motivation: Theoriesnotivation. Retrieved
from https://www.managementstudyguide.com (Octohk3,
2021).

Mullins, L.J. (2007).Management and organizational behaviour. 8"
edition. Boston: FT Prentice Hall.

Robbins, S.P. (2015Fundamentals of management.'8edition. Upper
Saddle River, New Jersey: Pearsons Education.

Robbins, S.P. & Decenzo, D.A. (201Fundamentals of management:
Essential concepts and application. 7" edition. Harlow, Essex:
Pearsons Education.

Robbins, S.P., DeCenzo, D.A. & Coulter, M. (201A)ndamentals of
management. Essential concepts and applications. 7" edition.
Upper Saddle River, New Jersey: Pearson Education.

Robbins, S.P. & Coulter, M. (2016)lanagement. 13" edition Upper
Saddle River, New Jersey: Pearson Education.

Sims, R.R. (2002)Organizational success through effective human
resources management. London: Quorum Books.

Smith, M. (2011).Fundamentals of management. 2" edition. Europe:
McGraw-Hill Education.

Stueart, R.D. & Moran, B.B. (2007)Library and Information Centre
management. 7" edition. Westport: Libraries Unlimited.
Retrieved fromhttp://ir.library.ui.edu.ngJuly 10, 2021).

Whetten, D.S. & Cameron, K.S. (200Developing management skills.
Seventh edition. Upper Saddle River, New Jerseyardoa
Education International

Williams, C. (200%. Management. 3¢ edition. Connecticut: Thomson.
Corporation.

183



LIS418 PERSONNEL MANAGEMENT IN LIBRARY  AND
INFORMATION CENTER

UNIT 4 LEADERSHIP
CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content
3.1 Concept of Leadership

3.1.1 Importance of Leadership in the Library and
Information Centre

3.2  Types of Leadership Style
3.3  Theories of Leadership

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 the concept le&dership, its
importance, leadership styles and theories of lshifle The knowledge
will help you shape your understanding as a prdaspediead of
Library/Director of an Information Centre.

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

Understand the meaning of leadership;
State the importance of leadership;
Discuss the types of leadership styles; and
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 comapdid social environment
characterised by confrontation, miscommunicationanipulation,
animosity, and conflict has emerged. Thereforis, tihe responsibility of
management to coordinate people's activities aratidihem toward the
organisation's goals and objectives. This act krtaé leadership process
as well as the selection of an appropriate coursetmon and behaviour.
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Leadership is a key component of organisationadess; it is the process
through which personnel are led, guided, and imiteel toward achieving
certain objectives in a given setting. Leadershsipdéscribed as the
practise of guiding and influencing a group to awhi its objectives
(Robbins & DeCenzo, 2011). Leadership, accordingdgoenter, Bauer,
and Erdogan (2012), is the act of persuading otioersoperate toward a
common objective. Hence, the overall goal of leshligris to do more
than merely get things done. It entails doing iainertain way, one that
demonstrates true regard and concern for the vedtigbof everyone
involved in the job or activity at hand (PlecasuBes & Garis, 2018). As
a result, leadership does not always act in acogelawith the
organisation's hierarchical structure.

Leadership is an essential management function #ratbles an
organisation's resources to be directed for ineeadficiency and goal
achievement. According to Stueart and Moran (20@&dership is the
ability to inspire trust and support among follogeallowing a group to
achieve its objectives. Thus, leadership makesnisgtonal potential a
reality. Mullins (2007) also described leadership"getting others to
follow" or "getting people to do things voluntarilyas well as "the use of
authority in decision-making."

Leadership can be evaluated in terms of the functfdhe leaders as well
as their capacity to get others to do well. Theefgeneralising about
leadership is hard, but it is simply a relationshipwhich one person
controls the behaviour or actions of others. Couently, library
managers must comprehend the nature of leademsflignce, elements
that influence interpersonal relationships, and #féectiveness 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 trds &i the optimisation
of available resources in order to achieve corgomijectives. Thus,
instead of command and control, leadership is agirgly connected
with the concepts of inspiration, getting alonghnthers, and developing
a vision that others can identify with. As a restiie following are some
of the reasons leadership is important in the fipead information centre
as outlined by Armstrong (2007); Ibrahim (n.d.)l 2821); and Robbins
(2015):

a) Motivation: Leadership motivates and inspires individualsub p

forth their talents for the fulfilment of organisanal goals in
alignment with strategic plans.
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b) Communication: Through effective communication, the mission
and vision of an organisation is revealed by theddée to the
subordinates which enhances effective and effiai@otdination
of work.

) Guidance: A good leader provides guidance by instructing and
training subordinates on how to work with the oligation's vision
and goal in a productive and efficient manner.

d) Delegation: Effective delegation and empowerment are key
components of good leadership. As a result, theleleship
relationship is not restricted to leader behavidteading to
subordinate behaviour.

e) Effectiveness:Leadership is a two-way process that has an impact
on both individual and organisational performamcea result, the
leader-follower connection is mutually beneficiablassuccessful.

f) Promotes interpersonal behaviour Leadership promotes
interpersonal behaviour by balancing conflict ofenest of all
subordinates and stakeholders in the organisation.

Q) Promotes efficiency Leadership creates confidence and design
effective organisation to enable followers to fumatefficiently
and effectively.

h) Creativity: Leadership encourages creativity and boost thelmor
of subordinates to express themselves in orden¢oweage new
ideas, and innovations

3.2 Types of Leadership Style

Leadership can be defined as a personality tra& set of behaviours
(Mullins, 2007). As a result, not all leaders wamkthe same way; their
approach changes depending on the kind of indilsdwéh whom they

contact. A leader's typical behaviour and attitudben guiding,

motivating, managing, directing people, and impletimgy goals in an
organisation is referred to as their leadershipestyhe following are

examples of leadership styles as outlined by Kol{@@14); Oxford

reference (2021); Plecas, Squires and Garis (2R@&)bins, DeCenzo
and Coulter (2011); and Stueart & Moran (2007):

i. Authoritarian or Autocratic leadership style: This refers to a
leadership style in which the leader has completgrol over all
decisions and receives little or no input from test of the
organisation. An autocratic boss dictates policgrkatechniques,
processes, and procedures, and guides subordiwatdsivithout
their involvement. Benefits include the ability tnake quick
decisions, especially in stressful situations, andvell-defined
clear chain of command. It does, however, inhibitug input and
knowledge from subordinates; it also discouragesvation and
out-of-the-box thinking while setting regulations.
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Democratic or participative leadership style:This is a kind of
leadership in which group members are involvechadecision-
making process. Every member of the group is gitea
opportunity to speak, ideas are freely discussed, debate is
encouraged. This approach recognises that employees
stakeholders in the company and have the rightéalsup. They
give employees who will be most affected by spediicisions the
ability to participate in and/or make decisions whdhose
problems. This is one of the most effective leadgrstyles, as it
leads to greater production and group morale. ltoerages
equality while the leader provides direction andthatity.
Encourage people to share their thoughts, be vegatind be
rewarded. When position description is unclear, éxav, it can
lead to communication breakdowns, as well as paatisfaction
and morale.

Bureaucratic or administrative leadership style Over time,
bureaucratic leadership styles evolve. The orgtioisa
regulations and policies are scrupulously follovegthe leaders.
They also ensure that staff follow the regulatiansl procedures
to the letter. Employees are promoted based om #imlity to
follow organisational rules. As a result, this etid better suited to
situations when quality and safety are necessgrgnlthe other
hand, hampers creativity and does not lead to eyaplaself-
satisfaction.

Laissez-faire or delegative leadership styleThis is a form of
leadership style in which leaders delegate respditgifor a

group's affairs to its members. Because the leadalicates
responsibility and avoids making decisions, theupgrérequently
lacks direction. In instances where group membees raore
knowledgeable than the group leader, this typeadérship style,
which stimulates personal growth, innovation, aamstdr decision-
making, is beneficial. It does, however, resulaipoor level of
productivity among group members.

Charismatic leadership style This is a sort of leadership defined
by the leader's favourable personal attributesri€imatic leaders
are considered as having inspiring visions and goaible to
enthuse and persuade their followers to identifhwie vision
through their persuasion skills and ability to iropéollowers'
emotions. In essence, charismatic leadership isdbas heroism.
The ability of the leader to explain a fascinatmgcompelling
vision and to dissect inefficiency within an orgsation are both
advantages of this leadership style, which oftesultein the
leader's ability to discover solutions to a numbgrchallenges.
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Such leaders, on the other hand, can increase isagianal risk
and endanger members' well-being.

Vi. Transformational leadership style: This is a type of leadership
style that motivates others to make positive chanljentails the
application of charisma. The leaders serve asnolgels, and they
are usually vivacious, enthusiastic, and passiorfdtey are also
concerned with empowering each member of the grang
aligning the objectives and goals of individualdalers, leaders,
the group, and the wider organisation. The focusnichanging
the organisation and the people who follow it. Thesgpire and
educate by sharing a common vision of the futuexaBse they
expect the best from everyone and hold themselvesuatable,
they communicate with and motivate their groupedmity, self-
awareness, honesty, and empathy are characterisifcs
transformational leaders. It does, however, netesfrequent
and consistent feedback, as well as the requirenteit their
followers agree with them.

vii.  Transactional/Managerial leadership style This is a type of
leadership that emphasises supervision, organisagiod group
performance. It centres around a series of a@#vithat involve
followers and leaders exchanging information. Taeyin charge
of day-to-day operations. It entails primarily aplieg to the self-
interest of followers to motivate and direct thefhis type of
leader focuses on completing certain objectivesusas$ rewards
and punishments to motivate their followers. Thigpraach,
however, is considered insufficient in terms of eeping
maximal leadership potential because it might tesul the
formation of an environment dominated by statusygrobenefits,
and politics.

viii.  Servant leadership style A servant-leader is someone who leads
by satisfying the needs of the followers, regamsitefgheir position
in the organisational ladder. This sort of leadigrfbsters a caring
environment in which employees feel valued andeetgul. The
growth and well-being of people and the communite@svhich
they belong are at the heart of servant leader3thipy improve
the lives of others by focusing on improved orgatiis and, as a
result, a more caring and equitable world. Instefafbcusing on
amassing power, this leader shares power and sagglsrs in
performing at their best. This leadership style may fit every
organisation, and the team may lose sight of ijsatives.
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3.3 Theories of Leadership

Leadership theories are the explanations of howvemg certain people
become leaders (Western Governors University, 202@ndership
theories are schools of thought that focus onrtitstand behaviours that
individuals might adopt to improve their leadershlglities. Because of
its complex and varied character, there are maffigrdnt techniques to
analyse leadership. As a result, there are numéhewosies of leadership,
but only a handful are well-known; they are cru¢@comprehend and
can assist you in determining the type of leaden ymnt to be.
Consequently, Armstrong (2007); Fleenor (2006) gjai(2018); Kolzow
(2014); Oxford reference (2021); Pal (2021); Ple&Gapiires, and Garis
(2018); and Stueart and Moran (2007) outlined exampf leadership
theories to include:

3.3.1 Great Man or Trait Theory of Leadership

The Great Man or Trait Theory of Leadership is afethe earliest
theories of leadership. Leadership is determinedspgcific genetic
features, such as personality traits, that distsigleaders from followers.
According to the theory, good leaders are born,nmade. They possess
natural characteristics and skills that distinguisem from others and
cannot be taught. Hence, they are deserving af theient position. This
theory which focuses on the physical and psycho@dgiharacteristics,
competences, and values of leaders (traits - Bitricharacteristics of a
person) was the foundation for the majority of géehdership research.
(Fleenor, 2006). The focus is on the person onabeather than the job
itself. It implies that the selection of leadersaiwes more emphasis than
leadership training. This idea provides useful infation about
leadership (how people might act), but it doesqan why they might
act that way. People at all levels and in all typesrganisations can use
the Great Man theory. Managers can use the tled&nowledge to
evaluate their position, and determine how it mighstrengthened within
the organisation.

The Great Man or Trait Theory has a number of athges. These

include:

i. It provides extensive information and comprehensitthe leader
in the leadership process.

ii. A clear understanding of the theory would help ngems to
recognise their strengths and weaknesses, and heyv right
improve their leadership abilities.

iii. It can be used to evaluate an individual's leadeghalities.

iv. It is a valid theory since the foundation and bafsthe idea have
been validated by several studies.
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Disadvantages of The Great Man/Traits Theory

i. There is bound to be some subjective judgementeterthining
who is viewed as a good or successful leader.

ii. The theory is quite complex and ignores situatiairabmstances.

iii. The lists of possible attributes are often vergéamnd there is not
always consensus on which are the most cruciah feuccessful
leader.

3.3.3 Behavioural Theory of Leadership

The Behavioural Leadership Theory focuses on haddes behave and
argues that these traits can be replicated by t#hders. The theory was
premised on the basis that a leader's actions@ndldehaviours define
success. As such, successful leaders are notlmarmay be developed
via the application of teachable skills. This leatig style is defined by
patterns of behaviour that are observed and cledsifs task-oriented
leaders, people-oriented leaders, status quo lezated dictatorial leaders

Advantages of Behavioural Theory of Leadership

The behavioural theory has the following advantages

i. Leaders can learn and pick what actions they wartake to
become the type of leader they want to be.

ii. Allows leaders to be flexible and adjust to chaggimcumstances.

iii. It implies that anyone can succeed as a leader.

Disadvantage of Behavioural Theory
i. 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 leaddwo are primarily
concerned with their interactions with others. Teiads of leaders strive
to make work fun for as many people as possibldenddso fostering a
positive work atmosphere. As a result, relationsiripnted managers are
more likely to receive greater results from thearkers.

Advantages of Relationship Theory of Leadership

i. Mentorship provides fantastic possibilities for doyees to
improve and motivates them to stay in the busirfess longer
amount of time.

ii. Employees feel confident in their leader and warfotlow them.

Disadvantages of Relationship Theory of Leadership

i. Relationship-driven executives may be hesitante® gersonnel
who are causing difficulties for what they are.

ii. Relationships can get in the way of work, leadim@ tpreference
for people above results.
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3.3.4 Power Theory of Leadership

This theory examines the effects of positional @edsonal power on
leaders' decisions and outcomes. It is concerndld lndw leaders use
their power and influence to accomplish goals. dh de evident in
organisations where hierarchy and advancement m@ortant for
success, but this can lead to low morale, polititiisions, and the
establishment of cliques in the workplace. The athge of this theory is
that leaders with a lot of power may appear to & efficient and get
things done quickly. The disadvantage of the paWweory of leadership
is that most employees do not appreciate it. Thefepa leader that does
not rule over them but instead collaborates angatip them.

3.3.5 Participative (Democratic)Theory of Leadersip

Victor Vroom and Philip Yetton conceptualised thisproach in 1973.
The theory suggests that employees should be Wir@ctolved in
organisational decision-making, and the leader lshbe able to adjust
his or her style to varied conditions. The leadarety facilitates a
discussion, considers all of the ideas, and detexgnihe best course of
action. They also asserted that, because tasktigteschave variable
demands for routine and non-routine operationsldebehaviour should
be adjusted to reflect the task structure. As altesveryone has a say in
team and organisational choices.

The advantage of this theory is that when emplogesactively involved
in the organisation's decisions and outcomes, fimlymore engaged and
driven. Some of the identified disadvantages airfelasns:

i. This leadership style makes leaders appear weak.

ii. It is too complicated for the average manager toarsa regular
basis, despite providing some good, scientificaliglidated
insights into crucial contingency variables assteddo leadership
performance.

iii. Leaders do not get the best outcome because tedg@aengaged
in what people want more than what the organisatesds.

3.3.6 Contingency or Situational Theory of Leadetsp

The contingency leadership theory, also known asasonal theory,

focuses on a leader's context. According to therthehere is no one-
size-fits-all approach to leadership that can bglieg to all situations.

These ideas examine the situational repercussfan$eader's success or
failure. Thus, the situational context has a diiegpact on a leader's
efficacy. The theory takes a specific leadershijpesand proposes that
good leaders can change their leadership stylendiépgon the occasion.
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The Hershey and Blanchard Situational Theory, thang and House
Path-Goal Theory, and Fiedler's Contingency Theagy examples of
Contingency theories. The advantage of the conticgeheory is that
leaders are able to be effective regardless of diteation. The
disadvantage is that it emphasises the relevanaeib€umstance, but it
may overlook how leadership styles evolve througiet

3.3.7 Management or Transactional Leadership Theory

This theory focuses on group performance, supevjsind organisation.
It is a system of incentives and punishments basdtle assumption that
people only do things for the sake of receivingeward. It has the
potential to be incredibly effective. Employees éayeen found to
respond well to positive reinforcement, which enmages and motivates
them to achieve.

SELF-ASSESSMENT EXERCISE
4.0 SUMMARY

Leadership is a crucial management function trds &i the optimisation
of available resources to achieve corporate objestiYou learned about
leadership, its definition, importance, types o&dership styles, and
theories of leadership in this unit.

5.0 CONCLUSION

Leadership is about being able to influence otaadsbringing an idea to
life. It is a method by which a manager can dirgaide, and influence
employees' behaviour and performance in order liéege certain goals
in a given setting. As a result, leaders in lilrarand information centres
should develop goals, visions, and motivate memteeadtain the stated
goals and visions for the greater good of all.

6.0 TUTOR-MARKED ASSIGNMENT

1. Define leadership theory. Describe the differeypes of
leadership theories.

2. Explain why leadership is so important in the Iiyraand
information centre.
3. Discuss the different types of leadership stylegrirorganisation
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1.0 INTRODUCTION

You will learn about the concept of communicatidty meaning,

importance, methods, process, elements, factors ghamote good

communication, and hurdles in this unit. You willso learn about the
various types of interpersonal skills that libranyd information centre
managers should have. As a potential head of liboardirector of an

information centre, you will benefit from havinggtknowledge.

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

Understand the meaning of communication;

State the importance of communication;

Identify methods of communication;

Explain the communication process;

Know factors that promotes communication

State the effects of technology on communication
Identify the barriers to the communication process]
Explain interpersonal skills.

195



LIS418 PERSONNEL MANAGEMENT IN LIBRARY  AND
INFORMATION CENTER

3.0 MAIN CONTENT

3.1 Concept of Communication

Every organisation communicates on a daily basullisectors. It is a
necessary component of effective leadership. Congation is

sometimes referred to as the "glue" that binds mpamy together.
Managers spend the majority of their time engagingarious types of
communication; as a result, they must learn anderstdnd how to
communicate appropriately and effectively in ortietbe successful in
performing other managerial functions such as ptapnorganising,
staffing, leading, and controlling.

Communication is defined as the transfer of undedihg and meaning
from one person to another (Robbins, DeCenzo & €ouR011). The
communication method includes both top-down brostdcaof
organisational plans and bottom-up questions franpleyees (STU
Online, 2020). As a result, communication skille agrucial, and
enhancing these skills in both managers and emgfogbould be a top
priority, as no organisation can function propavighout them.
Organisational communication refers to the ways eedns by which
members of an organisation communicate with onehangZink, n.d.).
It is the process of producing and sharing messagbm a network of
interdependent links to cope with environmentalahasity (Stueart&
Moran, 2007). As a result, all forms of organisasibcommunication
share some characteristics, such as occurring wahcomplex, open
system that is influenced by and influences itsiremment; involving
messages and their flow, purpose, direction, andianend involving
people and their attitudes, feelings, relationshéosl skills.

3.2 Methods of Communication in the Library and
Information Centre

The library and Information Centre rely on commuation to survive.

Personnel/employees of knowledge organisationsarstantly involved

in the absorption and distribution of informatiomdaideas. Also, some
information workers believe that there is so muammunication

available through so many channels that it causiesmation overload
and disorientation. As a result, information mamageequire good
communication skills, as bad communication skifla cesult in a never-
ending stream of difficulties.

Communication occurs in a variety of ways in litiearand information

centres today as many new communication optionsaeadable. This
varies from:
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o Personal communication.

o Face-to-face.

o Print documents.

o Broadcast messages.

o Online.

o E-mail conversation and communication.
o Personal Digital Assistant (PDA).

o Instant messaging (IM).

o Voice mail / voice note.

o Video communication

o Communication in business meetings.

o Through social media application. Team messagipdjcgtion.
o Cell phones/smart devices.

In addition, other new modes of communication, lidegging, are
becoming increasingly popular, and teleconferenciag providing

organisations with new avenues of communicatiorth lternally and
externally. These technologies have helped to edhe effects of time
and distance, which previously slowed down commatioo.

3.3 Importance of Communication in the Library and
Information Centre

Communication is not an afterthought in an orgdiusalt is, rather, the
essence of organised activity and the fundamentalgss from which all
other functions are formed. Consequently, evergttanmanager does
from strategy and idea formulations, to decisiorkimg, staffing and

creative suggestion amongst others involves comrating. According

to Armstrong (2007); Robbins and Coulter (2016ueart and Moran
(2007); and Zink (n.d.), the importance of effeettommunication in the
library and information centre cannot be overemjziess They are as
follows:

1. Communication boosts employee motivation by infargniand
clarifying the work at hand, the way in which itoshd be
completed, and how to improve performance.

2. Organisational communication, which flows horizdiyta
vertically, and informally, plays a vital part imgblem solving by
jotting down issues, brainstorming possible reple®l proposing
solutions to the problems that have been discovered

3. It provides information to organisational membeysagsisting in

the identification and evaluation of various cosred¢ action as
well as the decision-making process.
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4, The exchange of information between two or moré¢sgareferred
to as communication. Thus, organisations commumicat
information with internal and external parties tgh
communication.

5. It enhances the dynamism of organisational actiwitind aids in
the achievement of objectives

6. Management rationalises its actions through dowdwar
communication with employees (s). Similarly, workese upward
communication to bring issues to the attention ahagement in
the form of feedback.

7. A well-informed individual will have a better atife than a less-
informed individual, therefore it aids in changimgdividual
employee attitudes and controlling organisationaémber
behaviour in many ways.

8. Communication helps in the management of conffictie work
place and gain the compliance of employees thrdaghbacks
and for them 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 proadies/s for the
unification of organisational activities. As a r#sit is important to
remember that a person's complete communicativectdfeness
comprises the ability to speak, read, listen, azmbon. Attitudes also
influence behaviour, and these attitudes have apadin on the
communication process. Communication is a sevegm-ptecess that
involves the transfer of understanding and meafrioign one person to
another. The communication processes as outlindRblbwpins, DeCenzo
and Coulter (2011) are the following:

o Source The communication source or sender.

o Encoding: This is the process of transforming a messageanto
symbolic form.

o The message This is a communication goal that must be
communicated.

o The channel The medium through which a communication travel

o Decoding: This refers to the process of translating a mestage
has been received.

o The receiver: This refers to the recipient.
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) Feedback: This involve checking to see if a message was
successfully transferred.

Furthermore, communication activity is limited thetsource's level of
expertise in a given subject. The quantity of infation a source has
about his or her subject will have an impact on riressage he or she
wants to convey.

3.4.1 Elements in the Communication Process

The following are the components of the communizatprocess as
outlined by Robbin and Coutler (2016):

i. The messageThis is the actual physical result that directlym
the source conveys some purpose (word, picturefingyi
gestures/expressions).

ii. The channel: This is the medium through which the message
passes. The source chooses it. Formal channelstddreby
organisations to communicate messages pertainijmpteelated
tasks) can be used. They generally follow the degdion's
authority network. Other types of messages (pet&smtal) travel
through the organisation's informal channels.

iii. The receiver: This is the individual to whom the message is
addressed, and before the message can be redbiwesgmbols in
it must be translated into a form that the recip@m understand -
the message's decoding.

iv. Feedback: The final link in the communication chain is the
feedback loop. The quality of a message's delii@determined
by feedback. It assesses whether or not the studeetstands the
topic. The importance of adequate feedback in &skéhg proper
communication cannot be emphasised, especially ngithe
cultural diversity in today's workforce. If a commcation source
decodes the message he encodes and puts it badksrgystem,
you should get feedback.
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4.3 Barriers to Effective Communication Process

To achieve established goals, communication taifésreht forms and
occurs in all organisational settings. However, asiety of intra and
interpersonal barriers have been identified as dimge successful
communication of a message decoded by a recigianttffers from the
message intended by the sender. According to Aomgtf2007); Robbin,
DeCenzo and Coulter (2011); and Stueart and M&@07), some of the
barriers to effective communication include:

a.

b.

Filtering: This is the intentional alteration of informatianrhake
it appear more favourable to the recipient.

Selective perception:This refers to how you perceive or receive

a message based on your own needs, motives, expesier other
personal qualities.

Informal overload: When the amount of information one has to

work with exceeds one's processing capabilitigs,ithknown as
information overload (e-mail, phone calls, faxegetings etc).
Emotions: This has to do with the reaction of the receiveewh
message is received.

Language (use of jargon):Jargon is a specialised language

formed by individuals in organisations, and eadffgssion has its
own jargon. Jargon has the ability to make a lata$e. It should
only be used if you are convinced that the recipigt understand
it. The Library and Information Science professisrconnected
with acronyms and technical terminologies such asCR2,

AASL, ALCS, Abstracts, Accessions, and Authorityntol

among others. Consequently, within the profession.everyone
understands all of this terminology, so it is noexpected that
when librarians engage with non-librarians, the-liorarians are
frequently perplexed. As such, words have variethotations for
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different people. Therefore, because of our diveosigins,
receivers will apply their own definitions of terrttsat have been
transmitted.

f. Gender: This refers to how men and women react to
communication. They each have a unique communitaigle,
and their reactions may differ as well. To avoitdgr disparities
becoming a barrier, we must accept, comprehendgcamainit.

g. National culture: Communication disparities originate from the
many languages that people use to communicate elisas/ the
national culture to which they belong. In the Udit8tates, for
example, communication patterns are primarily fedusn the
individual. Managers in the United States rely gigantly on
memos, announcements, position papers, and otlmalffeaneans
of communication to express their positions ondspwhereas in
Japan, consensus decision-making is valued and open
communication is expected. As a result, before #&lyn
addressing an issue, managers engage in extensxealv
conversation with staff. Every communication preeis governed
by cultural norms, and as our workplaces becomesrdorerse,
managers must be aware of the cultural varian@shy impact
communication flows.

h. Communication style: Different ethnic groups communicate in
different ways. Maintaining eye contact with someevhile they
are speaking, for example, is considered impatitgime cultures.
Some cultures, on the other hand, welcome disnup@iven the
variety in the workplace, managers must be awatbisf

3.4.3 Factors that Promote Effective CommunicatiofProcess

Communication is important in organisations. Counsedqly, the process
should not be clogged by undue bureaucracy. Fadtas can help
overcome barriers in the communication processtaip managers to
make their communication process effective as medli by Robbin,
DeCenzo and Coulter (2011) include:

. Use of feedbackDouble-check what was said or what you believe
you heard.

. Simplify language Use words that the target audience is familiar
with.

) Listen actively: Pay attention to the entire meaning of the

communication rather than making a snap judgemeptamning
your reaction ahead of time.

) Control emotions. Recognise when your emotions are out of
control and refrain from communicating until youvbacalmed
down.
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o Non-verbal cues Keep in mind that your actions are more
powerful than your words. As a result, stay onkrac

3.5 Effect of Technology on Managerial Communicadins in
the Library and Information Centre

Communication is the basis of organised activitgd #ime foundational
process from which all other activities are prodljdgeis not an add-on
or derivative component of an organisation. Thhs, ltbrary staff can
combine their activities thanks to the communiaatimethod. The way
people in organisations communicate has changedadieally as a result
of information technology that has significantly:

i. Improved a manager's ability to monitor individueid team
performance;

ii. Provided employees more complete information sy tbeuld
make faster decisions;

iii. Offered employees more ways to collaborate and angh
information; and

iv. Made people in organisations fully accessibleldiraks and from
anywhere.

Through the usage of the following technologiefrimation technology
has influenced managerial communication in theafipand information
centre in the following ways (Robbins, DeCenzo &u@er, 2011):

A. Networked Computer Systems:In a networked computer
system, an organisation connects its computerg usimpatible
hardware and software to form an integrated orgaioisal
network that allows members to communicate with anether
and access information from anywhere in the watadtpss town,
or down the hall. E-mail, instant messaging (IMpice mail
systems, fax machines, electronic data exchangé,(El2etings,
teleconferencing, video conferencing, organisatiorteanets and
extranets; and Internet-based voice communicatomjust a few
examples of applications.

B. Wireless capabilities systemEmployees no longer need to be at
their workstations with their laptops plugged irdaarned on to
communicate with others in the business becaudensilof users
across the world use wireless technology to trahamd receive
information from anywhere. Smartphones, notebookmaters,
netbook PCs, and other pocket communication devizes
examples of wireless communication technology ttet help
managers and people do their jobs better.
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C. Knowledge management systemsKnowledge management
systems entail the development of a learning cailiar which
organisational members systematically gather kndgdeand
share it with others to improve performance. Crepiearning
skills throughout the business from the loweshthighest levels
in all departments is part of a manager's job ifding a conducive
atmosphere for learning and effective communication

3.6 Interpersonal Skills

Managers are able to achieve their objectives tiira@ngaging the help
of others. Interpersonal skills are one of the nimgtortant elements to
consider when hiring senior-level executives. Ageault, effective
leadership communication and other interpersondlssksometimes
known as social skills, are required for managetiacess. These abilities
pertain to the ability to work with, understandidg) and motivate others.
When interacting and dealing with people, both vidilially and in
groups, managers use these abilities on a dailys.b&kamples as
highlighted by Robbins, DeCenzo and Coulter (2Gk#)as follows:

a. Active listening skills: This includes maintaining eye contact,
displaying affirmative notes and appropriate fa@apressions,
avoiding destructive actions, asking questions,alamasing,
avoiding interrupting the speaker, not over talkiagd the ability
to transition smoothly between the roles of speakerlistener.

b. Feedback skills Focusing on specific behaviours, making input
impersonal,  goal-oriented, and well-timed, ensuring
understanding, and directing negative feedback tdsviaehaviour
that the recipient can modify are all examplesefiback abilities.

C. Empowerment skills. Delegation (assigning authority to another
person to carry out certain tasks) can be achiefiedtively by
explaining the assignment, establishing the emggyeange of
discretion, allowing the employee to participatdlirig others of
the delegation, and putting the delegation int@act

d. Conflict management skills Conflict is defined as incompatible
differences that might lead to interference or agian. It doesn't
matter if the disparities are real; what mattethds people believe
they exist. Organisational conflicts include thédwing:

i. Functional conflicts: These are conflicts that are
productive and help an organisation achieve itdsgoa

. Dysfunctional  conflicts  These are damaging
disagreements that keep an organisation from attpits
goals.
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iii. Task conflicts: These are disagreements over the content
and objectives of work.

iv. Relationship conflicts: This type of conflict focuses on
interpersonal interactions.

V. Process conflicts This refers to a disagreement about how
a task should be completed.

Steps in analysing and resolving conflict
The following are the actions to take as a manegessessing and
resolving conflict situations:

i. Determine your fundamental conflict handling style.

ii. Pick only the disputes that are worthwhile and ngaable.

iii. Assess the participants in the disagreement.

iv. Determine what is causing the conflict.

V. Pick the dispute resolution strategy that best yibsir
personality and the scenario.

e. Negotiation skills. Negotiation is a process in which two or more
people with opposing viewpoints must come to aragent and
make a unified decision. This might be accomplishagd
employing a bargaining approach. Negotiation aegitnclude the
following:

i. Conducting background research on the person whthmnw
you will be negotiating.

ii. Introduce the piece with a positive overture.

iii. Focus on problems rather than people.

iv. Do not pay too much attention to first offers.

V. Focus on win-win situations.
Vi. Establish an open and trusting environment.
Vii. Be willing to accept third-party aid if necessary.
f. Emotional intelligence This refers to the ability to recognise,

manage, and assess emotions.
g. Problem solving and decision-makingThis entails collaborating

with others to identify, define, and solve probleras well as
making decisions about the best course of action.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

This unit outlined the variety of issues that ntustonsidered in relation
to communication and interpersonal skills, inclgdimeaning, types,
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importance, methods of communication, the commtioicaprocess,
elements in the communication process, barrierccmmunication,
factors promoting effective communication, andeffects of technology
on managerial communication.

5.0 CONCLUSION

Communication entails the exchange of ideas, emstiand willingness
to participate, as well as the transmission of nmiation from one
medium to another. Managers have a huge influendbear employees
growth and development. Thus, managers at all dewatlould be
knowledgeable with the techniques of strong leddprthirough effective
communication so that they can foster a climate reshgeople can
collaborate to achieve the organisation's objestive

6.0 TUTOR-MARKED ASSIGNMENT

1. What are the barriers to effective communicatiotih@library and
Information Centre?

2. Discuss the effects of technology on managerialroamication.

3. What are the elements involved in a communicatiocgss?

4, Discuss the factors that can promote effective canication in
libraries and information centres.

5. The importance of interpersonal skills to a libramanager/
Information Centre director is immeasurable. Discus

6. State the importance of communication in the liprand
Information Centre.

7. Briefly explain the communication process and oatlithe

methods of communications in the library and Infation Centre.
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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 andinfation

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 compléssues that must be
examined in relation to modern human resource/peeiomanagement
in the library and Information Centre.

2.0 OBJECTIVES

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

. Understand contemporary human resource [/ personnel
management issues as they relate to libraries mfwdmation
centres;

. Enumerate the various contemporary issues in teday'
organisation;

) Comprehend the meaning of spiritual organisatiod; a

) Know the characteristics of spiritual organisation.

3.0 MAIN CONTENT

3.1 Contemporary HRM Issues in the Library and
Information Centre

Managers and employees are both affected by cucarterns in the
workplace. Organisations today, regardless of sizéocation, face a
number of contemporary HRM issues, which the Iipiard information
centre, as part of the larger organisational fanaibg not immune to. As
a result, directors of libraries and informatiomires must be aware of all
of these contemporary HRM issues in order to detcefely. Some of
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the issues as identified by Robbins, DeCenzo andt€ro(2011) are as
follows:

3.1.1 Technology

Technology is defined as software and accompanyiagiware that
automates library operations and provides toolspfoviding effective
library services. It shapes and limits how servigesdelivered, as well
as human resource functions like recruitment anelcen, employee
payroll and compensation, talent acquisition andagament, workforce
analytics, performance management, and benefitsinigtrations,
organisational communication, how employees aretamted, file
storage, efficiency, and employee productivity a&esult, the employees
must be trained and retrained to keep up with wadd best practises.

3.1.1 Downsizing

Downsizing refers to a company's deliberate elitimmaof positions. It
usually implies a reduction in the number of persgdmat the organisation.
It is influenced by a number of issues, includihg global economic
down-turn, global health pandemics, shrinking markbare, and
aggressive growth. Consequently, disruptions in dffee and in the
personal life of employees should be expectedrastdt of the reduction.
However, it may be surprising to find out that btk laid-off workers
and job survivors experience stress, frustratiomxiedy, and
wrath. Therefore, managers are expected to uagetyof interpersonal
skills, such as counselling, active listening tseeany stress that may
arise as a result of downsizing and maintain tigamisation stable.

Tips for managing downsizing

o Communication: Communicate clearly and honestly by alerting
individuals being laid off as soon as feasiblel serviving staff
the new goals and expectations, and explain theezpurences of

layoffs.

o Compensation: Comply with any laws that govern severance
compensation or benefits.

o Responsibilities Reassign responsibilities based on individual
abilities and histories, and provide support/colingeo surviving
staff.

o Motivation: Focus on improving morale by providing

personalised reassurance; continue to communipatéicularly
one-on-one; and stay connected and available.
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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 continue
2. anywhere from a few days to years.
3. | Attrition Vacancies left by voluntary resignatsor
natural retirements are not being filled.
4. | Transfers Moving people laterally or downwaraslo

not always save money, but it can helg to
alleviate the intra-organisational supply-
demand imbalanc
5. | Reduced work Employees may be required to work fewer
weeks/furloughs | hours per week, split jobs, or work part-
time.

6. | Early retirements| Offering early retirement imtiees to older
and more senior sta

7. | Job sharing Having two part-time employees sbaeg
full-time role.

3.1.2 Layoff-Survivor Syndrome

Layoff-Survivor Syndrome is a relatively new phereron in today's
workplaces. It refers to the attitudes, ideas, belkaviours of workers
who have been laid off involuntarily. Job insecyrfeelings of injustice,
guilt, unhappiness, stress from an increasing wauk| fear of change, a
lack of commitment and dedication, reduced effant] a refusal to go
above and beyond the call of duty are all signdagbff -survivor
syndrome. To overcome these issues, managers shunadide
opportunities for survivors to communicate theelfiegs so as to preserve
great morale and productivity, make every effogngure that employees
who remain on the job recognise that they are whhred much-needed
resources.

3.1.3 Workforce Diversity

Workforce diversity refers to how people in a warkfe are similar and
different in terms of gender, age, colour, sexuardation, ethnicity,
cultural background, physical ability, and limitais. It has an impact on
basic human resource management concepts inclugiaguitment,
selection, and orientation. Managers can increasgdity by expanding
the organisation's recruiting net by looking foropke in places they
haven't looked before. This allows an organisationdiversify its
applicant pool, and once that pool has been extgnefforts must be
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made to ensure that the selection process is satigiinatory. Managers
must also be familiar with diversity legislation darensure that the
organisation has a structure in place to handleptaints properly, as
well as a focus on harmonising diversity througdining and seminars
that encourage unity and accepting of differences.

3.1.4 Sexual harassment

Sexual harassment is defined as any unwanted sagtiah or activity
that has a direct impact on an individual's jobrfgrenance, or work
environment. In both the public and private secttings is a severe
problem. It makes employees unhappy at work anceméldifficult for
them to do their duties. Sexual harassment candmapetween people of
different sexes, as well as employees and non-greet Many of the
issues surrounding sexual harassment revolve ardetetmining what
constitutes illegal behaviour, which includes:

i Creating an intimidating, offensive/hostile envinoent;
ii. Interfering unreasonably with an individual's woakid
iii. Negatively affecting an employee's employment opypuoties.

Thus, managers must recognise that in cases ofkbhavassment, the
harasser may have a right as well. As such, noraetgainst someone
should be taken until a thorough inquiry has besmied out, the results
of the investigation should be reviewed by an iraelent and objective
individual, and the harasser should be given amxippity to respond to
the allegation; a disciplinary hearing should bkl liledesired, and there
should be an appeals process.

3.1.5 Employee retention

This has always been a concern to HR managers $kaaping talented
employees require tenacity and going the extra ilensure that they
are fully engaged, enthusiastic about their job girdn recognition for
their contribution towards the success of the oiggion.

3.1.6 Workplace spirituality

Workplace spirituality is about acknowledging tlamployees have an
inner existence that is nurtured by meaningful wadoke in the context
of a team. It is not about theology or who onelsgtspl leader is at work.
Organisations that encourage a spiritual cultur&newledge that
employees have both a mind and a spirit, and hieat $eek meaning and
purpose in their job, as well as a desire to conwéh coworkers and be
a part of the community. The knowledge that stug@motion increases
managers' comprehension of how and why people leeharganisations
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allows them to see that workplace spirituality caid in better
understanding of employee work behaviour in thentydirst century.

3.1.7 Spiritual organization

Spirituality is a notion that encompasses an oggitn's principles,
values, motivation, work-life balance, and leadgrshEmployee

development and full potential are top prioritiesr fspiritual

organisations. They are also concerned with theegdhat arise from
work-life balance. As a result, bringing spiritiglinto the workplace is
not a novel concept for HR. Work-life balance, gatdff selection,
performance goals, and rewarding people for themtrdbutions are all
aspects of making the company more spiritual.

Characteristic of a Spiritual Organisation
Characteristics of a spiritual organisation aréollews:

a. Strong Sense of purposeA spiritual organisation has a strong
sense of purpose, and its members understand wby th
organisation exists and what it values.

b. Trust and opennessMutual trust, honesty, and openness describe
organisational members' relationships.

C. Development:Employees are valuable and need to be nurtured to
help them flourish; this trait also involves a sep§job security.

d. Empowerment: Employees are given the authority to make

decisions that affect them at work, demonstratisg@ng sense of
delegation of authority.

e. Freedom of expression:The organisational culture encourages
employees to be themselves and express their thsuayd
sentiments without fear of retaliation.

SELF-ASSESSMENT EXERCISE

4.0 SUMMARY

In this unit, you learned about contemporary HRBU&s in the library
and information centre. Also examined was the cpha# spiritual

organisation and its characteristics. Undoubtedbgntemporary
business/organisational environment brings new lehgés and as
industries and technologies advance, new genegtienter the
workforce, globalisation increases competition, anganisations adjust
to environmental influences, managers require thppert and

cooperation of employees to strengthen the orgamisa
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5.0 CONCLUSION

In any organisation, HRM is either the driving fedeehind getting things
done or the means by which the organisation assistployees in
understanding their roles and providing the neggssaining to get
things done. HRM is what will make the workplac&glcoming place to
work, where communication is abundant and peopefrae to express
themselves. Therefore, globalisation, workforce edsity and
management, legal compliance, the global healtsiscrthe economic
downturn, and social unrest are just a few of threcerns they must deal
with. Thus, staying up-to-date on standard busipessedures may not
be sufficient, managers and employees must besttand retrained on a
regular basis to keep up with worldwide best psadti

6.0 TUTOR-MARKED ASSIGNMENT

1. Briefly discuss the concept of spiritual organisati

2. Describe the characteristics of a spiritual orgztins.

3. Describe the contemporary HRM issues facing marsaipethe
library and information centre today.

4, Define downsizing and discuss the tips for dowmgjziin

organisations.
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MODULE 5 CLASSIFICATION AND DUTIES OF
LIBRARY PERSONNEL

This module introduces you to classification andiedu of library
personnel.

UNIT 1 CLASSIFICATION AND DUTIESOF THE LIBRARY
AND INFORMATION CENTRE PERSONNEL

CONTENTS

1.0 Introduction
2.0  Objectives
3.0 Main Content
3.1 Classification of Library and Information GenPersonnel
3.1.1 The Professional Library and Information en
Personnel
3.1.2 The Paraprofessional Library and Information
Centre Personnel
3.1.3 The Non-professional Library and Information
Centre Personnel
3.2. Basic Competencies/Skills of a Librarian
4.0 Summary
5.0 Conclusion
6.0 Tutor-Marked Assignment
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1.0 INTRODUCTION

This unit discusses the classification of librandanformation centre
personnel, and their competency skills.

20 OBJECTIVES

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

° Differentiate between professional and paraprobdesdiin library
and information centres;

o Explain the functions of library personnel; and

o Describe the key competencies of librarians.
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3.0 MAINCONTENT

3.1 Clasdfication of the Library and Information Centre
Per sonnel

Library and Information Centre are non-profit, tho@nsuming
organisations that provide public services throdylerse personnel with
varied degrees of education and responsibilitieee Tibrary and
Information Centre personnel are responsible fokingainformation
available to the relevant individual at the appiayer time and in the
appropriate manner. Their main priority is to mékar users happy. The
following groups of people work in libraries anddrmmation centres:

3.1.1 The Professional Library and | Information Centre
Per sonnel

Librarians and other library specialists who halseamed the skills and
training in librarianship and hold a first degreets equivalent in library

and information studies/science and work in theahp system on the
'librarianship’ career cadre are referred to aepsionals. Librarians help
people fing information and use it effectively fgrersonal and

professional purposes. These librarians make eifirifest percentage of
the entire library personnel. Professional libnasiare in charge of the
entire organisation, as well as individual divisomand sub-units.
Professional librarians typically provide the skitlequired to meet the
library's patrons' information demands. They penfotasks that are
primarily intellectual and non-routine, requiringiaique background and
education, such as identifying library needs, asiaty problems, setting
goals, formulating original and creative solutioméegrating theory into
practise, and planning, organising, communicateuaggd administering

successful programmes of service to library usgrsindividual must

hold a master's degree in library and informatiolersce (MLIS) to be

termed a professional librarian. These experts alsay have a second
master's degree and/or a PhD in their specialty.

3.1.2 The Para-professional Library and Information Centre
Per sonnel

Paraprofessionals are qualified library workershwé librarianship
certification or certificate who assist librariangh technical and service
duties of the library. They are in charge of mdsthe library's normal
operations. These employees have a wide range atagdnal
backgrounds. Paraprofessionals typically make epntlajority of full-
time library staff and are crucial to the smootmagement and delivery
of library services. They are also known as suppersonnel, and they
perform a wide range of important tasks, includemgering, coding, and
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validating bibliographic data; keeping track of komoney; ordering;
circulating items; claiming serials; filing; and o cataloguing among
others.

3.1.3 The Non-professional Library and Information Centre
Per sonnel

Non-professional library personnel refer to thogealy staff that are
attentive to all patrons and eager to help wherdegeCleaning and
stacking books, routine shelf reading, and othereh as given by the
librarian are among their responsibilities. Admirasve, clerical, porter,
security, accounting officer, and office persorarel included in the non-
professional category. Furthermore, libraries tglyc employ a
significant number of part-time staff, such as gagepublic libraries and
student assistants in academic libraries, who parf@mple, repetitive
activities like obtaining items from the stackstoring returned volumes.
Because these individuals are usually only ondhdqr a short time, they
require a lot of training and supervision in redatto the number of hours
they work.

3.2. Basic Competencies/Skillsof a Librarian

Information skills are so versatile that they mayused to nearly every
type of job. As a result, for a library positioeatning multiple abilities

through class work is a prerequisite. Working wdidita is a frequent
theme among Library and Information Science (LIS)dgates. However,
the type of work you undertake will be determingdybur interests and
skills.

) If you have a passion for working with teenagers) gan begin
your career as a teen librarian in a public library

) If you have a passion for business research and wavked in
competitive intelligence for a start-up, you carrkvas a business
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 opgramputer systems,
and as information architects, designing informastorage and retrieval
systems and developing procedures for gatheringgansing,
interpreting, and classifying data.
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The following are some of the basic skills of aditlan, but they are not
exhaustive:

a. The ability to deploy technology to improve a likra overall
effectiveness, as well as web-based strategiesefrancing
information access.

b. Comprehensive knowledge of information archivingl ditling,
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 compaty by
searching databases, Internet resources, and gagslo

e. Ability to interact effectively with library persoml, patrons, and
visitors.

f. In-depth knowledge of a wide range of genres apdsyf books,
in order to recommend appropriate books for readewding
levels and interests.

g. The ability to instill a reading habit and cultamong students.
h. The ability to communicate information in a cleamdaengaging
manner.

I Ability to adapt to new tools and systems due ® tbnstantly
evolving and shifting nature of technology. As lardirian, you
must be able to evolve along with it.

J. Having organising skills that can be improved wabnsistent
practise.

K. Ability to assist in the resolution of issues bgdising on solutions
rather than problems.

l. A librarian is expected to be a team player.

m.  Possession of strong level of customer servicguabtic speaking
skills.

n. Knowledge of current events can help with facilitgtpatron’s
needs.

SELF-ASSESSMENT EXERCISE

40 SUMMARY

We looked at the classification of library workeas well as the
responsibilities they play in libraries and infoioa centres in this unit.

The basic skills of a librarian were also highligght

5.0 CONCLUSION

Librarians have a variety of duties, but no mattiat they are doing,
they have one goal in mind: to help others. Assaltelibrarianship is a
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tremendously satisfying job, especially for thodsovenjoy knowledge,
learning, and reading.

6.0 TUTOR-MARKED ASSIGNMENT

1 What are the different types of library and infotioa centre
employees?
2. What is a librarian's basic competency skills?
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