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Message for the Students

Dr. Babasaheb Ambedkar Open (University is the only state Open University,
established by the Government of Gujarat by the Act No. 14 of 1994 passed
by the Gujarat State Legislature; in the memory of the creator of Indian
Constitution and Bharat Ratna Dr. Babasaheb Ambedkar. We Stand at the
seventh position in terms of establishment of the Open Universities in the
country. The University provides as many as 54 courses including various
Certificate, Diploma, UG, PG as well as Doctoral to strengthen Higher
Education across the state.

On the occasion of the birth anniversary of Babasaheb Ambedkar, the Gujarat government secured a
quiet place with the latest convenience for University, and created a building with all the modern
amenities named ‘Jyotirmay’ Parisar. The Board of Management of the University has greatly contributed
to the making of the University and will continue to this by all the means.

Education is the perceived capital investment. Education can contribute more to improving the quality of
the people. Here I remember the educational philosophy laid down by Shri Swami Vivekananda:

“We want the education by which the character is formed, strength of mind is
Increased, the intellect is expand and by which one can stand on one’s own feet”.

In order to provide students with qualitative, skill and life oriented education at their threshold. Dr.
Babaasaheb Ambedkar Open University is dedicated to this very manifestation of education. The
university is incessantly working to provide higher education to the wider mass across the state of Gujarat
and prepare them to face day to day challenges and lead their lives with all the capacity for the upliftment
of the society in general and the nation in particular.

The university following the core motto ey uyze qu: does believe in offering

enriched curriculum to the student. The university has come up with lucid material for the better
understanding of the students in their concerned subject. With this, the university has widened scope for
those students who

are not able to continue with their education in regular/conventional mode. In every subject a dedicated
term for Self Learning Material comprising of Programme advisory committee members, content writers
and content and language reviewers has been formed to cater the needs of the students.

Matching with the pace of the digital world, the university has its own digital platform Omkar-e to
provide education through ICT. Very soon, the University going to offer new online Certificate and
Diploma programme on various subjects like Yoga, Naturopathy, and Indian Classical Dance etc. would
be available as elective also.

With all these efforts, Dr. Babasaheb Ambedkar Open University is in the process of being core centre of
Knowledge and Education and we invite you to join hands to this pious Yajna and bring the dreams of Dr.
Babasaheb Ambedkar of Harmonious Society come true.

v
Prof. Ami Upadhyay

Vice Chancellor,

Dr. Babasaheb Ambedkar Open University,
Ahmedabad.



Authors’ Name:

Review (Subject):

Review (Language):

Editor’s Name:

Co-Editor’s Name:

Publisher’s Name:

MBA
SEMESTER-4
(SPECIALIZATION) (HR)
HR PLANNING
BLOCK: 1

Dr. Swati Doshi,Associate Professor and Head, Christ College Rajkot
Dr. Kamal K.Agal ,Associate Professor, Dr. BAOU, Ahmedabad
Dr. Anjali Gokhru, Assistant Professor, K.S. School of Business

Management

Ms. Anjali Panicker, Assistant Professor, GLS University,Ahmedabad.

Dr. Kalagi Shah, Associate Professor,Faculty of Management,GLS

University

Dr.Ketan K.Gediya,Associate Professor,Smt.S.R.Mehta Arts College,

Ahmedabad

Prof. (Dr.) Manoj Shah,

Professor and Director,

School of Commerce and Management,

Dr. Babasaheb Ambedkar Open University,
Ahmedabad.

Dr. Dhaval Pandya

Assistant Professor,

School of Commerce and Management,

Dr. Babasaheb Ambedkar Open University,
Ahmedabad.

Dr. Ajaysinh Jadeja,
Registrar,

Dr. Babasaheb Ambedkar Open University
‘Jyotirmay Parisar’, Opp. Shri Balaji Temple,

Edition:

ISBN:

Ahmedabad, 382481, Gujarat, India.

1St

978=-93-5598-974-1

Chharodi,

All rights reserved. No part of this work may be reproduced in any form, by mimeograph or any
other means without permission in writing from Dr. Babasaheb Ambedkar Open University,

Ahmedabad.




BAOU Dr. Babasaheb Ambedkar Open
Education University (Established by Government of Gujarat)

M
'3‘_.1
=

=)

\_ ) for All
Y.
MBA
SEMESTER -4
MBAO4EF405
HR Planning
BLOCK-1
Unit-1 01
INTRODUCTION TO HR PLANNING
Unit-2 09

HUMAN RESOURCE PLANNING AND CORPORATE OBJECTIVES

Unit-3 24

HUMAN RESOURCE PLANNING: TOOLS AND TECHNIQUES , TYPES,
COMPONENTS

Unit-4 43
HRP: PROCESS AND METHODS

Unit-5 /8
HRP MODEL (STEPS IN HRP)




BLOCEK-2

Unit-6 89
HR PLANNING AT DIFFERENT LEVELS

Unit-7 110
STRATEGIES FOR HR PLANNERS

Unit-8 123
HR FORECASTING

Unit-9 136
HRIS (HUMAN RESOURCE INFORMATION SYSTEM)

Unit-10 153

FACTORS AFFECTING HRP AND GUIDELINES FOR MAKING HRP
EFFECTIVE




UNIT-1 INTRODUCTION TO HR PLANNING

1.1 Introduction

1.2 Need for HRP

1.3 Levels of HRP

1.4 Relationship between HRM, HRD, and HRP.
1.5 Hard vs. Soft HRP

1.6 Conclusion

1.7 Keywords

< Exercise

1.1 Introduction

The term ‘resource’ or ‘human resource’ means potentials, abilities,
capacities, and skills of humans who are a part of the organisation, society, and the
world at large. Organizational productivity, growth of companies, and economic
development are largely dependent upon the effective utilization of human
resources. However, this effective utilization is only possible with the right
planning. Human Resource Planning. Through planning, management strives to
have the right number and the right kind of people at the right places at the right
time, doing things which result in both the organisation and the individual receiving
maximum long-run benefit. HRP is also known by other names such as ‘Manpower
Planning’, ‘Employment Planning’, ‘Labour Planning’, ‘Personnel Planning’, etc.
HRP is a sub-system in the total organizational planning.

X/

*  Human Resource Planning- Meaning and Definitions.

E.W. Vetter viewed human resource planning as “a process by which an
organisation should move from its current manpower position to its desired
manpower position.

According to Edwin B. Flippo: "Human resource planning is the process of
ensuring that an organization has the right number and kind of people, at the right
place, at the right time, capable of effectively and efficiently completing tasks that
will help the organization achieve its overall objectives."

According to Dale Yoder: “Manpower planning is the process by which
management determines how the organization should move from its current
manpower position to its desired manpower position."

As per Leon C. Megginson: “Human resource planning is an integrated approach
to performing the planning aspects of the personnel function in order to have a
sufficient supply of adequately developed and motivated people to perform the
duties and tasks required to meet organizational objectives."

Coleman says "Manpower planning is the process of determining manpower
requirements and the means for meeting those requirements to carry out the
integrated plan of the organization."



Chartered Institute of Personnel and Development (CIPD) defines "Human
resource planning is a process that identifies current and future human resource
needs for an organization to achieve its goals."

Leon C. Megginson views human resource planning as “an integrated approach to

perform the planning aspects of the personnel function in order to have a sufficient
supply of adequately developed and motivated people to perform the duties and
tasks required to meet organisational objectives and satisfy the individual needs and
goals of organisational members.”

Therefore, Human resource planning may be viewed as foreseeing the
human resource requirements of an organisation and the future supply of human
resources and- (i) making necessary adjustments between these two to ensure
continuous supply of human resources at present and in times to come. In this
context human resource means skill, knowledge, values, ability, commitment,
motivation, etc., in addition to the number of employees.

Human Resource Planning or Manpower Planning (HRP) is the process of
systematically reviewing HR requirements to ensure that the required number of
employees with the required skills are available when they are needed. Therefore,
HRP centres around getting the right number of qualified people into the right job.
However easy it may sound but without careful planning, advance thinking, and
prompt actions, it is next to impossible to get competent and talented people into
the organisation in ever changing dynamic and competitive market conditions.

1.2 Need and Importance of Human Resource Planning

As discussed above, Human Resource Planning is crucial to succession
planning and in events like Expansion or Diversion it is inevitable. There are other
reasons too which make HRP crucial to organisational success as discussed below.

1. Right Person at Right time.

To optimally utilise the human resources both surplus and deficient labour
shall be avoided. Both these scenarios reflect upon poor HR planning of
organisations. Surplus labour means additional costs to organisation and deficient
labour results in losing upon market share while not being able to meet peak
demands. HR planning helps to estimate the demand and supply of human
resources in advance thereby avoiding unwanted situation of both surplus or
deficient labour.

2. Dynamic market requires flexible planning

Changes in the business environment like competition, technology,
government guidelines, global market, etc. are likely to bring changes in the nature
of the job. As a result, changes are expected in the demand of personnel, content of
job, qualification and experience needed. HRP helps organisations to adapt to this
ever-changing dynamic market by pre-planning the events and keeping the task
force ready.

3. Interdependent organisational functions

Human Resource Planning is the first step of HR planning. It begins with
assessing the need of the personnel. Rest of the organisational functions depend on
HRP. Recruitment, selection, Training, Promotion follow HRP. Hence, it is crucial



to have right HR planning at place so that the rest of the functions are conducted in
a smooth manner. Therefore, it would not be wrong to say that HRP is the
foundation of all HR functions.

4. Long-term success

When Human Resource planning is done right it ensures long run success of
the organisations. All physical assets fail when HR planning fails and vice-versa.
Hence, it is important to consider Human Resource Planning while planning events
of succession, Expansion or Diversification. These events bring about 360 degrees
in the organisations for which both organisations and Human resources should be
prepared well in advance.

5. HRPis an investment and not an expense.

Modern thinkers and scholars agree to the fact that all costs associated with
development of humans in the organisation like training, development and Planning
ultimately result in more profits to the organisation than their expenses. Hence,
HRP in modern times is viewed as an investment and not an expense. The benefits
of right planning are beyond just profitable figures. Employees when prepared well
in advance for events start building long term loyalty towards the organisation and
this results in lesser turnover. HR planning should be seen as loyalty programmes
or long-term incentives for faithful and experienced employees and not as an
expense.

6. Employee Turnover

All organisations irrespective of their size experience employee turnover.
HRP is an effective tool to handle with planned or expected vacancies caused by
employee turnover. Employee turnover has its associated costs like costs of legal
formalities, costs of hiring and recruiting new staff, cost of training new personnel
etc. However, HRP when done correctly can help reduce these costs by opting for
internal sources of recruitment to fill the vacancies.

7. Legal perspective

For organisations to be an inclusive place Government rules require for some of the
vacancies to be filled by certain sections of society like physically handicapped,
reserved categories and so on. HRP helps organisations to plan for such vacancies
in advance so that organisations can reap benefits of perennial human flow without
interruption in daily organisational operations.

8. International Staffing

International HR operations involve decisions as to what positions shall be
fulfilled domestically and what positions shall be fulfilled using international staff.
These decisions can be undertaken effectively only with effective HRP policy in
place. These decisions can become challenging without proper planning as
international staffing involves costlier recruitments as compared to domestic ones.
Hence, HRP can play an important role to ensure right person at right place at an
effective cost.

9. Manpower Inventory

There is always a dearth of skilled and talented individuals. Organisations in
dynamic market conditions are often found competing with each other to poach



such skilled manpower. This is only possible only with proper Human Resource
planning. HRP helps organisations to create an inventory of talented and qualified
individuals who are readily available to meet organisational needs as and when
required. This allows organisations to have an upper hand over competitors and can
result in magnificent positive difference in profits and output for the organisations.

10. Career Planning

Human Resource Planning helps not only organisations to fill planned
vacancies but also employees to plan their careers. When employees know about
vacancies within organisations in advance, they can plan for their promotion or
transfer. Thus, HRP can serve as an effective tool for organisations to have
perennial flow of human resources and for employees to have perennial flow of
work and planned career.

1.3 Levels of Human Resource Planning

Organisations can undertake HRP at different levels for their own purposes as
follows.

I National level — when the government at the centre plans for human
resources at the national level, it forecasts the demand for and supply of
human resource, for the entire nation and makes strategic plans to have
the right skilled talent at the right place.

ii. Sector level — when the various Government departments estimate
manpower requirements for their respective sector like agricultural
sector, industrial sector or tertiary sector and project them based on the
government policy, projected output/operations, etc. it is referred to as
sectoral level HRP

iii. Industry level — when the manpower needs of a particular industry like
cement, textiles, chemical are predicted considering the
output/operational level of that industry it is referred to as Industry level

HRP.

iv. Unit level — This covers the estimation of human resource needs of an
organisation or company based on its corporate/business plan.

V. Departmental level — when the departments within the organisations plan

for the manpower needs of their respective department it is referred to as
Departmental level HRP. For example, when the marketing department
based on the historical data can estimate the manpower requirements
during peak and off seasons for the sales department it is departmental
level HRP.

Vi. Job level — when the manpower needs of a particular job family within
department are planned it is referred to as job level HRP. For example,
when the sales department plans and estimates human demand for
advertising, digital marketing, and field sales staff roles separately it is
job level HRP.

Human Resource Development (HRD) refers to the ongoing process of enhancing
employees' skills, knowledge, abilities, and overall competencies to improve their
performance and career growth. It includes training, education, leadership
development, performance management, and organizational learning. HRD aims to
boost employee efficiency, motivation, and job satisfaction, ultimately contributing
to the success of the organization.



Peter Drucker views HRD as "The most valuable asset of a 2l1st-century
institution (whether business or non-business) will be its knowledge workers and
their productivity."

Leonard Nadler defines Human Resouce Development as "Human Resource
Development is a series of organized activities, conducted within a specified time,
and designed to produce behavioral changes in individuals."

According to T.V. Rao: "HRD is the process of helping people to acquire
competencies needed to perform their current and future jobs through planned
learning activities."

McLagan says "HRD is the integrated use of training, organization, and career
development efforts to improve individual, group, and organizational
effectiveness."

The American Society for Training and Development (ASTD) defines HRD as
“ the process of improving an organization’s performance by developing the skills
and knowledge of its employees."

Peter Drucker views HRD as "The most valuable asset of a 2lst-century
institution (whether business or non-business) will be its knowledge workers and
their productivity."

Relationship between Human Resource Management, Human Resource
Development and Human Resource Planning.

Drexel University describes HR management as the art of optimizing a
business for success. The role of HR managers revolves around employee issue,
including recruitment, conflict resolution, harassment complaints and employee
evaluations. HR planning is about looking to the future. HR management recruits to
fill this week's open positions; HR planning is about the openings you anticipate
having next quarter or next year.

Human Resource Management includes steps like Human Resource
Planning, Recruitment, Selection, Training and Development, Termination and
Succession Planning and so on. Therefore, Human Resource Management is an
Umbrella term and both Human Resource Development as well as Human
Resource Planning are a part of it.

e Human Resource Planning includes steps like analysing company's
objectives and plans.

o Evaluating current workforce for gaps and weaknesses.

o Assessment of whether the current employees have the skills needed to meet
the demand.

e Developing a plan to meet the demand and supply of human resource.

e Monitoring the plan's effectiveness and changing the course if it fails.



% Process of Human Resource Planning
1. Analysis of Labour supply

The first step of HRP is to identify the company's current human resources
supply. In this step, the HR department studies the number of employees, their
skills, qualifications, positions, benefits, and performance levels.

2. Forecasting Labour Demand

The second step requires the company to outline the demand for workforce
keeping future events in mind. Here, the HR department considers events like
promotions, retirements, layoffs, and transfers. The HR department can also look at
external conditions such as new technology that might increase or decrease the need
for workers.

3. Balancing Labour Demand with Supply

The third step in the HRP process is forecasting the employment demand.
This is done using a Gap Analysis. This analysis will often generate a series of
questions, such as:

o Should employees learn new skills?
e Does the company need more employees?
e Do all employees play to their strengths in their current roles?

Gap Analysis is affected by several External and Internal Factors as discussed
below.

e External Factors:

I Government Policies — Policies of the government like labour policy,
industrial relations policy, policy towards reserving certain jobs for
different communities affect the supply of human resource and hence
affect the HRP

ii. Level of Economic Development — Level of economic development of
the nation determines the level of HRD in the country and thereby the
supply of human resources and hence affects the HRP.

iii. Business Environment — External business environmental factors
influence the volume and mix of production and thereby the future
demand for human resources.

v, Level of Technology — Level of technology determines the kind of skills
required in human resources and thus affect the HRP.

V. Outsourcing — Availability of outsourcing facilities with required skills
and knowledge of people reduces the dependency on Internal sources of
recruitment and thus affect the demand of human resources and the
HRP.

Internal Factors:

I Company policies — Company policies and strategies relating to
expansion, diversification, alliances, etc. determines the human resource
demand in terms of quality and quantity.



ii. Human resource policies — Human resources policies of the company
regarding quality of human resource, compensation level, quality of
work-life, etc., influences human resource plan.

iii. Job analysis - Job description and job specification determine the kind
of employees required and thus affect the process of Human resource
planning.

Iv. Company’s production operations policy — Company’s policy regarding
how much to produce and how much to buy from outside to prepare a
final product influence the number and kind of people required and thus
affect the demand dimension of HRP.

4. Developing and Implementing a Plan

The answers to questions from the Gap Analysis help determine how to
proceed, which is the final phase of the HRP process. HR manager snow take
practical steps to integrate its plan with the company objectives such as availing of
budget and management efforts to executed the designed HRP strategy.

Human Resource Development refers to an assortment of training programs
that help people adjust to their new roles and learn more about the organization and
its culture. HRD 1is associated with providing training to the employees when they
get hired, distribution of resources that are beneficial for the management of
employee’s tasks, offering opportunities for growth and learn some new skills.

HRD is a whole process and not a blend of mechanisms and techniques. All
the mechanisms and techniques such as performance appraisal, counselling,
training, and organizational development interventions are used to facilitate and
promote the process in a continuous manner. The process is limitless and there is a
need to examine the mechanism periodically and to sort out the issues attached to
hinder the process. HRD process can be done both internally as well as externally
from within the organization. Formally, it can be easily done through providing
classroom training to employees, planned change in organization and train the
employees on a definite issue.

The difference between HRM, HRD and HRP can be summarised in a table
as below.

Basis of HRM HRD HRP
Comparison
Meaning Human Resource | Human Resource | HRP is a process by
Management refers to | Development which an
the application of | means a | organisation should
management principles | continuous training | move  from  its
to  utilise  human | and development | current manpower
resources  effectively | function that | position  to  its
for achieving | intends to improve | desired manpower
organisational goals. the performance of | position.
people working in
the organization.
Subset vs. | Management function | Subset of HRM Subset of HRM
main function
Type of | Reactive approach Proactive approach | Proactive approach
Approach




Objective To improve the | To develop the | To ensure that the
performance of | skills, knowledge, | required number of
employees as well as | and competency of | employees with the
organisation employees. required skills are

available when they
are needed

1.5 Hard vs. Soft HRP

Hard HRP evaluates various quantitative metrics to ensure that the right
number of the right sort of people are available when needed by the company. Soft
HRP focuses more on finding employees with the right corporate culture,
motivation, and attitude. Hence, Hard HRP deals with quantitative aspects of HRP
and Soft HRP deals with qualitative aspect of HR. For example, Hard HRP is
affected by age of the employees, number of employees while Soft HRP is affected
by skills, talent, and qualifications of employees.

1.6 Conclusion

Human Resource Planning is crucial to Human Resource Management.
Human resource planning like production planning, financial planning, and
marketing planning, should be a unified, comprehensive, and integrated part of the
overall corporate goal.

However, HRP isn't without challenges. The future isn't easy to predict. A
technology breakthrough can change everything. Issues such as employees getting
sick and wealthier or more prestigious competitors poaching staff can also cause
serious problems.

Additionally with Globalisation HR departments face the need to implement
new practices to accommodate government labour regulations that vary from
country to country. The increased use of remote workers by many corporations also
impacts HRP and requires HR departments to use new methods and tools to recruit,
train, and retain workers.

Companies can set themselves up to better deal with these types of
challenges if they are adaptable and keep updating themselves with latest trends.
The more prepared an organisation is for an event that impacts its human resources,
the better and more desirable advantages are reaped by it.

1.7 Keywords

Planning, Human Resources, HRM, HRD, demand, estimation, manpower
planning, Human Inventory
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Discuss the process of HRP in detail.
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Why is HRP important for organisations?

Discuss the objectives of HRP in brief.

Discuss the difference between Hard and Soft HRP
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2.1 Introduction:

Procurement function is one of the important functions to be performed by the HR
manager. The first stage in the procurement function is manpower/ human resource
planning. Human resource planning determines the number and type of employees
required to carry out organizational plans in the future. The role of Human
Resource Management is significant for formulating and implementing corporate
and functional level strategies. For implementing each strategy, there is a need to
make provisions for the required employees in terms of quantity and quality. Thus,
HR planning becomes a key function in the procurement or acquisition function. It
is thereby referred to as the process of moving from current manpower position to
the desired position.

Human Resource (HR) planning is an essential process for any organization
aiming to meet its corporate objectives effectively. It involves the strategic
management of an organization’s human capital—recruiting, developing, and
retaining talent in alignment with the company’s long-term goals. Corporate
objectives, on the other hand, are the strategic targets or milestones a company aims
to achieve, typically related to profitability, growth, customer satisfaction, and
innovation. The relationship between HR planning and corporate objectives is
interdependent. Effective HR planning ensures that an organization has the right
people with the right skills in place to meet its strategic goals. It is crucial to
understand how HR planning integrates with corporate objectives and how they
both work together to drive organizational success.

2.2 Definitons:

Robert Kreitner “HR Planning is the development of a comprehensive staffing
strategy for meeting the organisation’s future human resource needs”
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Stephen Robbins and Mary Coutle define “HR planning is the process by which
managers ensure that they have the right numbers and right kinds of people in the
right places at the right time who are capable of effectively and efficiently
performing their tasks”

Schermerhon, Hunt and Osborn define, “HR Planning is the process to provide
capable and motivated people to carry out organisation’s mission and strategy”’

Bowey defines it as, “HR planning is an effort to anticipate future business and
environmental demands upon an organization and to provide personnel to fulfill
that business and satisfy that demand”

2.3 Nature Of Hr Planning :

1 Itisasub system of the total organisational planning.

2 It is the process of forecasting organisation’s future demand for right type of
people in right number.

3 Itis future oriented.

4 Itis career and growth oriented.

5 It can be for short term, medium term or long term.

2.4 Corporate Objectives

The role of HR manager is significant in formulating and implementing
strategies. HR management makes strategic management highly effective by
supplying human resources who are competent and committed. Thus, in order to do
Human Resource Planning, the HR manager would need to study and analyse the
corporate level strategy

%+ The Corporate Level Strategy / Corporate Objectives could be related to
e Growth
o Internal Growth- increasing production or branches

o Horizontal Growth/ Horizontal Integration- extending product lines
like manufacturer of music players also starts manufacturing
television sets. It would require many changes like hiring new
employees, new agreements with trade unions, change in wage
levels, additional facilities, workspace, new machines and transfer
policies or shift policies to be introduced.

o Vertical Integration of related business

e Backward integration where a manufacturer who was buying raw materials
from a supplier now also indulges in its manufacture. A cement manufacturer
makes clinker which he was buying earlier

e Forward Integration happens when a manufacturer enters into the next
operation like a manufacturer of cement also starts marketing it

o Mergers- When two companies merge to form a bigger organisation
or to eliminate competition and continue the same business at a
larger scale. There would be a need for internal changes in
employee’s job positions and roles. There would also be a need to



train all employees/ people with the changing business scenario to
cope up with becoming a bigger organization and facing its
challenges. Some employees might need to be laid off.

o Related Diversification- When  companies  manufacture
complementary products like Colgate Palmolive manufacturing tooth
paste also entered into manufacturing of tooth brushes. It requires a
different facility for manufacturing thereby new people would need
to be hired. Also there would be a need for job changes (transfer and
promotion) of existing employees to motivate them and to maintain
the organizational culture and practices

o Unrelated / Conglomerate Diversification- Companies that initiate
new and unrelated business like Tata Steel to Tata Chemicals or Tata
Telecommunications. There is a need for new set of employees with
different skills

e Stability
e Retrenchment

o Turnaround- When businesses devise strategy to reduce losses and
make new investments, adopt new strategies to reestablish
themselves in a declining market scenario , they may need to
retrench some employees, outsource certain operations leading to
unemployment of many employees, trade union agitation etc.

o Liquidation — when the business is going to close down due to huge
losses

o Disinvestment- When the management of a company decides to sell
off a part of their business operation, the need for HR in that
business operation would reduce leading to unemployment.

Thus, the functional level strategies like HR strategy, Operations strategy,
Marketing strategy, Finance strategy are to be determined keeping in view the
overall corporate strategy and objectives. The HR strategy is formed keeping in
view the organisational/ corporate strategy. Basically HR strategy pertains to
making provisions for the required employees in terms of quantity and quality to
implement the corporate level strategy. Thus, organisational objectives and
corporate strategy provide the base for HR Planning

2.5 The Importance Of Hr Planning In Corporate Strategy

2.5.1 Aligning HR with Organizational Goals

HR planning plays a vital role in aligning the workforce with the corporate
strategy. It is crucial for ensuring that the organization has the appropriate talent,
skills, and capabilities to meet current and future challenges. Effective HR planning
allows the organization to:

« ldentify talent gaps: Ensuring the right skills are in place to meet business
goals.

e Promote leadership development: Cultivating leaders who can drive the
corporate vision forward.

11
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« Enhance productivity: By aligning employee roles with the company’s
strategy, productivity increases.

When HR planning is integrated with the organization’s strategic objectives,
HR initiatives are more likely to directly contribute to the achievement of those
objectives

2.5.2 Forecasting Future HR Needs

One of the primary functions of HR planning is to forecast the
organization's future human resource requirements. HR must assess the future
needs based on business projections, including:

. Expansion plans: Does the company need to hire additional employees or
develop internal talent?

. Technological advancements: How will new technologies impact the
workforce needs?

. Market changes: HR must anticipate market conditions and potential
adjustments to workforce needs.

Anticipating these changes allows an organization to proactively manage
talent and avoid reactive measures.

2.5.3. Integrating HR Planning with Corporate Objectives
A. Defining Corporate Objectives
Corporate objectives are typically defined at the top levels of management
and serve as the guiding framework for decision-making across the company. These
objectives may include:
e Revenue growth: Achieving a set increase in annual revenues.
e Market expansion: Entering new markets or regions.
o Operational efficiency: Reducing costs or improving business processes.

e Innovation: Developing new products, services, or technologies.

HR planning must align with these objectives to ensure that the workforce is
equipped to help achieve these goals.

2.5.4 How HR Planning Supports Corporate Objectives

HR planning helps ensure that the organization has the human capital
necessary to meet corporate objectives. For example:

e Growth and scalability: As a company plans for growth, HR can recruit
additional employees, ensure training programs are in place, and establish
scalable HR policies.



e Innovation: To support innovation, HR might focus on attracting individuals

with creative problem-solving skills or promoting a culture of collaboration
and experimentation.

e Operational Efficiency: HR can streamline processes such as recruitment,

performance management, and training to support cost-saving and efficiency

goals.

By ensuring that the workforce is aligned with the company’s objectives, HR can

drive performance and productivity that directly impacts business outcomes.

2.6 Objectives Of Hr Planning:

Human Resource (HR) planning plays a critical role in achieving

organizational objectives by ensuring that the right people are in the right place at

the right time. It is the strategic process of managing an organization’s human
capital to align with its business goals. HR planning involves forecasting future
human resource needs, optimizing current human resources, and considering
external factors, such as technological advancements, that might influence the
workforce. The following discussion highlights key elements of HR planning in
relation to corporate objectives, focusing on the five critical points mentioned:

1 Ensuring Optimum Utilization of Existing Human Resources: Effective
utilization of existing human resources is a fundamental goal of HR planning.
In order to achieve this, an organization must first assess the skills,
qualifications, and competencies of its current workforce. Proper allocation of
human resources maximizes productivity, minimizes costs, and improves
employee satisfaction.

a. Assessment of Workforce Capabilities: HR departments conduct regular
skills assessments to ensure that employees are performing in roles that
best suit their talents. This can involve performance appraisals, one-on-one
meetings with employees, and skills gap analysis. By identifying
underutilized talents or mismatched roles, HR can reallocate resources
more effectively, which not only enhances individual performance but also
optimizes overall organizational efficiency.

b. Training and Development: Another crucial aspect is continuous
employee development. Providing training programs that focus on
improving current skills or adding new competencies helps workers adapt
to evolving job demands. By fostering a culture of learning, organizations
ensure that employees remain agile and engaged. This is especially
important in industries with rapid technological changes or high
competition, as employees need to remain relevant to the company's needs.

2 Workforce Flexibility: A flexible workforce also contributes to the optimal

utilization of human resources. By offering flexible working arrangements,
such as remote work, part-time positions, or job-sharing, organizations can
better match their employees' work-life balance needs while simultaneously
maintaining high productivity. This not only retains talent but ensures that the
workforce is adaptive and resilient.

13
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a. Forecasting Future Human Resource Requirements: Forecasting future
human resource requirements is a vital part of HR planning. Anticipating
future needs involves analyzing trends, industry changes, and
organizational goals to ensure that the workforce has the necessary
capabilities to meet strategic objectives.

b. Workforce Demand Projections: HR departments typically rely on
historical data, market trends, and business forecasts to predict the future
demand for human resources. For example, if a company is planning to
expand into new geographic markets or launch new products, HR must
calculate the number of employees and the specific skill sets required to
support that expansion. Using predictive analytics can further help in
estimating future HR needs based on trends, such as employee turnover
rates, demographic shifts, and potential retirements.

C. Succession Planning: Part of HR’s responsibility in forecasting future
needs is developing a succession plan to ensure leadership continuity. By
identifying high-potential employees and preparing them for higher
responsibilities, organizations can safeguard against leadership gaps when
key personnel retire or leave the organization. Succession planning also
helps organizations recognize future skill gaps and build strategies to
mitigate them through recruitment or training.

d. Long-term HR Strategy: This aspect involves aligning HR forecasts with
the company’s long-term strategic goals. Whether it’s entering a new
market, adopting innovative technologies, or diversifying the workforce,
HR must create a roadmap for hiring, training, and retaining the right
talent in line with the organization’s growth curve.

3. Linking Human Resource Planning with Organizational Planning: The
integration of HR planning with organizational planning is essential for
ensuring alignment between the workforce and corporate objectives. For HR
planning to be effective, it must be closely tied to the overall strategic direction
of the business.

a. Alignment of Goals: HR’s role is not limited to recruiting and managing
employees but extends to ensuring that the workforce supports the
organization’s long-term goals. By collaborating with senior leadership
and other departments, HR can better understand the strategic vision and
develop human resource strategies that align with these objectives. For
example, if a company aims to increase market share, HR can focus on
recruiting highly skilled salespeople or expanding its R&D team to
develop new products.

b. Collaborative Strategy Development: HR planning must be integrated
into the broader corporate strategy discussions. Through regular
communication between HR and other functional areas (marketing,
finance, operations), HR can anticipate the workforce needs of each
department and provide timely support. This collaboration ensures that the
business has the right capabilities when needed, whether for new product
launches, geographic expansions, or organizational restructures.



Agility and Flexibility in HR Plans: Because business environments are
dynamic, HR plans must remain adaptable. An organization’s goals may
evolve due to market conditions, customer preferences, or unforeseen
events such as economic downturns or technological disruptions. By
aligning HR planning with organizational planning, HR can proactively
respond to these changes and ensure that the workforce is agile enough to
meet the shifting demands of the business.

4. Controlling the Cost Aspect of Human Resources: Effective HR planning
helps organizations control labor costs, which are often one of the largest
expenses for a company. By strategically managing workforce size,
compensation, and benefits, HR can help the organization maintain a
competitive advantage while managing costs.

a.

Efficient Staffing Practices: One of the primary ways to control HR costs
IS by ensuring that staffing levels align with demand. Hiring the right
number of employees for each function and avoiding overstaffing ensures
that the company does not waste resources on unproductive labor.
Additionally, HR planning helps prevent understaffing, which can lead to
burnout, decreased productivity, and higher turnover rates.

Compensation and Benefits Management: HR planning also involves
managing the compensation and benefits structure to ensure it remains
competitive while staying within budget. By benchmarking salaries against
industry standards and using data-driven decision-making, HR can offer
attractive compensation packages without overspending. Benefits
packages, which may include health insurance, retirement plans, and
employee perks, can be tailored to meet the needs of the workforce while
maintaining financial sustainability.

Outsourcing and Automation: HR can also help control costs by
evaluating the feasibility of outsourcing certain tasks or automating
repetitive functions. By using technology to streamline administrative
functions, such as payroll processing, HR can free up resources for more
strategic initiatives and reduce operational costs.

5. Anticipating the Impact of Technology on Jobs and Human Resources:
Technology is transforming nearly every aspect of business, including human
resource management. HR planning must account for the impact of
technological advancements on job roles, skill requirements, and the future of
work itself.

a. Job Redesign and Automation: As automation, artificial intelligence

(Al), and robotics increasingly replace manual tasks, HR departments must
focus on reskilling the workforce to ensure employees remain employable.
This might involve offering training programs to help employees transition
into more value-added roles that cannot be easily automated. HR must also
redesign jobs to focus on higher-order tasks that require human creativity,
decision-making, and emotional intelligence.

15
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b. The Role of Al in HR Management: Al and data analytics are
revolutionizing HR functions such as recruitment, performance
management, and employee engagement. For example, Al can assist in
screening job applications, identifying high-potential candidates, and even
predicting employee turnover. HR planners must ensure that employees
are equipped with the necessary skills to leverage these new technologies
effectively.

C. Flexible and Remote Work Models: Technology has also changed how
organizations approach work itself. Remote work, enabled by digital
communication and collaboration tools, has become increasingly common.
HR must plan for this shift by creating policies and infrastructure that
support remote work, including virtual onboarding processes, digital
performance tracking systems, and flexible work arrangements.

Human Resource planning is a crucial element of organizational strategy,

ensuring that a company can meet its corporate objectives by efficiently utilizing its
workforce. By focusing on the five key points—optimum utilization of human
resources, forecasting future needs, linking HR planning with organizational
planning, controlling HR costs, and anticipating the impact of technology—
organizations can create a sustainable HR strategy that supports both current and
future business needs. As companies navigate an increasingly complex and fast-
paced business environment, HR planning will continue to play a pivotal role in
shaping organizational success.

2.7 Determinants Of Hr Planning/ Factors Affecting:

1

Demand and supply scenario- For Human resources, demand side factors stem
mainly from business strategy but new skills may be needed. If mergers or
acquisitions are expected, then new expertise may be needed which may
require new recruits. Organizations that use competency mapping may be able
to provide data relevant to HRP which would clearly indicate the HR supply
position

Technological Advancement- The speed of recent change has been such that
there is application of computerized technology in products and processes. The
need for more creative and more relational uses of human skills, interpersonal
relationship skills is increasing day by day due to substitution of labour by
capital. Hence it affects the design of jobs, skills, location and employment
contracts too.

Changing attitude of employees- today’s employees are more individualistic
and expect to have a voice in the working of the organization. They put more
emphasis on family and quality of leisure. Hence, they don’t remain with one
employer for a long time. These attitudes are particularly found among white
collared knowledge workers.

Changing organizational priorities- The HR supply side issues that HR
planning should address include the organization’s policy on growth from
within or by means of outside recruitment, the policy of compensation and the
organization’s view on HR development. Earlier, the organization’s HR plans
considered factors like age distribution of employees, turnover ratio, skill
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levels however, today factors like age and retirement are important
considerations.

Changing aspirations of employees- The more recent approaches to HR
planning need to consider current changes in minds and aspirations of human
resources. They possess a greater desire for self-development. Hence, attracting
and motivating individuals who are self- motivated and creative has become
difficult.

Modern HRP is an integrated activity and focuses on optimising human
resources quantitatively and qualitatively. The main responsibility of HRP lies
on the HR department but line managers are actively involved. It is an activity
done on a continuous basis, and is used to provide realistic information for
acquisition, development and deployment of human resources.

Type of organization- depending upon the production process involved,
number and type of staff needed, supervisory and managerial personnel
(employees) required are estimated.

Organizational strategy -The strategic plan/ corporate strategy of the
organization about acquisition, merger, growth defines its HR needs whether to
hire new employees, lay off some old and inefficient employees etc.

Preference / need for Outsourcing — Several organizations outsource a part of
their work to outside parties either in the form of sub -contracting or
ancilliarisation. Hence, some organizations do not want to hire more people to
avoid HR problems and HRP therefore is rarely needed.

Supply conditions in the labour market- Availability of people with skills and
abilities that can be tapped. The supply of labour comprises of considering

a. Nature of production technology
b. Employability of people

c. Demand for goods, services in the country

d. Size, age, gender, educational composition of population.

Time horizon- On one hand there are short term plans for less than one year,
long term plans for three to twenty years. These plans operate in an unstable
environment. There is a lot of instability in the short term and rapid changes in
social and economic conditions. This time horizon affects personnel planning.

2.8 Importance Of Hr Planning:

It helps to determine future personnel needs by focusing on corporate

strategy of expansion, diversification, growth or downsizing. It also helps in
adjusting for shortage or surplus manpower supply

1

HR Planning provides a set of inputs into strategy formulation by providing
type and number of people available to pursue a given strategy

It helps in creating highly talented pool of human resources and prevent
shortages in future. Due to technological changes or changes in business
environment there is need for different number and type of people which is
fulfilled by Succession planning and manpower planning

17
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International expansion strategies depend upon the ability of HR department to
fill key positions with competent employees. Redeploying present employees
in a global environment becomes necessary and an important strategy in this
scenario. HR planning helps in integrating these complex issues

It lays the foundation for designing and implementing other personnel
functions like recruitment, selection, training , development and even layoffs

Increasing investment in human resources through direct training , job
assignments, it becomes important that employees are used effectively

HR planning helps to unite the perspectives of line as well as staff mangers
through effective communication and cooperation between them

Reducing resistance among employees to change is the need of the hour.
Moreover, there is increasing emphasis on self evaluation, evaluation of loyalty
towards the organization, this has made HR planning necessary

Other Benefits :

Reduced personnel costs
Better opportunity to include women and minority groups in future growth

plans

More time provided to search talent

Major demand on local labour market can be created

Top management has better view of HR dimension while making business
decisions

Imbalances can be anticipated and minimised

Development of managers is possible by planning assignments to develop

them

2.9 Hindrances / Problems In Hr Planning/ Barriers To Effective Hr Planning

1

Improper Linkage between HRP and Corporate Strategy- HR planning is
the basis for further activities of HR Management and many organisations fail
to link HRM and HRP to corporate strategies and objectives or corporate
strategic management. As a result, there are excessive number of employees or
the right number of employees at the right time are not available.

Rigidity in Attitude of top management as well as HR managers- Old and
traditional organizations treat human resources as subordinate factors. Many
organizations have renamed their personnel departments to HR department but
their attitude is still of fashioned which aims at maximum utilization of HR
rather than optimum utilization or best utilization.

Inadequate Appreciation of HRP- The importance of human assets and
importance of HRP has not been realized by many organizations. They believe
that due to the problem of unemployment, people are available when needed
but the question is whether these are employable or the right type/ kind of
persons required by the organization. Thus, there is always a conflict between
qualitative and quantitative approach to HRP.



4  Environmental Uncertainty — Complexity and variability of environment
(business environment) cannot be predicted. HR planning involves
commitment for the future period and it becomes unrealistic and inaccurate at
times due to uncertainty in the environment

5 Conflict between Short term and long term HR Plans- There is a conflict
between hiring people on ad hoc basis/ temporary basis and adjustment is made
with existing personnel. Sometimes, the conflict is between the pressure to get
work done on time and long term need to prepare people for assuming greater
responsibility. Many managers believe that HR needs can be met immediately
since skills are available on market as long as wages and salaries are
competitive . Hence , managers ignore promoting depending upon short term
needs alone and ignore long term issues of employee career growth and
progress

6 Inappropriate HR Information system- HRIS which is used for formulating
strategy is incompatible. The timely availability of information while
formulating HR plans is not available correctly and adequately for making
projections/ forecasts. Information pertaining to employee productivity,
employee turnover rate, volume and area of operations etc. are important for
making HR plans.

7 Non- involvement of operating managers- The responsibility of HR planning
is shouldered strictly by the HR department in many organisations. Successful
HR planning needs the coordinated efforts of all — HR personnel as well as
operating managers.

8 Resistance of unions and employees — HRP is considered as an exercise to
increase the workload of employees without any benefit for the employees.
Hence this perception leads to a lot of resistance in its acceptance by employee
unions

2.10 KEY WORDS
Here are some key terms related to HR planning and corporate objectives:

e Human Resource Planning (HRP)
e Succession Planning

o Skills Gap Analysis

e [Forecasting Workforce Needs

e Employee Development

e Strategic Alignment

e Organizational Strategy

e Agility and Flexibility

e AlinHR
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e Outsourcing
e Talent Acquisition

e Retention Strategy

<+ EXERCISE
A Multiple Choice Questions
1. What is the primary goal of Human Resource Planning (HRP)?

a) To reduce the cost of recruitment

b) To ensure the organization has the right number of employees with the right
skills at the right time

c) To increase the salary budget

d) To focus on employee wellness programs

2. HRP is crucial for aligning workforce needs with:

a) Market trends

b) Financial goals

c) Organizational strategy
d) Employee benefits

3. Which of the following is NOT typically a part of Human Resource
Planning?

a) Forecasting future human resource needs

b) Assessing current workforce capabilities

c) Establishing recruitment and retention policies
d) Planning employee vacation schedules

4. One of the key objectives of HRP is to

a) Minimize the number of employees in the organization
b) Ensure optimum utilization of human resources

c) Focus only on technical skills of employees

d) Reduce employee training costs

5. Corporate objectives are typically

a) Financial in nature

b) Broad and long-term strategic goals of the organization
¢) Short-term employee-specific goals

d) Focused only on customer satisfaction

6. HRP plays a crucial role in meeting corporate objectives by

a) Ensuring employee welfare programs
b) Maintaining control over office supplies



c) Aligning workforce strategies with business goals
d) Focusing on reducing employee turnover

7. What is one of the most important reasons for implementing Human
Resource Planning?

a) To ensure that employees work overtime

b) To avoid skills shortages and surpluses in the workforce
c) To increase office space

d) To limit the recruitment process

8. HRP helps in which of the following?

a) Increasing organizational hierarchy

b) Maximizing employee turnover

¢) Enhancing strategic planning and decision-making
d) Focusing on individual job roles

9. Which of the following is a goal of HRP with respect to the future
workforce?

a) To control the personal lives of employees

b) To forecast and meet future human resource requirements
¢) To reduce the budget for employee compensation

d) To decrease the diversity of the workforce

10. Which of the following is a common barrier to effective HRP?
a) Clear organizational vision

b) Lack of data or poor data quality

c) Effective communication channels

d) Collaborative leadership

11. One of the barriers to successful HRP is

a) Organizational alignment

b) Technological advancements

c) Resistance to change from employees and managers
d) Support from senior management

12. The process of succession planning is closely related to
a) Employee training programs

b) Corporate social responsibility initiatives

c) Future leadership needs and HRP

d) Financial planning and budgeting

13. In HRP, forecasting human resource requirements involves

a) Only analyzing past hiring trends
b) ldentifying the potential for organizational growth
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c) Predicting future skill requirements and workforce changes
d)Setting up employee compensation structures

14. What does the "'supply of labor** refer to in HRP?

a) The number of job openings available

b) The existing workforce and its ability to meet future demands
c) The total salary budget for HR departments

d) The number of available recruitment agencies

15. Which of the following is a type of HR plan?

a) Strategic HR Plan

b) Financial HR Plan

c¢) Environmental HR Plan
d) Cultural HR Plan

B Worite Short Notes on:

1

2

3

4

5

Objectives HR Planning

Barriers to Effective HR planning

Importance of HRP

Types of HR Plans

Corporate Objectives

C Descriptive Question

1.

What is Human Resource Planning (HRP), and why is it important
for an organization?

Explain how Human Resource Planning (HRP) contributes to achieving
corporate objectives?

HRP helps in cost cutting. Do you agree? Justify your answer.

What challenges can HRP face when integrating with corporate objectives,
and how can they be addressed?

How can technology impact Human Resource Planning, and what steps
should be taken to address its effects

Explain the relationship between Human Resource Planning and
organizational strategy.

How does HRP help in aligning corporate objectives with workforce
needs?

What are the types of HR plans? Discuss in detail
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b) To ensure the organization has the right number of employees with the

right skills at the right time

c) Organizational strategy

d) Planning employee vacation schedules

b) Ensure optimum utilization of human resources

b) Broad and long-term strategic goals of the organization

c) Aligning workforce strategies with business goals

b) To avoid skills shortages and surpluses in the workforce

¢) Enhancing strategic planning and decision-making

b) To forecast and meet future human resource requirements
b) Lack of data or poor data quality

c) Resistance to change from employees and managers

c) Future leadership needs and HRP

c) Predicting future skill requirements and workforce changes
b) The existing workforce and its ability to meet future demands
a) Strategic HR Plan
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UNIT-3 HUMAN RESOURCE PLANNING: TOOLS

AND TECHNIQUES , TYPES, COMPONENTS

3.1 Introduction

3.2 Tools and Human Resource Planning

3.3 Forecasting Techniques in Human Resource Planning
3.4 Types of Human Resource Planning

3.5 Components of Human Resource Planning

3.6 Conclusion

3.7 Key words

<  Exercise

*

3.1 Introduction:

Human Resource Planning (HRP) is a strategic process that ensures an
organization has the right number of employees with the right skills in the right
roles at the right time. As businesses evolve, HRP becomes increasingly critical for
organizations aiming to stay competitive and agile. It involves forecasting future
workforce needs, identifying skill gaps, and ensuring that talent is available to meet
the company’s long-term objectives. To facilitate this process, HR professionals
rely on a variety of tools that provide valuable insights, streamline operations, and
support data-driven decision-making. These tools enable HR departments to
optimize workforce allocation, address potential challenges, and implement
proactive measures for talent acquisition, development, and retention.

3.2 Tools Of Human Resource Planning

HR departments utilize a variety of tools that help in forecasting, evaluating,
and developing a workforce aligned with the organization's needs. These tools aid
HR professionals in making data-driven decisions, addressing skills gaps, and
creating a workforce strategy that is flexible and responsive. Below are key tools of
Human Resource Planning:

1. Workforce Analysis Tools

Workforce analysis tools are essential for understanding the current
composition of an organization's workforce. They help HR departments evaluate
the skills, competencies, and potential of existing employees. By gathering
information such as employees’ qualifications, experience, job roles, and
performance, organizations can assess whether they have the right people in place
or if there are gaps that need to be addressed.

Some of the most common workforce analysis tools include:

o Employee Surveys and Feedback Systems: These can help gather insights
into employee satisfaction, performance, and engagement. The feedback can



reveal potential issues that need to be addressed to improve retention and
productivity.

« Employee Performance Management Systems: These tools enable
tracking individual employee performance, identifying skills, and assessing
potential for development.

2. Forecasting Tools

Forecasting tools help HR professionals predict future workforce needs
based on various internal and external factors. These tools use historical data,
trends, and predictive analytics to provide insights into how many employees will
be needed, what skills will be in demand, and when they will be needed.

Key forecasting tools include:

o Trend Analysis: By examining historical patterns in recruitment, turnover,
and demand for specific skills, HR professionals can forecast future staffing
needs. This is particularly useful for industries with seasonal fluctuations in
demand.

o Statistical Models: These models use quantitative data to forecast hiring
needs and the potential impact of external factors such as economic
conditions, technological advancements, or shifts in industry regulations.

e Scenario Planning: HR can use scenario planning to anticipate various
outcomes based on different assumptions (e.g., increased market demand,
changes in legislation) and prepare for potential challenges in workforce
planning.

3. Succession Planning Tools

Succession planning is critical to ensuring that an organization can maintain
leadership continuity and avoid talent gaps. Succession planning tools allow
organizations to identify high-potential employees who could be developed into
future leaders.

These tools include:

e Talent Management Software: This software tracks employees’ progress,
career aspirations, and leadership potential, helping HR identify candidates
for promotion or key positions.

o Talent Pools: These are databases of internal and external candidates who
could be considered for higher-level roles in the future. HR can use these
pools to track and evaluate potential leaders for strategic positions.

e 360-Degree Feedback: This tool helps assess the leadership capabilities of
current employees by collecting feedback from peers, subordinates, and
superiors, providing a comprehensive view of their strengths and areas for
improvement.
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4. Workforce Planning Software

Workforce planning software automates much of the process of assessing
and managing the workforce. These tools integrate with various HR systems,
allowing HR teams to make data-driven decisions and align workforce plans with
organizational goals.

These software tools offer features like:

o Demand Forecasting: Predicting the required workforce size and skills
needed for future projects or business growth.

« Employee Scheduling and Allocation: Tools for efficiently allocating
employees to various projects and roles based on skills and availability.

e Analytics and Reporting: Workforce planning software provides HR
teams with real-time insights into the current workforce, helping them make
adjustments as necessary.

Popular software tools include SAP Success Factors, Kronos Workforce Ready, and
Workforce Planning by Visier.

5. Skills Gap Analysis Tools

Skills gap analysis is a tool used to compare the current skills of the
workforce with the skills required for future business objectives. Identifying skills
gaps is crucial for ensuring that employees are equipped with the necessary
competencies to meet future organizational goals.

Skills gap analysis tools help in:

e ldentifying Missing Skills: Through surveys, assessments, or feedback
mechanisms, organizations can identify where skill shortages exist within
the team or department.

« Training and Development Planning: Once skills gaps are identified, HR
can create targeted learning and development programs to address these
shortages.

e Competency Frameworks: These frameworks outline the specific skills
and competencies that employees need to perform their roles effectively.
They serve as a benchmark for measuring current skill levels and
identifying areas for improvement.

6. Human Resource Information System (HRIS)

A Human Resource Information System (HRIS) is a powerful tool for
managing all employee data and supporting HR activities. It centralizes and
automates administrative HR processes, allowing for streamlined workforce
planning and management.



HRIS tools include:

o« Employee Database: Storing detailed information about employees,
including demographics, career history, qualifications, and skills.

e Tracking Leave and Attendance: Monitoring time-off and attendance
patterns to help forecast staffing needs and manage potential resource
shortages.

« Payroll Management: Ensuring that compensation and benefits are aligned
with industry standards and organizational budgets.

Well-known HRIS systems include ADP Workforce Now, Oracle HCM Cloud, and
BambooHR.

7. Employee Retention Tools

Employee retention tools focus on keeping talent within the organization. A
high turnover rate can be costly for an organization, so HR departments use these
tools to increase employee satisfaction and engagement, ensuring that the
workforce remains stable.

Examples of employee retention tools include:

« Employee Engagement Surveys: These surveys measure the level of
employee satisfaction, motivation, and commitment to the company. They
provide HR with actionable insights on how to improve work culture,
benefits, and career development opportunities.

« Exit Interviews: Conducting exit interviews helps HR understand why
employees leave the organization. The feedback from these interviews can
be used to develop strategies to retain current employees and prevent future
turnover.

8. Labor Market Analytics Tools

Understanding external labor market trends is crucial for effective HRP.
Labor market analytics tools provide HR teams with insights into industry trends,
labor supply and demand, and compensation benchmarks. This allows
organizations to remain competitive in attracting and retaining top talent.

These tools can help HR in:

« Compensation Benchmarking: Comparing salary and benefits data with
industry standards to ensure competitive compensation packages.

o Talent Pool Assessment: Identifying external labor pools to source new
talent and identifying potential recruitment challenges in specific
geographical regions.

e Labor Market Trends Analysis: Understanding shifts in the job market,
such as emerging skills or industries, and preparing the workforce
accordingly.
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9. Outsourcing and External Recruitment Tools

In certain cases, HR planning requires external resources. Recruitment
agencies, headhunting firms, or outsourcing vendors can be valuable tools for
filling specialized positions or managing short-term staffing needs. These external
resources complement internal HR processes and help organizations quickly scale
their workforce.

Tools for managing outsourcing and recruitment include:

e Recruitment Management Software: These tools help manage job
postings, applications, and candidate tracking throughout the hiring process.

e Vendor Management Systems: These systems help HR departments
manage third-party relationships with recruitment agencies and outsourcing
firms, ensuring cost-effectiveness and compliance.

3.3 Forecasting Techniques In Human Resource Planning

The various forecasting technigues used in HRP:
1. Trend Analysis

Trend analysis is one of the simplest and most commonly used forecasting
techniques in HRP. It involves examining historical data to identify patterns and
trends in staffing levels, employee turnover, recruitment rates, and other HR
metrics. By analyzing past performance, HR professionals can predict future
workforce needs with a degree of accuracy.

For instance, if an organization has historically experienced a turnover rate
of 10% annually, HR professionals can use this trend to estimate how many
employees will need to be replaced over the next year. Similarly, by studying past
hiring trends, HR can forecast the need for new hires based on business growth or
other factors.

While trend analysis is relatively easy to implement, it does have
limitations. It assumes that past patterns will continue into the future, which may
not always be the case, especially in rapidly changing industries or during times of
uncertainty.

2. Ratio Analysis

Ratio analysis is a quantitative forecasting technique that involves
calculating the relationship between various HR metrics. It is often used to assess
workforce productivity and estimate future workforce needs based on business
output. By applying specific ratios, HR professionals can determine how many
employees are needed to support a given level of business activity or production.

For example, an organization may analyze the ratio of employees to sales,
employees to production units, or employees to customers. If the organization
expects a 20% increase in sales, it can use the ratio analysis to estimate how many
additional employees will be needed to accommodate this growth. Similarly, ratio



analysis can be applied to determine how many employees may be required to
maintain efficiency if the organization plans to expand its operations or enter new
markets.

This technique provides a data-driven approach to forecasting and allows
organizations to make more informed decisions about resource allocation and
staffing levels.

3. Workforce or Staffing Forecasting

Workforce forecasting involves predicting the future size and composition
of the workforce, including the skills and qualifications required for specific roles.
This technique involves assessing both the current workforce and the organization’s
future needs based on strategic goals, business plans, and potential changes in the
external environment.

Workforce forecasting typically involves the following steps:

e Assessing Current Workforce: HR teams begin by conducting a
comprehensive analysis of the current workforce, including skills,
experience, job roles, and demographics.

e Analyzing Business Strategy and External Factors: HR professionals
then examine the organization’s strategic goals, growth plans, and external
factors (such as technological advancements, market conditions, and
regulatory changes) that may impact workforce needs.

e Projecting Future Workforce Requirements: Based on these factors, HR
professionals forecast the number and types of employees required in the
future, as well as any potential skills gaps.

Workforce forecasting is often used in conjunction with other techniques,
such as trend analysis or ratio analysis, to ensure that the predictions are as accurate
as possible.

4. Delphi Technique

The Delphi technique is a qualitative forecasting method that relies on the
input of a panel of experts to predict future workforce needs. This method involves
gathering feedback from a group of knowledgeable individuals (such as senior HR
professionals, business leaders, or industry experts) who provide their insights on
factors that may influence the organization’s HR requirements.

The process typically unfolds in multiple rounds:

1. In the first round, experts provide their initial predictions and insights on
workforce needs.

2. In the second round, experts receive feedback on the group’s predictions
and revise their answers accordingly.

3. The process continues until a consensus is reached or a final forecast is
developed.
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The Delphi technique is particularly useful for situations where there is
uncertainty or a lack of historical data, such as when a company is entering a new
market or introducing innovative products. It draws on the expertise and collective
judgment of a diverse group of professionals to produce a more reliable forecast.

5. Scenario Planning

Scenario planning is a forecasting technique that involves creating multiple
hypothetical scenarios to predict future workforce needs under different conditions.
This method allows HR professionals to explore different possible outcomes and
prepare for uncertainty or change. By considering multiple scenarios, organizations
can develop contingency plans to address various challenges that may arise in the
future.

For example, an organization may create different scenarios based on
factors such as economic growth, market competition, changes in consumer
demand, or shifts in technology. Each scenario would include an analysis of how
these changes could impact the organization’s workforce, including staffing levels,
skill requirements, and recruitment strategies.

Scenario planning is particularly valuable in fast-paced industries or in
organizations facing external uncertainties, as it enables businesses to be more agile
and adaptable when responding to future changes.

6. Markov Analysis

Markov analysis is a statistical technique used to predict the movement of
employees between different roles or departments within an organization. It is
based on the assumption that the probability of an employee moving from one state
(such as an employee in a particular role or department) to another is influenced by
historical patterns of movement.

HR professionals use Markov analysis to forecast employee turnover and
promotions, helping them understand the flow of employees within the
organization. For example, it can help HR predict how many employees are likely
to leave the company, how many will be promoted, or how many will move to
different roles. This helps HR departments plan for staffing changes, recruitment
needs, and talent development programs.

By understanding these patterns, organizations can more effectively plan for
future workforce needs, ensuring that they have the right talent in place to fill key
roles.

7. Qualitative Forecasting

In addition to quantitative techniques, qualitative forecasting methods are
often used in HRP when there is a lack of historical data or when the external
environment is particularly uncertain. Qualitative forecasting relies on expert
judgment, intuition, and subjective insights to predict future workforce needs.

Some common qualitative forecasting methods include:



e Focus Groups: HR professionals can organize focus groups with managers,
department heads, or employees to discuss workforce needs and potential
challenges. This method allows for open discussions and brainstorming of
ideas.

o Expert Opinion: HR can gather opinions from key stakeholders, such as
senior leaders or industry experts, to gain insights into future workforce
trends.

e Brainstorming Sessions: Collaborative sessions where HR professionals,
business leaders, and other stakeholders come together to generate ideas and
assess potential workforce requirements.

While qualitative forecasting is more subjective than quantitative methods,
it can be valuable for capturing insights that may not be reflected in numerical data.

8. Regression Analysis

Regression analysis is a statistical technique used to predict the relationship
between variables and estimate future workforce needs. HR professionals use
regression analysis to examine how certain factors (such as business growth, market
conditions, or employee productivity) impact workforce requirements. By
identifying these relationships, HR can predict how changes in one variable will
affect the overall workforce.

For example, regression analysis can be used to predict how an increase in sales
might correlate with the need for more customer service representatives or how a
new product launch might require additional engineering staff.

3.4 Types Of Hr Plans

Human Resource Planning (HRP) plays a crucial role in helping
organizations align their workforce with business goals, ensuring the right talent is
available to meet current and future needs. There are several types of HR plans,
each serving a specific purpose and focusing on different aspects of human capital
management. Below are the key types of HR plans that organizations typically
implement:

1. Strategic HR Plan

A strategic HR plan is focused on aligning HR activities with the overall
strategic objectives of the organization. It aims to ensure that HR practices
contribute directly to achieving long-term business goals. This type of plan takes a
comprehensive approach, considering the workforce needs for the next several
years and beyond. It covers areas such as workforce expansion, leadership
development, and adapting to future business challenges. A strategic HR plan also
includes a focus on talent management, workforce diversity, and organizational
culture, helping the organization build a sustainable competitive advantage through
its human resources.
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Key elements:

Alignment with business strategy

Workforce planning and talent management

Long-term employee development
o Leadership development and succession planning
2. Workforce Plan

A workforce plan is more tactical in nature and focuses on ensuring that an
organization has the right number of employees with the right skills at the right
time. This plan looks at both current workforce needs and future projections based
on business growth, technological changes, and market demands. It includes
strategies for addressing workforce gaps, such as recruitment, training, or
outsourcing. A workforce plan is often closely tied to operational goals and aims to
avoid understaffing or overstaffing, both of which can lead to inefficiency and
financial strain.

Key elements:
o Forecasting future workforce needs
« Identifying skill gaps and shortages
e Recruitment and retention strategies
« Managing employee turnover

3. Succession Plan

A succession plan focuses on identifying and developing internal talent for
key leadership and critical roles within the organization. This plan ensures that the
organization is prepared for potential vacancies in senior management or other
important positions due to retirement, promotions, or unexpected departures.
Succession planning is a proactive measure to avoid leadership gaps and maintain
continuity. The plan typically includes talent identification, leadership development
programs, mentoring, and coaching to ensure high-potential employees are ready to
step into more senior roles when needed.

Key elements:
o ldentifying key positions and critical roles
e Assessing internal talent for leadership potential
o Development programs for high-potential employees

« Smooth transition planning



4. Talent Acquisition Plan

A talent acquisition plan outlines strategies for attracting, recruiting, and
hiring the best talent to meet the organization's needs. This plan ensures that the
organization has a clear approach to sourcing candidates, whether through job
postings, recruitment agencies, or internal referrals. The plan also includes
strategies for employer branding, creating a positive candidate experience, and
ensuring diversity and inclusion in recruitment efforts. A talent acquisition plan is
essential in competitive labor markets, where organizations must differentiate
themselves to attract top talent.

Key elements:
e Recruitment strategies and channels
« Employer branding and candidate experience
« Diversity and inclusion initiatives
e On-boarding process
5. Training and Development Plan

A training and development plan focuses on ensuring that employees
have the skills and competencies needed to perform their current roles effectively
and to prepare for future opportunities within the organization. This plan includes
both formal training programs and informal development opportunities such as
mentoring, coaching, and on-the-job learning. It is essential for fostering employee
engagement, improving productivity, and preparing the workforce for new
challenges. Regular training programs also help organizations stay competitive by
ensuring employees remain adaptable to changes in technology, industry trends,
and customer demands.

Key elements:
o Skills assessment and gap analysis
« Formal training programs and certifications
o Employee development opportunities (e.g., coaching, mentoring)
o Career progression planning
6. Compensation and Benefits Plan

A compensation and benefits plan outlines the structure and strategy for
employee salaries, bonuses, benefits, and rewards. This plan ensures that the
organization offers competitive pay packages that attract and retain talent while
aligning with the company’s budget and compensation philosophy. It includes base
salaries, performance-related bonuses, benefits such as health insurance and
retirement plans, and non-monetary rewards like recognition programs. A well-
designed compensation and benefits plan can enhance employee satisfaction,
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motivation, and loyalty, and is often linked to organizational performance and
individual achievements.

Key elements:

Salary structures and market competitiveness
Bonus and incentive programs
Employee benefits (healthcare, retirement, etc.)

Recognition and reward systems

7. Employee Retention Plan

An employee retention plan aims to reduce employee turnover by

addressing the factors that contribute to job dissatisfaction and disengagement.
Retention strategies focus on creating a positive work environment, offering career
development opportunities, and ensuring fair compensation. This plan often
includes efforts to improve employee engagement, work-life balance, recognition
programs, and open communication channels between employees and management.
Retaining top talent is crucial for organizational stability and growth, as turnover
can be costly in terms of recruitment and lost productivity.

Key elements:

Employee engagement initiatives
Career development opportunities
Work-life balance policies

Recognition and feedback systems

Based on time dimension HR planning could be classified as:

1

Short term HRP — It is derived out of long term plans and tries to
contribute to the achievement of long term objectives of HRP. In short
term usually less than a year, there is no major change in human
resources and organisational operations. Changes take place due to short
term events like death, separation, resignation, promotion. Therefore,
the basic problem in short term ids to effectively manage utilisation of
human resources by matching them with existing organisational jobs.
However, at the organisational level, matching of surplus or shortage of
manpower can be done by temporary layoffs, reducing working hours,
reducing workload in the short term

Long term HR plans — These extend upto five years or even beyond
that. In the long term organizations have the flexibility to match its
human resources and jobs through voluntary retirement schemes in case
of surplus manpower and additional recruitments and selection and
development of human resources for shortage of human resources.
Thereby, a qualitative and quantitative adjustment is possible. At
individual level, training programs for better skills, development



programs for enhancing capabilities needed for higher level jobs are
planned

Similarly.HR Planning can be done at Organisational level and national
level also. At national level, HR planning is done to achieve full employment of
labour and its effective utilisation for economic development. While, at
organisational / firm level it involves department level, managerial level planning
etc.

Each type of HR plan serves a specific purpose and is crucial for ensuring
that the organization’s workforce is aligned with both current and future business
needs. Whether focusing on long-term strategic alignment, talent acquisition,
employee development, or retention, HR planning ensures that the right people are
in place to drive organizational success. By implementing a variety of HR plans,
organizations can maintain flexibility and agility in an ever-evolving business
environment, ensuring that they are well-equipped to meet the challenges of the
future.

3.5 Components Of Hr Planning

Human Resource Planning (HRP) is the process of forecasting and
managing an organization’s human capital needs to ensure that it has the right
number of people with the right skills at the right time. It aligns the workforce
with the strategic goals of the organization, enabling it to effectively meet its
business objectives. HRP involves a set of key components that work together to
ensure that the workforce is well-equipped to support current operations and future
growth.

These components include workforce analysis, forecasting, recruitment,
training and development, performance management, succession planning, and
employee retention strategies, among others.

1. Workforce Analysis

Workforce analysis is the first critical component of HR planning. It
involves reviewing the current workforce and identifying its composition, skills,
qualifications, and experiences. Understanding the strengths and weaknesses of the
existing workforce enables HR professionals to determine if there are any skill gaps
or imbalances in staffing levels that need to be addressed.

Key aspects of workforce analysis include:

o Skill assessment: Identifying the current skills of employees and comparing
them to the skills required for future business needs.

« Employee demographics: Analyzing the age, gender, educational
qualifications, and experience levels of employees to assess diversity and
potential future challenges (e.g., retirement rates).

« Job roles and responsibilities: Reviewing job descriptions and roles to
ensure alignment with the organization's strategic goals.
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« Employee performance: Assessing individual and team performance to
identify areas for improvement or development.

By conducting a thorough workforce analysis, HR can pinpoint areas of
strength and areas needing improvement, creating a foundation for strategic HR
decisions.

2. Forecasting

Forecasting is the process of predicting the future human resource needs of
an organization based on both internal and external factors. This component
involves estimating the number of employees required, the types of skills needed,
and the timeframes for fulfilling these requirements.

Key elements in HR forecasting include:

o Demand forecasting: Predicting future workforce requirements based on
business growth, technological advancements, market trends, and strategic
plans.

e Supply forecasting: Assessing the availability of talent, both within the
organization and from external sources, including the labor market, to
determine if the necessary skills and resources are available.

o Gap analysis: Identifying the gap between the forecasted demand and the
current workforce supply, enabling HR to develop strategies to close these
gaps, such as recruitment or training programs.

Forecasting helps HR departments proactively prepare for workforce needs,
allowing organizations to maintain the right balance of talent and avoid disruptions
due to talent shortages or overstaffing.

3. Recruitment and Selection

Recruitment is a fundamental component of HR planning. It focuses on
attracting and hiring the right talent to fill workforce gaps identified during the
workforce analysis and forecasting stages. An effective recruitment and selection
process ensures that an organization has access to a pool of qualified candidates
who can contribute to the organization’s goals.

Key steps in recruitment and selection include:

e Job analysis: Defining job roles, responsibilities, and qualifications
required for each position.

e Sourcing candidates: ldentifying and attracting potential candidates
through job postings, recruitment agencies, online platforms, referrals, and
other channels.

o Screening and interviewing: Evaluating candidates’ qualifications, skills,
and cultural fit through various methods such as resume screening,
interviews, and assessment tests.



e On-boarding: Ensuring a smooth transition for new hires by introducing
them to the organization’s culture, policies, and procedures.

Effective recruitment ensures that the organization is attracting a diverse
and talented pool of candidates to meet its HR needs, both in the short and long
term.

4. Training and Development

Training and development are essential components of HR planning, aimed
at enhancing the skills and competencies of the workforce to meet both current and
future organizational needs. Continuous learning and development are necessary to
ensure that employees remain productive and capable of handling evolving
challenges.

Key elements of training and development include:

« Needs assessment: Identifying skill gaps within the organization or specific
departments to ensure that training initiatives are targeted at areas where
improvement is required.

e Learning programs: Designing and implementing training programs that
focus on specific skill sets, leadership development, technical skills, or soft
skills.

« Employee development: Offering career development opportunities,
mentorship programs, job rotations, and succession planning to help
employees grow within the organization.

o Evaluation: Assessing the effectiveness of training programs by measuring
employee performance, engagement, and satisfaction post-training.

Training and development not only help employees grow but also contribute
to overall organizational performance by improving productivity, innovation, and
employee engagement.

5. Performance Management

Performance management is the process of assessing and improving
employee performance to ensure that organizational goals are being met. It includes
setting clear performance expectations, providing ongoing feedback, and evaluating
employee progress toward achieving these objectives.

Key elements of performance management include:

o Goal setting: Establishing clear, measurable performance objectives for
employees that align with organizational goals.

e Ongoing feedback: Providing continuous support and feedback to
employees, encouraging improvement and offering guidance on areas of
development.
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e Performance appraisals: Conducting periodic performance reviews to
assess employee achievements, challenges, and potential for growth. This
can involve self-assessments, peer reviews, and manager evaluations.

e Recognition and rewards: Acknowledging high performance through
rewards, bonuses, promotions, and other incentives.

Effective performance management motivates employees, improves productivity,
and ensures that the organization’s objectives are being met efficiently.

6. Succession Planning

Succession planning ensures that an organization has a pipeline of talented
employees ready to step into critical leadership or specialized roles when needed. It
is particularly important for high-level positions such as executives, department
heads, or technical experts. Succession planning helps to ensure business continuity
and reduce the risk of leadership gaps that could negatively impact the organization.

Key components of succession planning include:

« Talent identification: Identifying employees with high potential for future
leadership roles.

e Leadership development: Providing targeted training, mentorship, and
exposure to different areas of the business to prepare high-potential
employees for advanced roles.

o Retention strategies: Ensuring that key talent remains engaged and
committed to the organization by offering development opportunities and
career progression plans.

Succession planning helps organizations mitigate the risks of sudden
leadership departures and ensures that the right people are prepared to step into
critical positions.

7. Employee Retention Strategies

Employee retention is a vital component of HR planning, focusing on
keeping talented and experienced employees within the organization. High turnover
can be costly, both in terms of recruitment expenses and the loss of organizational
knowledge. Retention strategies are designed to enhance employee satisfaction,
engagement, and loyalty.

Key strategies for retention include:

e Workplace culture: Promoting a positive, inclusive work environment
where employees feel valued and supported.

o Compensation and benefits: Offering competitive salaries, bonuses, and
benefits packages that align with industry standards.



o Career development opportunities: Providing employees with clear career
progression paths, opportunities for skill development, and growth within
the organization.

o Work-life balance: Encouraging flexible work arrangements and providing
support for personal well-being.

By focusing on employee retention, organizations can reduce turnover,
retain institutional knowledge, and foster a stable and committed workforce.

8. Labour Market Analysis

Labour market analysis involves studying the external environment to
understand trends, demands, and challenges related to the labour force. It helps HR
departments gauge the availability of talent, wage trends, and regional workforce
dynamics, enabling them to adjust recruitment and compensation strategies
accordingly.

Key aspects include:

e Market trends: Identifying emerging industries, new technologies, and
changing job requirements that may impact talent availability.

o Salary benchmarking: Analysing compensation trends to ensure the
organization offers competitive salaries to attract and retain top talent.

o Regulatory changes: Keeping up-to-date with labour laws, immigration
policies, and other regulations that may affect recruitment and staffing
practices.

Labour market analysis helps HR departments remain competitive in talent
acquisition and adapt to changing labour market conditions.

The components of HR planning are interdependent and work together to
ensure that an organization has a workforce that is equipped to meet both current
and future needs. From workforce analysis and forecasting to recruitment, training,
and succession planning, HR planning involves multiple processes that focus on
talent acquisition, development, performance, and retention. By effectively
implementing these components, organizations can optimize their human resources,
drive business success, and foster a positive work environment. HR planning is
essential in a rapidly evolving business world, helping organizations navigate
challenges and seize opportunities for growth.

3.6 Conclusion

Human resource planning tools play a pivotal role in helping organizations
anticipate and address their workforce needs. By leveraging a combination of
forecasting, skills gap analysis, succession planning, and workforce management
technologies, HR departments can create strategies that optimize the talent pool,
support business goals, and enhance overall organizational effectiveness. As the
workplace continues to evolve with technological advancements and changing
market conditions, HR professionals must stay equipped with the most up-to-date
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tools and methodologies to effectively plan for and manage their workforce. These
tools enable organizations to remain agile and competitive in a dynamic
environment, ensuring they are always prepared to meet the demands

3.7 Key Words

HR Planning
Workforce alignment
Talent management
Organizational goal
Strategic Alignment

Resource Optimization

EXERCISES

A Multiple Choice Questions

1. Which of the following is the first critical component of HR planning?

a Recruitment and selection
b Workforce analysis
c Performance Management

d Succession planning

2. Which of the following is primarily involved in identifying skill gaps
within an organization?

a Recruitment
b Training and Development
c Workforce analysis

d Performance management

. Which HR planning component involves predicting the future human

resource needs of an organization?
a Recruitment and selection

b Succession planning
C Forecasting

d Employee retention

. Which HR planning component ensures that an organization has the

right people in leadership roles for the future?

a Succession Planning
b Training and Development



c Performance Management

d Compensation and Benefits

5. Which of the following is NOT a part of forecasting in HR planning?
a Demand Forecasting
b Supply Forecasting
C Skill development

d Gap analysis

6. Labour market analysis helps HR departments by

a Forecasting future turnover rate

b Analysing compensation trends and talent availability
C Selecting candidates for specific roles

d Designing training programmes

7. What is the main objective of workforce analysis in HR planning?

a To predict the number of employees needed

b To assess current employees’ skills and experience
c To determine compensation levels

d To evaluate employee satisfaction

8. Which strategy is commonly used to ensure that employees remain
engaged and satisfied with their work environment?

a Succession planning

b Employee recruitment and selection strategies
C Performance management

d Employee retention strategies

9. Which of the following is a key feature of performance management in

HR planning?
a Offering rewards for high performance
b Providing continuous feedback and support

c Conducting performance appraisals
d All of the above

B Short Questions

1. What is HR forecasting, and why is it important for organizations?
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List and explain any three key elements of performance management in HR

planning.

3. What is the main goals of employee retention strategies in HR planning?

What does labour market analysis involve, and how does it impact HR

planning?

Define workforce analysis and its role in identifying skill gaps within an

organization.

C Descriptive Questions

1

What is the role of training and development in HR planning? Explain
how organizations identify skill gaps, design training programs, and
evaluate the effectiveness of their training initiatives to meet both short-
term and long-term business needs.

How does workforce analysis contribute to effective HR planning and
organizational success?

What is the role of forecasting in HR planning, and how does it help in
aligning workforce needs with business goals?

What are the key steps involved in the recruitment and selection process,
and how do they ensure the right talent is hired?

How do training and development initiatives in HR planning support
employee growth and organizational objectives?

Why is succession planning important in HR, and what strategies can
organizations use to ensure effective leadership transition in future?

Describe the steps involved in the recruitment and selection process in
HR planning. How do HR professionals ensure they attract and select the
right candidates, and what challenges might organizations face during
recruitment?

Answer key

© 00 N o o b~ WwN -

b Workforce analysis

C Workforce analysis

c Forecasting

a Succession Planning

c Skill Development

b Analysing compensation trends and talent availability
b To assess current employees’ skills and experience

d Employee retention strategies

d All of the above



UNIT-4 HRP: PROCESS AND METHODS

4.1 Introduction

4.2 Determining of the objectives of human resources planning
4.3 Making current manpower inventory

4.4 Forecasting demand & supply of Human Resource
4.5 Analyzing the man power gaps

4.6 Employment plan / Action plan

4.7 Training & Development

4.8 Appreciable of manpower planning

4.9 Process

4.10 Averment Analysis

4.11 Determining HR objective & Politicizes

4.12 Human Resource Forecast

4.13 Action plan

4.14 Control evolution

4.15 Method

4.16 Assess your current human resources capacity
4.17 Forecast future HR requirements

4.18 Identify HR gaps

4.19 Integrate the plan with you

4.20 Organization’s overall strategy

4.1 Introduction

Human resource planning (HRP) is a systematic process that helps
businesses ensure they have the right people with the right skills in the right places
at the right times. HRP is an important investment for businesses because it helps
them remain productive and profitable.

Human resource management has begunto play a key part in the
overall strategic growth of the firm, as stated in the previous chapter. HR strategies
are currently designed in accordance with the organization's overall
business strategy; however, HR strategies should serve the organization's interests
by translating the firm's goals and objectives into a consistent, integrated, and
complementary set of programmes and policies for managing people.

HRP (Human Resource Planning) is the first component of a human
resource strategy. HRP provides the foundation for all other HR activities
such as employee hiring, training and development, remuneration,
appraisal, and labour relations. HR planningis critical in a wide range
of industries and businesses. HR planning has an impact on how employers
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recruit, select, and retain employees, and these actions, in turn, have an impact on
organisational results and success. The challenges posed by changing economic
conditions in recent years demonstrate the importance of HR workforce planning.

What Is Human Resource Planning (HRP)?

Human resource planning (HRP) is the continuous process of systematic planning
to achieve optimum use of an organization's most valuable asset—quality
employees. HR planning ensures the best fit between employees and jobs while
avoiding manpower shortages or surpluses.

4.2 Determining of the objectives of human resources planning

The objectives of human resource (HR) planning are to ensure the best fit
between employees and jobs, while avoiding workforce shortages or spares.

The basic objective of human resource management is to achieve the overall
desired goals by making the best use of the organization's material resources and
working human resources. Human resource management collects skilled and
experienced Employees for the organization and assigns them to work according to
their skills. Skilled and experienced employees are given proper training to increase
their skills, thus it is possible to achieve their desired goals very easily.

The overall objectives that human resource management strives to achieve are as
follows:

4.2.1 Create Skilled Manpower:

Skilled manpower is a valuable resource for every organization.
Organizations that improve their overall operations when the workforce. Therefore,
the first and main objective of human resource management is to make the working
staff efficient in coordination with the overall situation of the organization.

4.2.2 Optimum utilization of resources:

In addition to human resources, various types of material resources are used
to carry out day-to-day operations. If you can ensure optimal use of all materials
used in production and service delivery, as production increases, service quality
improves. Human resource management ensures the utilization of all resources,
including material, in the organization.

4.2.3 Recruiting suitable personnel:

Finding and assigning suitable personnel for the right positions is another
important objective of human resource management. Different departments of the
organization have different jobs, not all jobs are of the same type and importance.
Depending on the type and importance of the work, different Employees have to be
appointed. It prevents all wastage and produces quality products in larger quantities.

4.2.4 Training:

The organization needs to recruit and select the required employees and
train them to improve their work skills. Through training, they can gain practical



knowledge about the job. So building a trained population is another objective of
human resource management.

4.2.5 Motivation:

Since human resource management deals directly with the employees, it is
necessary to understand the behavior and attitude of the s and arrange various types
of giving messages to motivate them. If you can give the right message, the
Employees will devote themselves to the work. As a result, the quality of work
increases.

4.2.6 Job Analysis:

Different types of functions are performed in an organization. The objective
of personnel management is to appoint an Employee according to his choice
according to the type and nature and characteristics of the work and arrange
accordingly.

4.2.7 Performance Appraisal:

An important objective of human resource management is to evaluate
performance. By properly evaluating the work of the Employee and setting the
wage structure accordingly, the Employee cares about the work. As a result, the
organization is greatly improved.

4.2.8 Performance Appraisal:

An important objective of human resource management is to evaluate
performance. By properly evaluating the work of the Employee and setting the
wage structure accordingly, the Employee cares about the work. As a result, the
organization is greatly improved.

4.2.9 Healthy work environment:

The organization's overall work environment is composed of various types
of material and immaterial elements and materials. Therefore, the goal of the
human resource department is to create a healthy work environment by balancing
these human and material resources.

4.2.10 Productivity Increase:

Productivity increase is one of the objectives of personnel management. By
directing and controlling the Employees in a proper systematic manner, the
efficiency of the Employees can be increased, thereby increasing production.

4.3 Making current manpower inventory

A manpower inventory can be created using a variety of methods, including
surveys, interviews, and Job Analysis. It is typically managed by the human
resources department of an organization. The relevance of a manpower inventory
depends on the specific needs and goals of an organization.
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The relevance of a manpower inventory depends on the specific needs and
goals of an organization. In general, a manpower inventory can be a useful tool for
HR planning, Manpower Forecasting and decision-making.

Some potential benefits of a manpower inventory include:
4.3.1 Identifying the skills and qualifications of the current workforce:

A manpower inventory can help an organization understand the skills and
qualifications of its employees, and it can identify any gaps or shortages in the
workforce. This can be useful for identifying Training and Development needs, as
well as for recruiting new employees.

4.3.2 Planning for future staffing needs:

A manpower inventory can provide valuable information about the current
workforce and can be used to plan for future Staffing needs. For example, an
organization can use a manpower inventory to forecast future workforce
requirements based on business goals and growth plans.

4.3.3 Facilitating communication and collaboration within the organization:

A manpower inventory can help different departments and teams within an
organization to communicate and collaborate more effectively. By providing a
centralized repository of information about the workforce, a manpower inventory
can help managers and employees to understand each other's roles and
responsibilities, and it can facilitate the sharing of knowledge and resources.

4.4 Forecasting demand & supply of Human Resources

Forecasting of human resource is the process of predicting how a company’s
staffing needs change with time so that it can remain prepared to operate
successfully. Organizations use HR forecasting to decide to hire more people,
reduce their staffing, or adjust how they divide responsibilities.

Strategically, HR forecasting is part of HR planning. HR planning is a major
function of the HR process that ensures the analyzation and identification of the
needs for and availability of human resources so that the organization can meet its
intended goals and objectives at a required time.

Forecasting of human resource in an organization includes both demand and
supply forecasts. Demand forecasting (Manpower Forecasting) is the process of
estimating the future numbers of people required and the likely skills and
competences they will need. Forecasting human resource demand is the process of
estimating the future human resource requirement of right quality and right number.

4.4.1 Demand forecast

At a more practical level, forecasting demand involves determining the
numbers and kinds of personnel that an organization will need at some point in the
future. Forecasting demand has two approaches in explaining human resource
planning in the organization:



Quantitative approach

Concerned with determining the number of employees required in a future
period, there are uses of statistical or mathematical techniques that will be useful in
estimating the quantity of manpower through workload analysis and workforce
analysis.

Workload Analysis is the total workload of each department estimated based
on sales forecasts, work schedules, gross rate, and expansion plans.

Workforce Analysis is concerned with all existing workers who are not
likely to be available for work throughout the year, due to absenteeism and
turnover.

Qualitative approach (Skills analysis)
4.4.2 Supply forecast

Supply Forecasting measures the number of people likely to be available
from within and outside the organization- internal and external supply people
already employed by the firm and those outside the organization. It considers rates
of absenteeism, internal movements and promotions, wastage and changes in hours,
and other conditions of work. The supply analysis covers the following areas:
existing number of people employed by occupation, skill and potential, source of
supply from within the condition, and effect of changing conditions of work and
absenteeism.

Internal supply forecast is a succession planning or the career plans
orchestrated by an organization and is available by way of transfers, promotions,
retired employees & recall of laid-oftf employees. This step is vital, as it conveys an
inventory of the firm’s current and projected competencies.

4.5 Analysing the man power gaps

A manpower gap analysis, also known as a skills gap analysis, is a process
that compares an organization's current workforce skills to the skills needed to
achieve its goals. The goal of a gap analysis is to identify any deficiencies in the
workforce and create strategic plans to address them.

Here are some things to consider when conducting a gap analysis:

o Define goals: Set specific goals to ensure the analysis is focused and
meaningful.

o Identify core skills: Determine the skills needed to achieve your goals, and
compile a list of them.

o Review current skills: Assess the current skills and credentials of your
employees.

o Consider diversity: Assess the diversity of your workforce and how to
improve it through workforce planning practices.

o Consider retirement: Consider how retirement will affect the overall spread
of employees.
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Gap analysis can help organizations make better business decisions and plan
for the future. It can also improve efficiency and help organizations understand how
to improve processes and products.

4.6 Employment plan /action plan

An action plan is a document that lists what steps must be taken to achieve a
specific goal. It breaks down the goal into actionable steps that can be easily
followed and tracked.

Formulating an action plan is where the rubber meets the road, so to speak.

Your action plan should take into account all the analysis that came before it —
organizational strategies, current HR inventory, HR forecast, and gaps between
present and future — to create a step-by-step system for taking your business from
point A to point B.

The action plan will be different for every business. Some businesses may need to
begin recruiting and training. Other businesses may need to promote or transition
their existing workforce.

Here are some steps to develop an HR action plan:

- Analyze the current HR environment: Assess the organization's current HR
practices, including the strengths and weaknesses of the current workforce.

- Forecast future needs: Consider the company's business goals and anticipate
future labor needs.

- Balance supply and demand: Determine how to balance the company's labor
needs with its current supply of employees.

- Monitor progress: Regularly review and assess the progress of HR
initiatives to make adjustments as needed.

- Create an action plan: Develop a plan that includes specific activities,
timelines, and responsibilities to achieve HR goals.

The action plan for each business will be different, depending on the
company's needs. For example, some businesses may need to recruit and train new
employees, while others may need to promote existing employees or develop a
retirement program.

4.7 Training & development

Definition: Training and development refer to the systematic process of
enhancing employees' skills, knowledge, and abilities to perform their jobs
effectively, aligning with organizational goals.

Training

Focuses on improving specific job-related skills and competencies. Training
activities include formal courses, on-the-job training, and coaching sessions.



Development

Focuses on long-term career growth and potential. Development activities
include job shadowing, mentoring, attending conferences, and pursuing further
education.

4.7.1 Training and development can help employees:

Enhance their job performance

Feel valued and that the company wants to help them grow
Increase their job satisfaction

Increase their sense of commitment and belonging

Training and development can help organizations: Increase employee
engagement and retention and Increase productivity.

The importance of training and development has been growing rapidly due
to the advancement of Al and other technologies. Deloitte predicts that 54% of all
employees may require upskilling or reskilling in the next three years.

4.7.2 Objectives:

- Improve job performance

- Enhance employee productivity
- Increase job satisfaction

- Support career development

- Align with organizational goals

4.7.3 Types of Training:

On-the-job training (OJT)

Off-the-job training (classroom, workshops)
Online training (e-learning)

Mentorship programs

Coaching

Job rotation

Cross-functional training

@rooo0o

4.7.4 Training and Development Process:

1. Needs Assessment (identify training needs)
2. Design (create training program)

3. Implementation (deliver training)

4. Evaluation (assess training effectiveness)

4.7.5 Methods for Identifying Training Needs:

Performance appraisals
Employee surveys
Skills inventory

Job analysis
Succession planning

agkrowpnE
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4.7.6 Benefits:

Improved employee performance
Enhanced productivity

Increased job satisfaction

Better employee retention
Competitive advantage
Improved customer satisfaction

ogakrwdE

4.7.7 Challenges:

Limited resources (time, budget)
Difficulty in measuring effectiveness
Ensuring transfer of learning to job
Addressing diverse learning styles
Keeping training relevant and up-to-date

agkrownE

4.8 Appreciable of manpower

Manpower planning is a strategic process that helps businesses align their
workforce with their goals and objectives. It is an important part of human resource
planning (HRP) and can help businesses in many ways, including:

Reducing labor costs: Manpower planning helps identify excess staff and avoid
overstaffing, which can reduce labor costs.

Identifying talent: Manpower planning can help identify talented employees and
develop training programs to help them grow.

Supporting growth and diversification: Manpower planning can help businesses
ensure that they have the right number of employees to support their growth and
diversification.

Preparing for fluctuations: Manpower planning can help businesses prepare for
fluctuations in staffing levels, such as during holidays or other events.

Becoming more agile: Manpower planning can help businesses become more agile
and adaptable to changing market dynamics.

Ensuring smooth leadership transitions: Manpower planning can help businesses
identify future talent needs and implement succession planning strategies.

Some techniques used in manpower planning include demand and supply
forecasting, gap analysis, recruitment and selection, and training and development.

4.8.1 Objectives:

Ensure optimal utilization of human resources
Meet business objectives and strategic goals
Anticipate and address skill gaps

Reduce labor costs and improve productivity
Enhance employee engagement and retention

agrwdPE



4.8.2 Manpower Planning Process:

N

w

Forecasting: Estimate future business needs and trends

Workforce Analysis: Assess current workforce demographics, skills, and
competencies

Gap Analysis: Identify gaps between current and required workforce
Strategic Planning: Develop plans to address gaps and meet business
objectives

Implementation: Execute manpower plans through recruitment, training,
and development

Monitoring and Evaluation: Continuously review and adjust manpower
plans

4.8.3 Methods of Manpower Planning:

1.
2.

3.

4.
S.

Trend Analysis: Analyze historical data to predict future trends

Ratio Analysis: Use ratios (e.g., employee-to-supervisor) to determine
staffing needs

Regression Analysis: Use statistical models to forecast workforce
requirements

Delphi Technique: Gather expert opinions to forecast future needs

Scenario Planning: Develop scenarios to anticipate potential future changes

4.8.4 Techniques of Manpower Planning:

ko

Job Analysis: Identify tasks, duties, and responsibilities
Organizational Design: Structure and design the organization
Staffing Tables: Create tables to visualize workforce requirements
Succession Planning: Identify and develop future leaders

Career Development: Plan employee growth and advancement

4.8.5 Benefits:

akrownE

Improved strategic alignment

Enhanced productivity and efficiency

Better employee utilization

Reduced labor costs

Increased employee engagement and retention

4.8.6 Challenges:

agrownE

Accurate forecasting

Managing change and uncertainty
Attracting and retaining top talent
Addressing skill gaps and shortages
Balancing workforce supply and demand

4.9 Process

The Human Resources Planning (HRP) process contains systematic steps in

HRP that drive effective management of human resources. It is sometimes referred
to as the process of human resources planning or manpower planning.
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This methodical approach involves careful analysis, prediction, and strategic
allocation of workforce resources. By understanding the process of manpower
planning, businesses can ensure that the workforce remains a dynamic and
responsive asset, vital for achieving long-term success.

Step 1: Analyzing the Environment

Analyzing the environment marks the starting point of Human Resource Planning
(HRP). It involves scrutinizing both external and internal factors to identify
potential issues, threats, and opportunities shaping the organization’s strategic
planning.

External environment:

* Competitors

* Legal environment

Internal environment:

* Strategy

* Technology factors

Step 2: Predicting Labour Demands

Predicting labor demands is essential to avoid labor shortages that often impede
business expansion. Various methods are employed to forecast how business needs
will influence HR requirements. Here are two basic method categories:

* Qualitative Methods: Qualitative techniques like the Delphi and nominal group
techniques involve expert collaboration to create forecast statements and
assumptions. These methods, although time-consuming, allow for in-depth
discussions and idea sharing among experts.

* Quantitative Methods: Quantitative techniques, such as trend analysis, rely on
historical data to project future workforce needs. Crucial steps in trend analysis
include selecting appropriate business factors, plotting historical records,
computing productivity ratios, determining trends, and making necessary
adjustments for future projections.

Step 3: Assessing Labour Supply

Labour supply assessment focuses on both internal (existing workforce) and
external (potential recruits) resources. These resources are crucial to determine the
supply required in the present and the future.

Internal and external labor supply can be explained as:

* Internal Supply: Internal labor supply refers to the available individuals and jobs
within the organization. Human Resource Information System (HRIS) data projects
future trends based on current patterns.



* External Supply: External supply encompasses individuals in the broader labor
force who are potential recruits. The relevant labor market varies based on job
skills. For highly skilled positions, it might be a national or global market, whereas
for unskilled jobs, it typically is the local community.

Step 4: Bridging Gaps

Gap analysis merges labor demand and supply forecasts. This critical process
identifies potential skill shortages or surpluses. By aligning environmental forecasts
with supply and demand projections, HR planners evaluate the organization’s
readiness to pursue different business scenarios in alignment with its objectives.

Step 5: Implementation Planning

Following the analysis, implementation planning outlines the necessary steps to put
the chosen solution into action. This phase ensures that decisions made in the above
steps are translated into actionable plans, setting the sequence of events in motion.

Step 6: Oversight and Evaluation

Oversight and evaluation involve monitoring the effectiveness of human resource
plans over time. Any deviations from the plans are identified, and corrective actions
are taken as needed. Feedback from various outcomes is utilized to measure the
extent to which human resource objectives have been achieved.

4.10 Averment analysis

4.10.1 Averment Analysis in Human Resource Planning (HRP)

While "Averment Analysis" is not a commonly used term in the formal HR
literature, it appears to be a potential misinterpretation or misspelling of the term
"Assessment Analysis" or "Environment Analysis" in the context of Human
Resource Planning (HRP). Given this context, I'll explain Environmental
Analysis in HRP, as it is a crucial part of the planning process.

4.10.2 Environmental Analysis in HRP

Environmental analysis in HRP involves evaluating the external and internal
factors that influence the supply and demand for human resources in an
organization. This process helps HR professionals identify potential challenges and
opportunities related to workforce management and planning.

The purpose of emvironmental analysis in HRP is to ensure that an
organization can adapt to changes in its environment and maintain the right number
and quality of employees to meet its goals.

4.10.3 Key Elements of Environmental Analysis in HRP

1. External Factors: External factors refer to the elements outside the
organization that impact HR planning. These factors are often
uncontrollable by the organization, but they must be anticipated and adapted
to. Some key external factors include:
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Economic Conditions: Economic factors such as inflation,
unemployment rates, economic growth, and recession affect the
demand for labor. For instance, during an economic boom,
organizations might need more employees, while in a recession,
layoffs may occur.

Government Regulations and Policies: Changes in labor laws, tax
policies, and immigration laws can significantly affect the
workforce. For example, new labor regulations can lead to changes
in the hiring process, compensation, and benefits structures.

Technological = Advancements: As  technology  evolves,
organizations need to ensure their workforce has the right skills to
operate new systems and machinery. This may involve hiring new
employees with specialized skills or providing retraining for current
employees.

Socio-Cultural Factors: Social and cultural changes such as
changing attitudes toward work-life balance, diversity, and inclusion
can impact how organizations approach staffing and employee
engagement. Additionally, demographic shifts, such as aging
populations or younger generations entering the workforce, will
affect HR needs.

Globalization: With increasing global interconnectedness,
organizations may face challenges like competition from foreign
labor, talent shortages, or the need to hire a diverse workforce to
meet global business needs.

Competitive Forces: The HR needs of an organization may be
affected by competitors’ actions, such as their recruitment strategies,
benefits packages, and compensation structures. This can influence
how organizations attract and retain talent.

2. Internal Factors: Internal factors refer to the aspects within an organization
that impact HR planning. These factors are more controllable and should
align with the organization’s strategic objectives. Key internal factors
include:

o

Organizational Culture and Structure: An organization’s culture
and structure affect how employees are managed, their development
opportunities, and how roles are defined. For instance, an
organization with a flat structure may require fewer managers, while
a hierarchical structure may demand more.

Workforce Demographics: Understanding the age, skills,
education, and experience of the current workforce allows HR
professionals to plan for future workforce needs. For example, an
aging workforce might indicate the need for succession planning or
the hiring of younger employees.



o Organizational Strategy and Goals: The HR planning process
must be aligned with the broader organizational strategy. If the
company plans to expand into new markets, HR may need to recruit
employees with specific skills or relocate current staff to meet
business needs.

o Employee Turnover and Retention: High turnover rates may signal
problems with employee satisfaction or compensation, and this
should be addressed in HR planning. Retaining top talent is often a
priority and involves ensuring competitive wages, benefits, and
growth opportunities.

3. SWOT Analysis in Environmental Analysis: Conducting a SWOT
analysis (Strengths, Weaknesses, Opportunities, Threats) is a valuable
method for assessing both internal and external factors in the HR planning
process.

o Strengths: Internal factors that give the organization a competitive
advantage in managing its workforce, such as a strong company
culture or access to skilled labor.

o Weaknesses: Areas where the organization may be lacking, such as
inadequate training programs, high turnover, or limited opportunities
for advancement.

o Opportunities: External factors that can be leveraged, such as
emerging markets, new technologies, or changes in government
regulations that favor the hiring of certain types of employees.

o Threats: External factors that could negatively impact HR planning,
such as economic downturns, skill shortages, or new labor laws that
increase costs or regulations.

4.10.3 Importance of Environmental Analysis in HRP

1. Proactive Planning: By conducting environmental analysis, HR
professionals can anticipate external challenges and internal resource gaps.
This enables organizations to act proactively rather than react to unforeseen
changes.

2. Strategic Alignment: It ensures that HR plans align with the organization’s
overall strategy and goals. By understanding both external and internal
environments, HR can support the organization in achieving long-term
objectives.

3. Adaptation to Change: External environmental changes, such as
technological advancements or labor law reforms, require organizations to
adapt. Environmental analysis helps identify these changes early, enabling
organizations to update HR policies and practices accordingly.

4. Talent Management: The insights gained from environmental analysis help
HR professionals design strategies for recruitment, retention, training, and
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development based on the organization's needs and the external
environment. This leads to more effective talent management.

5. Risk Management: By assessing both internal and external risks, such as
economic downturns or skill shortages, organizations can better prepare for
workforce fluctuations, improving overall stability

4.11 Determining HR objectives & politicizes

Determining HR Objectives and Policies in Human Resource Planning (HRP)

Human Resource Planning (HRP) is a crucial process for ensuring that an
organization has the right number and type of employees to meet its business
objectives. One of the key components of effective HRP is setting clear HR
objectives and formulating HR policies to guide the planning process. These
objectives and policies play a pivotal role in aligning human resources with the
strategic goals of the organization, ensuring workforce efficiency, and fostering
employee satisfaction.

1. Determining HR Objectives in HRP

HR objectives refer to the specific goals that the organization seeks to achieve
through its HR practices. These objectives are aligned with the broader business
goals and ensure that HR activities contribute to the overall success of the
organization. The process of determining HR objectives involves assessing the
needs of the organization, identifying gaps, and setting measurable goals.

% Key HR Objectives:
1. Recruitment and Staffing:

To attract and hire a sufficient number of employees with the
necessary skills and competencies to fulfill organizational needs. This
involves forecasting workforce requirements and implementing effective
recruitment strategies, such as job postings, campus hiring, and
headhunting.

2. Employee Training and Development:

To ensure that employees have the required skills and knowledge to
perform their jobs effectively and support career growth. Developing
training programs and offering opportunities for skill enhancement,
leadership development, and professional growth.

3. Retention and Motivation:

To retain top talent and reduce employee turnover by ensuring that
employees are motivated and satisfied with their work. This involves
implementing competitive compensation, benefits, recognition programs,
and a supportive organizational culture.



Succession Planning:

To identify and develop future leaders within the organization and
ensure a smooth transition for key roles. Identifying high-potential
employees, providing leadership development programs, and preparing a
pipeline for leadership roles.

Workforce Diversity and Inclusion:

To create a diverse and inclusive workforce that reflects the broader
community and improves innovation. Developing diversity recruitment
strategies, offering diversity training, and ensuring an inclusive work
environment.

Employee Health and Well-being:

To maintain a healthy and motivated workforce by addressing
employee wellness. Implementing health and wellness programs, offering
flexible work arrangements, and promoting a work-life balance.

Labor Cost Management:

To manage labor costs effectively while ensuring that compensation
is competitive and fair. Analyzing compensation structures, offering
performance-based incentives, and reviewing employee benefits packages.

Compliance with Legal and Regulatory Requirements:

To ensure the organization adheres to labor laws and regulations
governing employment practices. Keeping up with changes in employment
laws, conducting regular audits, and ensuring policies and practices comply
with local, state, and national regulations.

How HR Objectives Are Set:

Alignment with Organizational Goals: HR objectives should always be
aligned with the broader goals of the organization. For example, if a
company is expanding, HR objectives should include recruiting more
employees with the required skill sets.

Assessing Workforce Needs: HR managers need to assess current
workforce capabilities, turnover rates, and future workforce demand based
on business projections.

SMART Goals: HR objectives should be Specific, Measurable, Achievable,
Relevant, and Time-bound (SMART), which makes it easier to track
progress and ensure that the objectives are met.

2. Formulating HR Policies

HR policies are the guidelines or principles that help ensure consistency in

how human resources are managed across the organization. They provide the
framework for decision-making and help ensure that HR activities align with the
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organization’s culture, values, and legal requirements. HR policies address various
aspects of employee management, from recruitment to retirement.

Key Areas Covered by HR Policies:
1. Recruitment and Selection Policies:

o define how employees will be recruited and selected. They outline
processes for job postings, interviewing, and selecting candidates.
The policy ensures fairness and consistency in the recruitment
process.

2. Compensation and Benefits Policies:

o how employees will be compensated, including salary structures,
bonuses, benefits, and incentive programs.

3. Training and Development Policies:

o how employees will be trained and developed within the
organization. They specify the opportunities for professional growth
and the responsibilities of both employees and management in the
development process.

4. Performance Management Policies:

o how employee performance will be evaluated, including setting
expectations, providing feedback, and conducting performance
reviews.

5. Employee Health and Safety Policies:

o the organization complies with health and safety regulations and
provides a safe working environment for all employees.

6. Workplace Conduct and Discipline Policies:

o These policies set expectations for employee behavior, including
acceptable conduct, attendance, dress code, and handling
disciplinary actions.

7. Employee Relations Policies:

o how the organization will foster positive relationships between
management and employees. They may include guidelines for
conflict resolution, grievance handling, and employee feedback
mechanisms.

8. Diversity and Equal Opportunity Policies:

o the organization promotes diversity and equal opportunity in hiring,
promotions, and general treatment of employees.



9. Succession Planning Policies:

o how the organization will manage leadership transitions and develop
internal candidates for key roles.

HR Policies Formulation Process:

1. Identifying Needs: HR policies should be based on the organization’s
current and future needs. These needs are identified through strategic
discussions, employee feedback, and legal requirements.

2. Aligning with Organizational Goals: Policies must support the overall
business strategy and organizational culture. For instance, a company that
emphasizes innovation may create policies that encourage continuous
learning.

3. Consultation and Collaboration: The formulation process often involves
collaboration with key stakeholders such as top management, department
heads, and legal advisors to ensure policies are comprehensive and fair.

4. Legal Compliance: HR policies must comply with local, national, and
international labor laws and regulations. Legal experts should be consulted
during policy creation to avoid legal pitfalls.

5. Communication and Implementation: Once policies are developed, they
should be communicated clearly to all employees, ensuring that everyone
understands their rights and responsibilities. Regular reviews of policies are
also necessary to adapt to changing laws or organizational needs.

4.12 Human resource forecast

HR forecasting is the process of predicting how a company's staffing needs
change with time so that it can remain prepared to operate successfully.
Organizations use HR forecasting to decide to hire more people, reduce their
staffing or adjust how they divide responsibilities. Since HR departments handle
hiring, onboarding and training, they're best qualified to execute this project.
Companies might do HR forecasting periodically or continuously if their business
model involves frequent turnover or supply and demand changes.

% Why is HR forecasting important?

HR forecasting is important because it ensures organizations can operate
responsibly, avoiding costs associated with lost productivity or over-staffing.
Businesses large and small experience personnel changes or external events that
dramatically affect their ability to meet clients' needs, produce enough products or
complete certain tasks. HR forecasting limits the financial and operational
consequences of these occurrences and protects businesses' bottom lines.

Here are some examples of how HR forecasting supports companies' interests:
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* Demand changes: Companies might adjust their teams' size to meet the demand
that changes seasonally or with consumer trends. For instance, retail stores typically
hire more staff ahead of the holiday season.

* Supply changes: If a company depends on a particular material or good to
operate, it may make staffing adjustments as supply changes. For instance, a
computer manufacturing plant may reduce its operations for a few months amid a
microchip shortage.

* Market changes: Economic and market changes may affect how many employees
a company can have. For instance, a state law increasing the minimum wage might
result in some companies planning to fill fewer positions.

* Internal staff changes: When employees retire, earn promotions or receive
terminations, their employers respond accordingly. Since most companies know
ahead of time who in their organization is changing roles or departing, they can
forecast necessary replacements.

* Resource availability changes: Companies' available resources often change,
affecting their staffing capacities. For instance, a growing company may purchase
additional office space and have more money to spend on the employees to fill it.

4.13 Action plan

An Action Plan for Human Resource Planning (HRP) serves as a
systematic framework that outlines the specific steps, tasks, and strategies needed
to ensure that an organization’s human resource needs are met both now and in the
future. The action plan helps HR managers focus on meeting business goals through
strategic workforce planning, ensuring the right people are in the right roles at the
right time.

% Key Steps in Creating an HRP Action Plan:
1. Define HR Objectives and Align with Business Goals

The first step in the HRP action plan is to clearly define HR objectives that
align with the overall business strategy. These objectives should be measurable and
focused on meeting the workforce needs of the organization.

% Action Steps:

e Collaborate with leadership and business wunits to understand
organizational goals (e.g., expansion plans, new product launches, market
diversification).

o Set specific HR objectives such as reducing turnover, improving talent
acquisition, enhancing employee skills, and fostering diversity.

2. Analyze the Current Workforce (Internal Audit)

The second step involves conducting a thorough analysis of the current
workforce. This helps identify existing skills, competencies, gaps, and any future
HR needs.



% Action Steps:

e Conduct a skills inventory to assess employee qualifications, experience,
and competencies.

o Evaluate current staffing levels and identify arecas where there are
surpluses or shortages.

o Assess employee performance using performance appraisals or feedback
systems.

e Review demographic data to understand trends in employee age,
retirement, and turnover rates.

3. Forecast Future HR Needs (Demand and Supply Analysis)

Forecasting future HR needs involves predicting the number and type of
employees required based on organizational growth, technological changes, and
market demands. It also involves estimating the future availability of talent in the
labor market.

0,

“ Action Steps:

e Conduct a demand forecasting by considering organizational growth
strategies, expansion, and new projects. Assess whether the current
workforce can meet future requirements.

o Forecast supply by evaluating current HR data, such as the retirement rates,
turnover, and internal promotions.

o Use statistical techniques such as trend analysis, workload analysis, and
supply-demand forecasting models.

o Engage with business leaders to gather insights on potential business
growth or restructuring that may affect HR needs.

0,

+ Example Action:

o Forecast the demand for 50 new software developers in the next 12 months
based on product launch schedules.

4. Develop HR Strategies and Actionable Plans

After identifying HR needs, HR professionals must develop strategies to address
talent gaps and support the workforce's development.

7

s Action Steps:

o Create recruitment strategies to fill talent gaps, focusing on both internal
promotions and external hiring.

e Develop training and development programs to upskill existing
employees and prepare them for future roles.
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o Implement retention strategies to ensure that top performers are not lost.
Consider compensation reviews, recognition programs, and career
development opportunities.

e Create a succession planning strategy to identify high-potential
employees and prepare them for leadership roles.

e Plan for diversity and inclusion initiatives to promote a diverse and
inclusive work culture.

< Example Action:

e Design a leadership development program to prepare 10 mid-level managers
for senior positions within the next 18 months.

5. Set Timelines and Deadlines for Implementation

Setting clear timelines ensures that each HR activity is executed promptly and
effectively. This step also involves allocating resources and delegating
responsibilities.

R/

¢ Action Steps:

o Establish deadlines for key milestones in the HR plan (e.g., recruitment,
training sessions, performance reviews).

e Break down tasks into actionable items with specific start and end dates.

e Assign responsibilities to relevant HR team members, department heads, or
external partners.

o Use project management tools to track progress and ensure timelines are
adhered to.

< Example Action:

o Set a deadline to complete recruitment for new positions within two months
after approval of the hiring plan.

6. Resource Allocation and Budgeting

Human resource planning requires adequate budgeting and resource allocation to
execute the action plan effectively.

% Action Steps:

e Prepare a budget for HR activities such as recruitment, training, employee
engagement programs, and HR technology.

o Allocate resources to each activity. For example, set aside funds for
external recruitment agencies or online job portals.

e Review and adjust the budget based on the available HR budget and cost
constraints.



o Seek approval from senior management for the allocated budget.
< Example Action:

e Allocate a budget of $50,000 for external recruitment costs to hire skilled
professionals for the IT department.

7. Implement HR Plans

Once strategies and resources are in place, it’s time to implement the HR plans.
This step involves carrying out the recruitment, training, development, and
retention activities.

®,

¢ Action Steps:

e Execute the recruitment process by posting job openings, conducting
interviews, and onboarding new employees.

e Launch training programs for skill development and leadership readiness.

o Initiate employee retention programs, such as engagement activities and
career development plans.

e Ensure that succession planning processes are integrated into the
company’s culture.

e Promote diversity and inclusion initiatives through workshops, policies,
and recruitment efforts.

% Example Action:

o Begin the recruitment drive for new software developers as outlined in the
forecasted demand, while launching a company-wide employee wellness
program.

8. Monitor Progress and Evaluate Effectiveness

To ensure the HR plan is on track and achieving the desired outcomes,
continuous monitoring and evaluation are essential.

% Action Steps:
e Track HR metrics such as recruitment success, turnover rates, training
participation, employee satisfaction, and performance improvement.

e Conduct regular review meetings to discuss progress with HR team
members and management.

e Gather feedback from employees and managers on HR initiatives (e.g.,
training  programs, onboarding  processes, career development
opportunities).

o Use data analytics to assess if HR objectives, such as turnover reduction or
talent acquisition goals, are being met.
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e Adjust strategies where needed based on the evaluation findings.

R/

s Example Action:

e Review recruitment data after 3 months to assess if the quality of hires has
met expectations, and adjust the hiring strategy if necessary.

9. Continuous Improvement

Human resource planning is a dynamic process that should be updated
regularly based on changing business needs, market conditions, and workforce
demographics.

.,

¢ Action Steps:

e Conduct annual reviews of the HRP process to incorporate feedback,
assess effectiveness, and update strategies for the upcoming year.

e Stay updated on HR trends and best practices in recruitment, employee
engagement, and workforce management.

e Revise HR policies and plans to reflect changes in business objectives,
market conditions, or employee expectations.

s Example Action:

o After the first year of HR planning, review employee engagement surveys,
turnover rates, and performance results to refine the next year’s HR
strategies.

4.14 Control evolution

1. Control in HRP

Control in HRP refers to the monitoring and management of human
resources to ensure that the HR plans are executed effectively and that the
organization’s HR needs are being met. It involves setting up systems to track the
progress of HR strategies and making adjustments if necessary.

% Key Aspects of Control in HRP:
1. Setting Clear HR Objectives and Benchmarks:

o The first step in control is to establish clear, measurable HR
objectives in alignment with the organization’s strategic goals. These
objectives act as benchmarks against which progress can be
assessed.

2. Monitoring and Tracking HR Activities:

o HR managers regularly track and monitor HR activities such as
recruitment, training, employee performance, retention, and
compensation to ensure that they are progressing as planned.



Performance Appraisals and Feedback Systems:

o Performance appraisals provide a mechanism for assessing the
performance of employees and identifying if HR activities (such as
training or development) are helping employees reach their
potential. This feedback is essential for making adjustments to HR
plans.

. Adjustments Based on Feedback and Data:

o Based on the data collected through monitoring and performance
evaluations, adjustments can be made to HR plans or policies if the
desired outcomes are not being achieved.

Establishing HR Metrics and KPIs (Key Performance Indicators):

o HR metrics are essential tools for tracking HR performance.
Common HR metrics include employee turnover rates, training
effectiveness, recruitment costs, employee satisfaction, and retention
rates.

Continuous Communication and Coordination:

o Regular communication with other departments and leadership
ensures that HR activities align with the overall business strategy.
This coordination also helps identify potential issues early on.

2. Evaluation in HRP

Evaluation in HRP involves assessing the effectiveness of the HR plans and

policies after they have been implemented. It helps to identify whether the HR
strategies are achieving the desired outcomes and whether any changes are needed
to improve future HR planning.

Key Aspects of Evaluation in HRP:

1. Assessing the Impact of HR Strategies:

o Evaluation measures whether HR strategies have had the intended
impact. For example, after implementing a training program, HR
will assess if employee performance or skill levels have improved.

2. Using Feedback and Surveys:

o Feedback from employees, managers, and other stakeholders is
critical to the evaluation process. Surveys or interviews can provide
insights into employee satisfaction with HR policies such as training,
compensation, and career development opportunities.

3. Measuring HR Outcomes Against Set Objectives:

o The evaluation process involves comparing actual HR outcomes
against the HR objectives set in the planning phase. If the
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organization aimed to reduce turnover by 10%, the evaluation
process will determine if this goal has been met or exceeded.

Cost-Benefit Analysis of HR Plans:

o The evaluation also involves assessing the financial impact of HR
plans. A cost-benefit analysis can determine if HR activities such as
recruitment, training, or employee engagement initiatives have
provided a return on investment (ROI).

Identifying and Addressing Gaps:

o Evaluation helps in identifying any gaps between the organization's
HR plans and the actual HR outcomes. This information allows HR
managers to fine-tune their strategies and take corrective actions.

Analyzing Workforce Trends:

o Regularly evaluating workforce trends (e.g., turnover, employee
engagement, internal promotions) can help HR assess whether the
workforce is aligned with the organization’s evolving needs.

Continuous Improvement and Feedback Loop:

o Evaluation in HRP should be part of a continuous feedback loop.
The insights gained from evaluation should feed back into the HR
planning process to improve future strategies and outcomes.

3. Steps in Control and Evaluation in HRP

1.

Define Clear HR Objectives: Establish measurable goals for recruitment,
retention, training, performance, and employee satisfaction.

Implement HR Plans: Execute the HR strategies and initiatives as outlined
in the planning phase.

Monitor HR Activities: Track HR activities (e.g., recruitment, performance
reviews, training, etc.) regularly to ensure they align with the objectives.

Collect Data and Feedback: Use metrics, surveys, interviews, and
performance reviews to gather data on HR activities.

Compare Actual Performance to Objectives: Evaluate how well HR
objectives have been met based on the data and feedback.

Make Adjustments: If any discrepancies between planned and actual
performance are identified, take corrective action, revise strategies, or
modify HR policies.

Report and Communicate Findings: Share the evaluation results with
relevant stakeholders and communicate any necessary changes to HR
practices or strategies.



8. Implement Improvements: Use the feedback from the evaluation to
improve the HR planning process for the next cycle.

4.15 Methods of Human Resource Planning (HRP)

Human Resource Planning (HRP) is a crucial process to ensure that an
organization has the right number of employees with the necessary skills to meet its
strategic goals. The methods used in HRP help organizations forecast their HR
needs, analyze the existing workforce, and plan for future human resources
accordingly. These methods can be categorized into both qualitative and
quantitative approaches, and each method serves to gather data, forecast workforce
requirements, and align HR policies with business objectives.

Here’s an in-depth look at the methods of Human Resource Planning:
1. Quantitative Methods

Quantitative methods rely on numerical data and statistical techniques to
predict the future workforce requirements of an organization. These methods tend
to be more objective and measurable.

a. Trend Analysis

Trend analysis is a method where historical data is used to identify patterns
or trends in workforce numbers, turnover, or other workforce-related variables. This
historical data is then used to forecast future HR requirements.

o How it works: By analyzing past trends, such as the number of employees
in different departments over the past few years, HR planners can predict
future staffing needs.

o Example: If an organization has seen a 5% annual increase in sales, HR
might forecast a corresponding 5% increase in staffing needs.

e Advantages: Simple to use, based on actual historical data, and offers a
straightforward forecast.

« Limitations: Does not consider external factors like economic downturns or
changes in technology.

b. Workload Analysis

Workload analysis is a technique used to determine the number of
employees required by evaluating the amount of work or output required by the
organization and then calculating the number of people needed to perform this
work.

e How it works: It involves breaking down tasks into specific work units
(such as hours or output per task) and then calculating the number of
employees needed based on expected workload.

67



68

Example: If a company needs 1,000 units produced per week, and each
worker can produce 50 units per week, the company would need 20
workers.

Advantages: Provides a clear estimate of the staffing needs based on work
output.

Limitations: It assumes that work remains constant and doesn't account for
external variables like technological advancements.

¢. Staffing Forecasts (Demand and Supply Forecasting)

Staffing forecasts are used to determine both the demand for labor (how

many workers are needed) and the supply of labor (the number of people available
to work).

Demand Forecasting: This involves predicting how many employees will
be required in the future based on business projections, such as sales, new
projects, or market expansion.

Supply Forecasting: This analyzes the existing workforce's capabilities and
predicts how many employees will remain in the organization based on
factors such as retirements, resignations, and promotions.

How it works: By combining these two forecasts, HR can identify the gap
between the required number of employees and the available workforce.

Example: If demand forecasting predicts 10 new positions in a department
and supply forecasting estimates that 4 people will retire in the next year,
HR planners can forecast the need for 14 employees to meet future
requirements.

Advantages: Helps to identify potential HR gaps and surpluses and plan for
both recruitment and development needs.

Limitations: Can be inaccurate if the forecasting models are based on
unreliable data or assumptions.

2. Qualitative Methods

Qualitative methods focus more on subjective analysis, expert judgment,

and insights from organizational leaders or HR professionals. These methods are
particularly useful for planning in uncertain environments.

a. Delphi Technique

The Delphi technique is a qualitative forecasting method where a group of

experts or managers are asked to provide their insights on future HR needs. The
process typically involves multiple rounds of questionnaires, with the results of
each round summarized and shared with the group to refine their responses.

How it works: The HR team gathers input from a panel of experts, such as
department heads or senior management, to assess future HR requirements.



The responses are aggregated, and follow-up rounds help to refine the
forecast.

o Example: Senior managers in various departments provide their views on
how many employees they’ll need in the future, and through iterative
feedback, a consensus is reached.

o Advantages: Uses expert judgment, allows for the consideration of multiple
perspectives, and is useful when historical data is not available.

o Limitations: Can be time-consuming and may result in biased outcomes if
the panel is not diverse or if the experts are not properly selected.

b. Managerial Judgment or Expert Opinion

This method involves senior managers, HR professionals, or department
heads using their experience and expertise to predict future HR needs based on their
understanding of the business environment and organizational requirements.

e How it works: Managers provide subjective assessments on staffing
requirements based on their knowledge of current and future business
conditions, the organization’s growth strategy, and external market
conditions.

o Example: A marketing manager may forecast the need for additional HR
resources when launching a new product line or entering a new market.

o Advantages: Flexible and based on first-hand knowledge of organizational
needs and business plans.

o Limitations: Subject to bias, personal opinions, and may lack consistency if
not backed by data.

¢. Nominal Group Technique (NGT)

The Nominal Group Technique is a structured method that gathers input
from a group of experts to solve a specific problem or make decisions regarding HR
needs. This technique is highly interactive and seeks to achieve consensus among
participants.

e How it works: Group members are asked to silently generate ideas or
solutions to HR planning challenges. These ideas are then discussed,
prioritized, and ranked to arrive at a consensus on HR needs.

o Example: In a group of HR professionals, participants may be asked to
brainstorm the future skills needed within the company and then prioritize
the HR strategies to address these needs.

e Advantages: Encourages participation from all group members, reduces
bias, and ensures diverse input.

o Limitations: Can be time-consuming and may be influenced by dominant
group members.
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3. Other HRP Methods

a. Replacement Charts

Replacement charts are visual representations that help track the readiness

of employees to take over key roles within the organization. These charts are often
used in succession planning.

How it works: HR professionals use replacement charts to evaluate
employees who may be candidates for future promotions or role changes.
Employees are rated based on their skills and potential to fill specific
positions.

Example: A chart may show that Employee A is ready to take on a
management position, while Employee B requires further development.

Advantages: Helps identify potential successors and prepare them for
future leadership roles.

Limitations: May lack objectivity and can become obsolete if not regularly
updated.

b. SKkills Inventories

Skills inventories are databases that track the qualifications, competencies,

and skills of employees. They are useful for identifying skill gaps and planning for
future training or recruitment needs.

How it works: An inventory is created for each employee that includes their
qualifications, work experience, skills, and career goals. This data is then
analyzed to identify gaps between current employee capabilities and future
workforce requirements.

Example: An organization may identify that many employees are lacking
digital marketing skills, leading to targeted training programs.

Advantages: Provides detailed data about the workforce's capabilities and
allows for targeted development efforts.

Limitations: Time-consuming to maintain and requires accurate, up-to-date
information.

4.16 Assess your current human resources capacity

4.16.1. Assessing the current HR capacity

Based on the organization's strategic plan, the first step in the strategic HR

planning process is to assess the current HR capacity of the organization. The
knowledge, skills and abilities of your current staff need to be identified. This can
be done by developing a skills inventory for each employee.



4.16.2. Forecasting HR requirements

The next step is to forecast HR needs for the future based on the strategic
goals of the organization. Realistic forecasting of human resources involves
estimating both demand and supply.

4.16.3. Gap analysis

The next step is to determine the gap between where your organization
wants to be in the future and where you are now. The gap analysis includes
identifying the number of staff and the skills and abilities required in the future in
comparison to the current situation. You should also look at all your organization's
HR management practices to identify those that could be improved or new practices
needed to support the organization's capacity to move forward.

4.16.4. Developing HR strategies to support organizational strategies
There are five HR strategies for meeting your organization's future needs:

Training and development strategies
Recruitment strategies

Outsourcing strategies
Collaboration strategies
Restructuring strategies

AR

1. Training and development strategies
These strategies include:
e Providing staff with training to take on new roles

e Providing current staff with development opportunities to prepare them for
future jobs in your organization

Training and development needs can be met in a variety of ways. One approach is
for the employer to pay for employees to upgrade their skills. This may involve
sending the employee to take courses or certificates, or it may be accomplished
through on-the-job training. Many training and development needs can be met
through cost effective techniques.

2. Recruitment strategies
These strategies include:

e Recruiting new staff with the skill and abilities that your organization will need
in the future

e Considering all the available options for strategically promoting job openings
and encouraging suitable candidates to apply

Each time you recruit you should be looking at the requirements from a strategic
perspective. For example, if your organization has several supervisors that are
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nearing retirement age, your recruitment strategy should include recruiting staff
with the ability to assume a supervisory role in the near future.

3. Outsourcing strategies
These strategies include:
e Using external individuals or organizations to complete some tasks

Many organizations look outside their own staff pool and contract for certain skills.
This is particularly helpful for accomplishing specific, specialized tasks that don't
require ongoing full-time work.

Each outsourcing decision has implications for meeting the organization's goals and
should therefore be carefully assessed.

4. Collaboration strategies

The strategic HR planning process may lead to indirect strategies that go
beyond your organization. By collaborating with other organizations you may have
better success at dealing with a shortage of certain skills.

Examples of collaboration include:

e Working together to influence the types of courses offered by educational
institutions

o Working with other organizations to prepare future leaders by sharing in the
development of promising individuals

e Sharing the costs of training for groups of employees

e Allowing employees to visit other organizations to gain skills and insight

5. Restructuring strategies

If your assessment indicates that there is an oversupply of skills, there are a
variety of options open to assist in the adjustment.

These strategies include:

e Reducing staff either by termination or attrition
e Regrouping tasks to create well designed jobs
e Reorganizing work units to be more efficient

4.17 Forecast future HR requirements

Human resource (HR) forecasting isthe process of predicting an
organization's future staffing needs and trends. It's a strategic part of HR planning
that helps organizations prepare for change and meet their goals.

Here are some steps for forecasting future HR requirements:

- Evaluate the current workforce: Gather information about the skills, roles,
and responsibilities of current employees.



- Identify future business goals: Consider growth plans, new products or
services, and market expansion.

- Analyze trends and external factors: Consider how economic conditions,
technology, and competition might impact workforce demand.

- Predict future staffing requirements: Use demand forecasts, supply
projections, and business objectives to determine future staffing needs.

- Develop HR strategies: Create plans for recruiting, training, and
development to address workforce needs.

- Review and evaluate: Regularly review the outcomes of your forecasting
efforts to refine your strategies.

4.18 Identify HR gaps

A gap analysis consists of measuring a current state and comparing it to a
desired one in order to reveal discrepancies, or gaps. In this case, it’s a breakdown
of your current workforce and the skills they possess today compared to the
workforce and skills you will need to reach key business goals.

Conducting a gap analysis can help you set your organization up for long-
term, sustainable success.

This analysis helps your organization plan for growth, project hiring needs
for your future workforce, understand the skills and experience in your current
workforce, and develop strategies for overcoming the gap between the two.

How to Do a Gap Analysis:
Step 1: Define Your Goals

Start by setting up the target. What is your organization trying to achieve?
Without a clear objective in mind, it is impossible to know what resources and
strategies you need—and thus what gaps you need to fill.

You can define your goals on an organizational level or on a smaller scale,
like for individual departments and teams. You may even have a combination of
goals.

Step 2: Identify the Organization's Needs

Once you’ve set the goal posts, think through all the professional skills your
team needs in order to hit that mark. This list should include both hard and soft
skills so you can build a workforce that fits both your talent and culture needs.

Step 3: Assess Your Team's Current Skills

Using this new list of key skills, you can start taking inventory of what your
workforce already offers. If you’re a smaller organization, you can do this by
creating a skills list for each employee in which you catalog their skill set and
gauge their expertise in each skill.
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Larger organizations may want to lean on employee records. Here are a few

good places to gather this information:

Step 4:

e Performance reviews
e Manager assessments
e Employee surveys

Create an Action Plan

Comparing your list of key skills needed against your inventory of current

skills reveals where the gaps are in your skill set—that’s your HR gap analysis.
Now, you need to identify the best solutions to fill these gaps and create a plan of

action.

As we mentioned earlier, these solutions will probably take one of three forms:

e Adjusting your headcount
e Developing your people
e Restructuring your workforce

4.19 Integrate the plan

Here are some tips for integrating a plan:

Involve stakeholders: Ensure that all relevant stakeholders are involved in
the planning process from the beginning.

Start with the end in mind: Work backward from the desired end-state to
build out the plan.

Plan early: Consider the costs, people, and steps needed to achieve full
integration before pursuing a deal.

Use a common language: Agree on key performance indicators and
measures of success across the organization.

Use a system to support planning: Use a single system to host data and
access analytics and reporting tools.

Make it iterative: Instead of waiting for handoffs, work together to
continuously develop and refine the plan.

Make it collaborative: Share information and make decisions together
across cross-functional groups.

Make it aligned: Ensure that key metrics and goals are aligned across all
planning groups.

Make it strategic: Construct plans based on the bigger picture and support
the long-term company strategy.

Integrated planning can help organizations coordinate across divisions,

create efficiencies, and look to the future.



4.20 Organization’s overall strategy

An organization's human resources (HR) strategy is a plan that aligns the
HR department with the organization's overall business goals. It's a roadmap for
managing the workforce to achieve the company's desired outcomes.

An HR strategy typically includes:
Goals

The HR strategy should outline the goals for the HR department, such as
attracting and retaining top talent, increasing employee engagement, and reducing
staff turnover.

Initiatives

The HR strategy should include initiatives to support the organization's
goals, such as recruitment, onboarding, training, and performance management.

Policies

The HR strategy should include policies for hiring, performance appraisals,
development, and compensation.

Analysis

The HR strategy should include an analysis of the organization and its
external environment.

Resource allocation

The HR strategy should include a plan for allocating resources, such as
finances, time, and personnel.

Timeline
The HR strategy should include a timeline for execution.

Some best practices for developing an HR strategy include: Understanding
how HR delivers value to the organization, Considering emerging HR trends,
Planning for the long term, Getting management buy-in, and Upskilling your HR
team.

< Exercise

e  Multiple choice Question
1. What is the primary purpose of Human Resource Planning (HRP)?

A) To reduce recruitment costs

B) To ensure that the organization has the right number and type of employees
at the right time

C) To identify employees for promotions

D) To monitor employee performance
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2. Which of the following is a key component of Human Resource Planning?

A) Payroll management

B) Organizational structure development
C) Forecasting future HR needs

D) Employee satisfaction surveys

3. Human Resource Planning is often considered a part of which broader
process?

A) Financial planning

B) Strategic planning

C) Market research

D) Customer relationship management

4. Which of the following is NOT a factor considered in HRP?

A) Technological advancements

B) Employee turnover rates

C) Political climate

D) Personal preferences of managers

5. In Human Resource Planning, what is the term for the process of
determining the number of employees needed at a particular time?

A) Job rotation

B) Workforce forecasting
C) Succession planning

D) Job analysis

6. What is one of the main objectives of Human Resource Planning?

A) To ensure that employees are always paid fairly

B) To align HR needs with the strategic goals of the organization
C) To maximize the amount of training given to employees

D) To reduce the number of part-time employees

7. Which of the following is a type of HRP method used to forecast future
workforce requirements?

A) Budgeting

B) Delphi method

C) Job evaluation

D) Time and motion study

8. Which stage of the Human Resource Planning process involves assessing the
current human resources available in the organization?

A) HR demand forecasting
B) HR supply forecasting
C) Gap analysis

D) Employee training



9. Which of the following is a common challenge in Human Resource
Planning?

A) Over-staffing during peak seasons

B) Lack of employee loyalty

C) Inaccurate forecasting of future workforce needs
D) Lack of diversity in the workplace

10. Which of the following HRP activities is focused on identifying and
developing employees who can take on leadership roles in the future?

A) Recruitment

B) Performance appraisals
C) Succession planning
D) Compensation analysis

e Long Questions:-

What is HRP explain in detail?
Determine the objectives of HRP.

How does forecasting demand and supply of HR works?

What is training and development in human resources?
Explain the process of HRP
Identify the HR Gaps and future requirements of HR

© N o g &~ w D PE

Assess your current human resources capacity.

Analyze the man power gaps with employment plan and action plan.
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UNIT-5 HRP MODEL (STEPS IN HRP)

5.1 Introduction
5.2 Meaning

5.3 Process

5.4 Importance
5.5 Keywords
5.6 Examples

<+ Exercise

5.1 Introduction

The ongoing, methodical planning process known as human resource planning
(HRP) aims to make the best use possible of the best human resource personnel, who
are an organization's most important asset. HR planning prevents employee shortages
or surpluses by ensuring the optimal match between workers and their roles.

The HRP process consists of four essential components. These include -
assessing the current labor supply, projecting labor demand, coordinating labor supply,
and advancing corporate objectives. Any firm may benefit from investing in HRP as it
keeps operations lucrative and productive.

5.2 Meaning

Robbins and Coulter says “HR Planning is the process by which manager
ensures that they have the right number and right kind of capable people in the right
places and at the right times.”

According to K Aswathappa, “HR Planning is the process of forecasting a
firm’s future demand for, and supply of, the right type of people in the right number.”

HRP enables businesses to plan ahead and have a consistent pool of competent
employees. The procedure aids businesses in assessing their requirements and making
plans in advance to satisfy them as well.

The process of methodically and scientifically developing a plan to guarantee
that the appropriate personnel are available for the business at the appropriate time,
location, and cost is known as HRP, or HR Planning.

A company's greatest asset is its workforce. Therefore, HRP is all about
identifying the best candidates and ensuring that they are placed in positions that will
benefit the company as a whole as well as the individual.

5.3 Process

Human Resources Planning (HRP) process is also known as the manpower
planning process or the human resources planning process.



This thorough strategy entails forecasting, planned labor resource allocation,
and meticulous analysis. Businesses may guarantee that employees remain a dynamic
and responsive asset, which is essential for attaining long-term success, by
understanding the manpower planning process.

Figure 5.1 below shows the process of HR Planning and the steps are explained further

Organizational Objectives and Policies
HR Demand HR Supply

Forecast ,I, \I; Forecast

HR Programming

v

“‘ HR Implementation

Control and Evaluation Programme

r environment |

Surplus, Voluntary < > Shortage

&

Retirement Scheme, Layoff Recruitment and Selection

Figure 5.1 HR Planning Process

% Environmental Scanning:

This process entails examining the business environment outside of the company to
find problems and possibilities that might affect the overall strategic plan of the
company. It entails analyzing economic trends, keeping track of political, legal, and
technological advancements, as well as competition. By continuously monitoring the
environment, HR can ensure that they are not only prepared for changes but also
positioned to leverage opportunities in the marketplace.

Economic Factors: Predicting workforce availability requires evaluating
economic trends, unemployment rates, and labor market circumstances.
Technological Changes: Keeping an eye on developments that can affect work
functions or need the acquisition of new skills.

Political and Legal Factors: Recognizing how hiring practices and workforce
management are impacted by laws, rules, and policies pertaining to labor.

Social and Cultural Trends: Monitoring changes in society values, culture, and
demography that affect how employees behave and set expectations.

% Studying Organization's Objectives and Policies:

This entails analyzing the plans, objectives, and policies of the organization and
comprehending the workforce factors that are present there. When calculating
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employee’s requirements, factors such as the volume of future activity, time horizon,
organizational structure, different departmental goals, etc. are all taken into account.

Strategic Goals: Review the organization’s mission, Vvision, and strategic
objectives. This includes short-term and long-term goals, such as growth targets,
market expansion, or product development.

Recruitment and Selection: Review the policies pertaining to employment
procedures. Make sure they are in line with company culture and the goals of diversity,
equity, and inclusion.

Training and Development: Examine staff training and career development
policies to make sure they complement the competencies required to meet company
objectives.

Performance Management: Assess performance evaluation methods to make
sure they support a high-performance culture inside the business and are in line with its
goals.

% Forecasting the Demand for Human Resources:

It involves Workforce Analysis, Workload Analysis, Demand forecasting and
Job Analysis

A. Quantitative Techniques: In HRP, quantitative methods offer a methodical
approach to human resource forecasting and planning. Organizations may make
well-informed decisions that match employee skills with strategic objectives by
utilizing statistical analysis, modeling, and data-driven insights. This
contributes to increased organizational performance, better resource allocation,
and ideal workforce levels.

Statistical Methods: Using past data, forecast future personnel needs using
methods such as regression analysis, time series analysis, or trend analysis.

Workload Analysis: Determine the necessary staffing level by projecting the
workload and taking into account variables such as service requirements or
production rates.

B. Qualitative Approaches: In HRP, qualitative methods offer insightful
information to support quantitative techniques. Through an emphasis on the
contextual and human elements that impact workforce planning, firms may
cultivate a more comprehensive comprehension of their HR requirements. In
the end, this improves performance and flexibility by better aligning personnel
competencies with company goals.

Expert Judgment: Based on their knowledge of the market and operational
requirements, consult with managers and department heads to get views on
future personnel demands.

Surveys and focus groups: To get opinions on future requirements for human
resources, arrange talks or surveys with stakeholders and workers.

o,

% Forecasting the Human Resource Supply:



It entails assessing the organization's multiple supply sources. An organization is
supposed to recruit from internal labor supply if it wants to hire individuals who
already work there or were previously employed by it. An organization uses external
labor supply sources when it wants to hire individuals who are not affiliated with the
organization.

A. Internal Supply Analysis:

Current Workforce Inventory: Evaluate the current workforce's experience,
qualifications, abilities, and demographics to determine the resources that are
accessible.

Planning for Succession: Find possible internal candidates and assess their
requirements for growth for important positions.

Retention Rates: Determine how many employees are likely to stay with the
company by analyzing past data on employee turnover.

B. External Supply Analysis:

Labor Market Trends: Examine the external aspects of the labor market, such as
the availability of skilled workers, the rate of unemployment, and the rivalry
between industries for top talent.

Institutions of Higher Learning and Training: Keep an eye on the results of
nearby Universities, Institutions, and Programs for vocational training that can
provide competent individuals.

Trends in Immigration and Workforce movement: Take into account the
potential effects of immigration laws and labor force movement on talent
availability.

% HR Programming or Finding Manpower Gaps:

This process entails identifying both qualitative and quantitative manpower
gaps. The number of individuals that need to be hired or laid off is decided by
comparing the strength and competence of the current workforce with the
organization's projected manpower requirement. It serves as the foundation for creating
HR plans.

e Implementation planning: This step comes after analysis, describes how to
implement the selected solution. This stage makes sure that the choices taken in the
previous phases are turned into workable plans, which initiate the series of events.

e Control and evaluation program: Oversight and evaluation involve monitoring
the effectiveness of human resource plans over time. Any deviations from the plans
are identified, and corrective actions are taken as needed. Feedback from various
outcomes is utilized to measure the extent to which human resource objectives have
been achieved.

The recruitment plan outlines the kind and quantity of personnel needed, as
well as their location and timing.

A redundancy plan lists superfluous staff along with preparations for layoffs or
retraining.
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Redeployment Plan: This outlines strategies for moving and preparing current staff
for new positions.

Training Plan: This outlines the quantity of trainees needed as well as the programs
and training techniques that will be employed to instruct them.

Training Plan: This outlines the quantity of trainees needed as well as the programs a
nd training techniques that will be employed to instruct them.

Retention Plan: It shows the ratio of employee to employee turnover and offers ways
to cut down on employee waste and turnover by enhancing working conditions,
altering the work environment, and managing remuneration more effectively.

% Strategies for Managing Shortage of Manpower:

R/

Enhanced Recruitment Efforts
Employee Referral Programs

Upskilling and Reskilling
Cross-Training

Temporary and Contract Staffing
Part-Time and Job Sharing

Competitive Compensation and Benefits
Employee Engagement Initiatives
Succession Planning

Streamline Hiring Procedures like Simplifying recruitment processes to reduce
hiring time

Flexible Workforce Models

Build Relationships with Educational Institutions like creating internship
programs with universities and vocational schools.

% Strategies for Managing Excess Manpower:

Redeployment

Explore internal mobility options
Offer skill development programs
Voluntary Separation Programs
Provide outplacement services
Reduced Work Hours

Consider job-sharing arrangements

Offer flexible work schedules or part-time positions



e Temporary Hiring Freeze

e Allow hiring only for essential positions
o Develop performance improvement plans
o Redefine roles to eliminate redundancy

e Succession Planning

5.4 Importance

According to a study conducted by Samwel, J. O. (2018), it was found that
companies that actively engaged in human resource planning performed better than
those that did not.

In order to achieve organizational objectives, human resource planning is
crucial in a number of ways. It serves as the standard for all HR-related tasks, including
hiring, onboarding, reviewing, and so on.

Following are few points which increases the importance of HRP process
1. Enhancing output

Maximizing productivity is essential to HR planning. Productivity increases
when staffing operations like training, performance reviews, and equitable
compensation are carried out to maximize efficiency and minimize waste.

HR planning guarantees that employees are competent, driven, and fairly
compensated, which raises productivity and efficiency levels across the board for the
company.

2. Putting managerial tasks into action

The proper employees must be in place for managerial responsibilities like
organizing, directing, and controlling to be successful. In order to ensure that these
managerial tasks are carried out successfully, human resources are essential.

Therefore, HRP—which deals with placing the right people in the right
positions—is crucial to the success of all managerial tasks. To put it another way, the
proper workforce is essential to the successful operation of any business.

3. Matches Employees to Business Objectives

Makes sure the appropriate people are in the correct positions to achieve
company goals, increasing productivity all around.

4. Projects Future Requirements

Anticipates labor needs depending on company expansion, assisting in avoiding
talent surpluses or shortages.
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5. Determines Skills Needs

Identifies potential skill gaps among current staff members, enabling focused
training and development programs.

6. Promotes Staff Retention

HR planning creates a more engaged and contented staff by recognizing
employee needs and career goals, which lowers turnover.

7. Coping with change

Human resource planning is vital for organizations to adapt to changes in the
external environment. It facilitates the creation and execution of strategies aimed at
improving both employee and organizational performance, finds and develops internal
talent for critical roles, so preparing the organization for future leadership
requirements.

5.5 Keywords

Planning, Forecasting, Demand Analysis, Supply Analysis, Gap Analysis,
Manpower Planning, Workforce Planning

5.6 Examples

Here are a few instances of HRP workflows for different types of businesses:

1. Anonline retailer that scales its infrastructure and support staff in accordance with
seasonal trends and anticipates the requirement for increased IT capacity.

2. A design firm that uses benchmarking to determine the increased demand for
digital media is also creating plans to retrain and upskill its workforce.

3. A legal company is starting to develop internal leadership prospects and recruit
outside talent as part of a succession planning strategy for the upcoming staff
retirements.

Few Examples of Companies that go for good HRP practices:
1. Google

Use of Data Analytics: Google analyzes employee performance and satisfaction
data to predict future workforce needs and develop strategies like flexible work
arrangements and comprehensive development programs.

2. Amazon

Workforce Planning: Amazon conducts regular planning to anticipate staffing
needs, especially during peak seasons like Black Friday, utilizing targeted recruitment
campaigns and temporary hiring.

4. I1BM

Succession Planning: IBM has a robust process for identifying key leadership
positions and develops internal talent through mentorship and training programs to
ensure leadership continuity.



4. Salesforce

Diversity and Inclusion: Salesforce sets measurable diversity goals and
implements targeted recruitment strategies while conducting regular assessments to
attract a diverse talent pool.

5. Procter & Gamble (P&G)

Talent Management System: P&G uses a comprehensive system to identify
skill gaps and offers extensive training and development programs to equip employees
for future roles.

6. Microsoft

Flexible Work Policy: Microsoft has adopted a flexible work policy based on
employee feedback, evaluating remote work arrangements to boost productivity and
satisfaction.

These examples highlight how these companies effectively implement HR
planning to meet their unique organizational needs.

s Exercise
e Theoretical questions

1. What are the key components of an effective HR planning process, and how do
they interconnect?

2. How can organizations accurately forecast future human resource needs in a
volatile economic environment?

3. What metrics should be used to assess the effectiveness of HR planning efforts
within an organization?

4. How do internal factors, such as organizational culture and structure, impact HR
planning?

5. What strategies can be implemented to address skill gaps identified during the HR
planning process?

6. What strategies can be employed to create a more agile HR planning process that
allows organizations to respond quickly to unexpected changes in workforce
demand?

7. How can organizations effectively align their HR planning strategies with their
overall business objectives, particularly in a rapidly changing market environment?

8. Explain the process of HR Planning in detail along with appropriate illustrations

9. How can diversity, equity, and inclusion be integrated into HR planning to ensure
that organizations are not only meeting their workforce needs but also promoting a
fair workplace?

10. What ethical considerations should organizations keep in mind when implementing
workforce reductions or restructuring as part of their HR planning?
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Short Notes

w0 e

Workforce Analysis
Demand Forecasting
Supply Forecastin
Gap Analysis

Importance of HR planning

e MCQs

1.

What is the primary goal of Human Resource Planning?

A) Increase employee salaries

B) Ensure the right number of employees with the right skills
C) Reduce turnover rates

D) Create a diverse workforce

Which of the following is NOT a step in the HR Planning process?

A) Workforce analysis

B) Demand forecasting

C) Employee performance review
D) Supply forecasting

What technique is commonly used for forecasting future HR needs
based on historical data?

A) Job analysis

B) Trend analysis

C) Focus groups

D) Employee surveys

Which method of forecasting HR supply involves consulting industry
experts for insights?

A) Statistical modeling
B) Delphi method

C) Regression analysis
D) SWOT analysis

What is the purpose of gap analysis in HR Planning?

A) ldentify employee training needs

B) Compare current workforce capabilities with future needs
C) Evaluate employee performance

D) Assess employee satisfaction

Which of the following is a quantitative method for HR demand
forecasting?

A) Focus groups



10.

B) Statistical analysis
C) Expert judgment
D) Scenario planning

What does a hiring freeze typically indicate in HR Planning?

A) Increased recruitment efforts

B) Temporary halt on new hiring

C) Expansion of the workforce

D) Implementation of new training programs

Which of the following best describes *'succession planning™?

A) Hiring external talent

B) Preparing internal candidates for future key roles
C) Evaluating current employee performance

D) Creating job descriptions

What role does technology play in HR Planning?

A) It replaces the need for human decision-making.
B) It helps in data analysis and forecasting.

C) It increases employee turnover.

D) It complicates the recruitment process.

Which of the following factors can impact workforce supply?

A) Economic conditions
B) Employee morale

C) Internal policies

D) All of the above

Fill in the blank

. The primary objective of Human Resource Planning (HRP) is to ensure that the

organization has the right number of with the right skills at the

right time.

. The process of analyzing the current workforce and identifying gaps in skills is

known as analysis.
forecasting involves predicting the future demand for human

resources based on business goals and market trends.

A analysis compares the current workforce capabilities with future

needs to identify shortages or surpluses.

. The method gathers expert opinions through multiple rounds of

questionnaires to reach a consensus on workforce needs.
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6. HR Planning is essential for aligning human resources with the organization’s
overall goals.

7. A common quantitative technique for forecasting HR needs is
analysis, which uses historical data to identify trends.

8. planning is the process of identifying and developing internal
candidates for key positions within the organization.

9. Effective HR Planning can help organizations navigate challenges such as

shortages and fluctuations in market demand.
10. Implementing programs can help address skill gaps by providing

training and development opportunities for existing employees.

e Practical examples:

Provide appropriate staffing solutions to the following scenarios with respect to

understanding of the chapter

1. A retail company conducts a workforce analysis to assess current staff levels
across various stores. They find that some locations are overstaffed during off-
peak hours.

2. A tech firm anticipates a new product launch and forecasts an increased
demand for software engineers.

3. An automotive manufacturer conducts a skill gap analysis and discovers a
shortage of engineers proficient in electric vehicle technology

4. A consulting firm notices high turnover among junior staff

5. A marketing agency experiences fluctuating project demands.
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UNIT-6 HR PLANNING AT DIFFERENT LEVELS

6.1 Introduction
6.2 National Level
6.3 Sectorial Level

6.4 Industry Level

6.5 Unit Level
6.6 Department Level
6.7 Job Level

6.1 Introduction

Human Resource (HR) planning is a critical aspect of an organization’s
overall strategy, ensuring that the right people are in the right positions at the right
time. It involves forecasting an organization's future human resource needs and
developing policies to meet those needs. HR planning is essential for any business
to maintain efficiency, align with strategic objectives, and adapt to changes in the
marketplace.

At its core, HR planning involves two main components: assessing the
current workforce and forecasting future needs. The process begins with
understanding the current composition of the workforce, including the skills,
experience, and qualifications of employees. By evaluating current staff capabilities,
an organization can identify any gaps in skills, knowledge, or diversity that might
hinder future progress. This step also helps in understanding turnover rates,
retention challenges, and identifying high-potential employees who could be
developed for future leadership roles.

The second step is forecasting future needs, which includes determining
how many employees, with what skills and competencies, will be required to meet
the organization's strategic goals. This may involve analyzing external factors like
industry trends, technological advancements, and economic conditions that could
impact staffing requirements. Internal factors, such as anticipated retirements,
promotions, or changes in business objectives, also play a significant role in
workforce planning.

HR planning helps organizations anticipate and manage these changes. It
ensures that the business has the right mix of skills and talent to drive growth,
innovate, and stay competitive in the market. By aligning HR planning with the
organization’s long-term strategy, businesses can ensure that they are not only
meeting current needs but are also prepared for the future.

Effective HR planning is also about managing recruitment and development
processes. For instance, if the future forecast indicates a shortage of employees with
specific skills, HR planners can initiate training and development programs to
upskill existing employees. In some cases, they might need to design recruitment
strategies to attract talent from outside the organization.
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Succession planning is another critical aspect of HR planning. It identifies
and develops internal candidates for key leadership roles within the organization,
ensuring continuity and minimizing disruptions when critical positions become
vacant. A good succession plan enables companies to reduce the risks of talent gaps
in leadership and improves employee retention by providing career advancement
opportunities.

HR planning also involves performance management, employee
engagement, and compensation strategies. By regularly assessing employee
performance and aligning it with organizational goals, companies can motivate
employees, identify areas for improvement, and ensure that resources are allocated
efficiently.

In today’s fast-changing business environment, HR planning is not a one-
time event but an ongoing process. As external factors like technology,
globalization, and demographic shifts continue to evolve, HR planning must remain
flexible to adapt to new challenges. Strategic HR planning not only helps
organizations optimize their workforce but also positions them to succeed in a
competitive landscape by effectively leveraging human capital.

In conclusion, HR planning is an essential function for any organization
looking to build a sustainable, high-performing workforce. It enables businesses to
anticipate future needs, address skill gaps, and align human resources with
organizational goals, ensuring long-term success and adaptability in a dynamic
environment.

6.2 HR Planning at the National Level: A Detailed Explanation

Human Resource (HR) planning at the national level involves a
comprehensive approach to managing the workforce of a country, considering both
short-term and long-term labor force needs. It aims to ensure that the nation has the
right number of people with the right skills at the right time to drive economic
growth, development, and social welfare. Unlike organizational HR planning,
which focuses on an individual company or institution, national HR planning
encompasses the entire labor market, aligning human capital development with
national economic and social policies.

6.2.1 Importance of HR Planning at the National Level

1. Economic Growth and Development: Effective HR planning at the
national level is critical to achieving sustainable economic development. It
ensures that the workforce is equipped with the necessary skills to meet the
demands of emerging industries, technological advancements, and changing
global economic conditions. For instance, as industries like Al,
biotechnology, and renewable energy grow, national HR planning helps
create a workforce that is adaptable and skilled in these fields.

2. Social Stability: Adequate HR planning ensures that there is an equitable
distribution of employment opportunities across regions and sectors. This
reduces social inequality, unemployment, and poverty, which can lead to
social unrest if left unaddressed. It also ensures that education, training, and



employment policies are designed to address the needs of vulnerable and
marginalized groups in society.

3. Improved Government Policies: HR planning at the national level helps

governments design policies that are responsive to labor market trends. By
understanding demographic shifts, educational attainment, and skills gaps,
governments can develop policies that align with the economic priorities of
the country.

4. Global Competitiveness: In the globalized world, the competition for

skilled labor is intense. A nation’s ability to invest in its human capital and
ensure that its workforce is innovative, skilled, and adaptable is essential to
remaining competitive on the global stage. National HR planning is key to
positioning a country for success in this global talent marketplace.

6.2.2 Components of HR Planning at the National Level

1.

Labor Market Analysis: The first step in national HR planning is conducting
a thorough analysis of the current labor market. This involves understanding
the size of the labor force, unemployment rates, labor force participation rates,
and regional disparities in employment. Labor market analysis also includes
examining labor market trends, such as the shift from manual labor to service
and technology-driven industries, or the aging population and its impact on
workforce availability.

Key data points such as age distribution, education levels, and skills gaps
provide critical insights for workforce planning. For example, a country with a
high youth population may need to focus on educational and vocational
training to absorb young people into the workforce, while a nation with an
aging population may need to focus on policies for extending working lives
and attracting older workers.

Skills Forecasting and Development: National HR planning involves
predicting future labor force needs based on technological, economic, and
social changes. Forecasting focuses on identifying the skills that will be in
demand in the future and ensuring that the education and training systems are
aligned with these needs. This can include targeting sectors such as technology,
healthcare, and renewable energy, which are expected to grow in the coming
decades.

Governments can work with educational institutions and private sectors to
create targeted programs that provide skills relevant to the evolving economy.
For instance, if there is an increasing need for professionals in information
technology, the national HR plan may include incentives for universities to
expand IT programs or encourage private training institutes to provide
certifications for emerging technologies.

Workforce Participation and Inclusivity: National HR planning must
consider policies to increase labor force participation, especially among
underrepresented groups such as women, youth, people with disabilities, and
the elderly. Encouraging diversity and inclusion within the workforce not only
benefits the economy but also contributes to social cohesion.
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Specific strategies could include promoting gender equality in the workplace,
providing affordable childcare to encourage women’s participation, offering
flexible work arrangements, and creating initiatives that encourage elderly
workers to remain in or rejoin the workforce.

4. Education and Training Alignment: A critical element of HR planning at the
national level is ensuring that the education system aligns with the current and
future needs of the labor market. This includes both formal education (schools
and universities) and informal education (vocational and technical training).

Policies must ensure that students are being equipped with the skills required
by employers, such as critical thinking, problem-solving, and technical skills.
National governments may collaborate with businesses to design curricula that
meet industry needs, thereby facilitating smoother transitions from education to
employment.

5. Migration and Labor Mobility: National HR planning also needs to consider
the impact of migration, both in terms of attracting skilled labor from abroad
and facilitating the movement of domestic workers to regions or sectors where
labor demand is high. Policies may be put in place to attract international talent,
such as visa schemes for high-skilled workers, while also managing internal
migration to avoid regional imbalances in labor supply and demand.

Countries with low birth rates or skill shortages may actively pursue
immigration policies that attract qualified workers to fill key sectors of the
economy. Conversely, national HR planning must consider measures to ensure
that migrants can be effectively integrated into the local labor market,
including language training, recognition of foreign qualifications, and
employment support.

6. Labor Laws and Protection: National HR planning must also consider the
legal framework within which the labor market operates. This includes labor
laws that protect workers’ rights, such as regulations on minimum wages,
working conditions, health and safety, and the right to unionize. At the same
time, HR planning should ensure that laws remain flexible enough to
accommodate new types of work arrangements, such as freelance or gig work,
which are becoming more common.

Governments must balance the protection of workers with the needs of
businesses to remain competitive and adaptable in a fast-changing environment.

6.2.3 Key Challenges in HR Planning at the National Level

1. Demographic Shifts: One of the most significant challenges is dealing with
demographic shifts, particularly aging populations. Many developed
countries face a declining birth rate and an aging population, which creates
potential labor shortages. Addressing this challenge requires policies that
encourage higher birth rates, attract immigrants, and extend working lives.

2. Technological Disruption: Technological advancements such as
automation, artificial intelligence, and robotics are expected to disrupt job
markets in many sectors. While new opportunities will arise, certain job



categories will be automated, requiring retraining and reskilling of workers.
National HR planning must account for these disruptions and prepare the
workforce for these changes.

3. Globalization and Brain Drain: While globalization offers opportunities
for international collaboration, it also brings challenges in terms of
workforce mobility. The phenomenon of "brain drain,” where highly skilled
workers migrate to countries with better opportunities, can lead to talent
shortages in developing countries. National HR planning must include
strategies to retain talent and make the country an attractive place for skilled
workers.

4. Youth Employment: Many developing countries face high levels of youth
unemployment. National HR planning must address this issue by improving
education and training programs and creating more job opportunities for
young people.

6.3 Sectorial Level HR Planning: A Detailed Explanation

Human Resource (HR) planning at the sectorial level focuses on aligning
the workforce requirements of specific industries or sectors with broader national or
organizational HR strategies. Unlike national-level HR planning, which aims to
meet the overall workforce needs of a country, sectorial HR planning is more
focused on understanding the unique workforce demands of particular industries,
such as healthcare, manufacturing, technology, education, and agriculture. It
ensures that each sector has a sufficient number of skilled workers, is prepared for
technological and economic changes, and remains competitive in a globalized
economy.

Sectorial HR planning plays a crucial role in developing the human capital
necessary for an industry to grow, innovate, and sustain itself. The sector-specific
nature of HR planning means that it must consider the trends, challenges, and
opportunities within a particular sector. It also involves forecasting future skill
needs and designing targeted education and training programs to address those
needs.

6.3.1 Importance of Sectorial HR Planning

1. Alignment with Industry-Specific Needs: Different sectors have unigque
requirements in terms of skills, knowledge, and expertise. For instance, the
healthcare sector demands highly specialized workers, such as doctors,
nurses, and medical technicians, while the technology sector requires
engineers, software developers, and data scientists. Sectorial HR planning
ensures that the workforce is equipped with the right skill sets to meet these
specific needs.

2. Addressing Skill Shortages: Many industries face skill shortages due to
rapid technological advancements, changing industry standards, or
insufficient talent development. Sectorial HR planning helps identify gaps
in the labor market, forecast future skill needs, and develop strategies to fill
those gaps, whether through targeted recruitment, training, or upskilling
initiatives.
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3. Enhancing Productivity and Competitiveness: Effective HR planning
ensures that a sector has the right people in the right roles, which leads to
improved productivity and overall sectoral competitiveness. By investing in
training, development, and strategic workforce planning, businesses within
the sector can stay competitive both locally and globally.

4. Adaptation to Technological Changes: Sectors such as manufacturing,
healthcare, and information technology are rapidly evolving due to
technological advances. HR planning ensures that the workforce can adapt
to new tools, techniques, and technologies, which is essential for
maintaining productivity and innovation within the sector.

6.3.2 Components of Sectorial HR Planning

1. Labor Market Analysis for the Sector: The first step in sectorial HR
planning is a thorough analysis of the labor market within the specific
industry. This involves studying the supply and demand for labor,
examining the demographic composition of the workforce, and
understanding the skill levels required. Labor market analysis also includes
identifying trends such as automation, outsourcing, or regulatory changes
that may affect the availability of workers within the sector.

For example, the healthcare sector may see a growing demand for geriatric
care workers due to an aging population, while the tech industry may
experience a surge in demand for data scientists due to the increasing
importance of data analytics.

2. Forecasting Future Workforce Needs: Sectorial HR planning involves
predicting the workforce needs of a sector over a specified period. This is
based on factors such as economic forecasts, technological advancements,
changes in government policies, and industry-specific growth trends.
Accurate forecasting helps ensure that there is no mismatch between the
demand for labor and the supply of skilled workers.

For example, if a country’s manufacturing sector is shifting toward more
automation, HR planners within that sector must predict the need for
workers skilled in robotics, artificial intelligence (Al), and machine
maintenance. Alternatively, industries like construction may forecast
increased demand for workers with green building skills as the demand for
sustainable infrastructure rises.

3. Skills Gap Analysis: One of the key elements of sectorial HR planning is
identifying existing gaps in the skills and competencies within the
workforce. A skills gap analysis compares the current skill levels of workers
with the skills required to meet future demands. This analysis helps in
creating strategies to fill these gaps through training, education, or
recruitment.

For example, the finance sector may identify that there is a shortage of
professionals skilled in blockchain technology and develop specialized
training programs to meet this demand.



Workforce Development and Training: Sectorial HR planning requires a
comprehensive strategy for workforce development. This involves creating
training and development programs to bridge the identified skills gaps and
meet the future needs of the sector. These programs can be offered by
educational institutions, vocational training centers, or industry-specific
organizations.

For instance, in the renewable energy sector, HR planning may involve the
creation of technical training programs focused on solar panel installation or
wind turbine maintenance. In the tech industry, workforce development
initiatives may include coding boot camps or certifications in cloud
computing or cybersecurity.

Succession Planning: Succession planning is particularly important at the
sectorial level, especially in industries that face high turnover or have
specialized roles that require long training periods. HR planners at the
sectorial level must develop strategies to ensure that key positions, such as
senior management or highly specialized technical roles, are filled by
internal talent, rather than relying solely on external hiring.

This is especially critical in sectors like healthcare, where roles like
surgeons or senior doctors take years of training to fill. By investing in
succession planning, HR planners ensure continuity and reduce the potential
disruption caused by workforce shortages or retirements.

Labor Mobility: Labor mobility refers to the ease with which workers can
move within the sector, from one role to another, or between regions.
Sectorial HR planning must account for the need for a flexible workforce
that can adapt to changes within the sector. This includes promoting lifelong
learning, offering career development pathways, and removing barriers to
entry for workers moving into new roles within the sector.

Diversity and Inclusion: Effective sectorial HR planning also considers
diversity and inclusion, ensuring that the sector remains attractive to a broad
range of potential workers. Initiatives to promote gender equality, racial

diversity, and inclusivity for marginalized groups are increasingly important.

Encouraging diversity helps improve the overall performance of the sector
by fostering innovation, creativity, and improved problem-solving.

Collaboration with Educational Institutions: Sectorial HR planning often
involves collaboration with educational institutions, universities, and
vocational training centers to ensure that the educational curriculum aligns
with the skills needed by the industry. By forming partnerships with
educational institutions, sectors can create pipelines for talent and ensure
that the education system produces graduates with relevant skills.

For example, the technology sector frequently collaborates with universities
to design curricula that incorporate emerging technologies, such as Al and
data analytics, to ensure that graduates are ready to meet industry demands.
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6.3.3 Challenges in Sectorial HR Planning

1. Technological Disruption: One of the biggest challenges for HR planners
at the sectorial level is the rapid pace of technological change. Automation,
Al, and digital transformation are reshaping industries, and HR planners
must ensure that the workforce is prepared for these changes. In sectors like
manufacturing, automation may reduce the demand for low-skilled labor but
increase the demand for highly skilled technical workers.

2. Skill Shortages and Mismatches: As industries evolve, there may be a lack
of skilled workers to fill specialized roles. This is especially true in sectors
like healthcare and technology, where there are long training periods.
Addressing these shortages requires collaboration between industry leaders,
educational institutions, and government bodies.

3. Economic Cycles: Economic recessions or slowdowns can affect sectorial
HR planning. During periods of economic downturn, sectors such as
construction or manufacturing may experience workforce reductions, while
other sectors like healthcare or technology may experience steady growth.
HR planners must be able to adapt quickly to such economic cycles.

4. Global Competition: Sectors that rely on skilled labor may face
competition from other countries, particularly in sectors like IT and
engineering. Globalization can lead to talent shortages, as highly skilled
workers migrate to countries offering better pay or more career
opportunities.

6.4 Industry-Level HR Planning: A Detailed Explanation

Human Resource (HR) planning at the industry level involves the strategic
process of ensuring that an industry has the right number of employees with the
right skills at the right time to meet its short-term and long-term goals. Industry-
level HR planning is more specific than national or sectorial HR planning and
focuses on aligning the human resource needs of organizations within a particular
industry. For example, the HR planning needs of the automotive industry will differ
significantly from those in the healthcare or information technology industries,
based on their unique characteristics, growth trajectories, and challenges.

Effective HR planning at the industry level is essential for the
competitiveness and sustainability of that industry. It helps ensure that companies
within an industry have access to a skilled and diverse workforce, can anticipate
future workforce needs, and can develop strategies to address talent shortages,
skills gaps, and the impact of technological changes.

6.4.1 Importance of Industry-Level HR Planning

1. Aligning Workforce with Industry Needs: Every industry has its own set
of challenges, required skills, and workforce demands. For example, the
healthcare industry requires a different set of skills and qualifications
compared to the tech industry or manufacturing. Industry-level HR planning
ensures that the workforce is well-equipped to handle these specific needs,



whether they involve specialized technical expertise, regulatory knowledge,
or customer service skills.

Adapting to Technological Advancements: As industries undergo digital
transformation and technological advancements, the skills required within
the workforce evolve. HR planning at the industry level helps organizations
anticipate how these changes will impact workforce requirements and
ensures that workers are trained and equipped to work with new
technologies.

Forecasting Labor Demand and Supply: Accurate HR planning at the
industry level enables organizations to forecast labor shortages, skill gaps,
and surpluses within an industry. This helps mitigate potential disruptions
caused by labor imbalances and provides proactive strategies for recruitment,
retention, and training. For example, if there is a growing demand for
artificial intelligence (Al) experts in the tech industry, HR planning ensures
that there is a sufficient supply of qualified talent.

Promoting Sustainable Growth: Industries that invest in HR planning are
better positioned for sustainable growth. A well-planned workforce helps
industries scale up operations efficiently, improve productivity, and create
innovation pipelines. Additionally, industry-level HR planning helps reduce
turnover rates, improve employee engagement, and build a culture of
continuous development.

Enhancing Competitiveness: HR planning at the industry level helps an
industry stay competitive by ensuring a steady pipeline of skilled talent. By
working together, organizations within the industry can address talent
shortages and create strategies for attracting and retaining top talent, which
contributes to the overall competitiveness of the industry.

6.4.2 Components of Industry-Level HR Planning

1.

Industry Workforce Analysis: The first step in HR planning at the
industry level is analyzing the current state of the workforce. This involves
understanding the number of workers, their skills, qualifications, and
demographics within the industry. It also includes identifying the current
workforce composition, such as the age distribution, the gender balance, and
the level of education and training of employees.

Workforce analysis also includes understanding the workforce's mobility,
examining turnover rates, and identifying reasons for attrition. For instance,
in the retail industry, high turnover rates may be due to seasonal demand or
low wages, which HR planners can address by creating better employee
retention strategies.

Forecasting Future Labor Needs: Accurate forecasting is one of the most
important aspects of industry-level HR planning. HR planners must predict
future workforce requirements based on trends in technology, regulatory
changes, economic factors, and market growth. This forecasting process
typically involves:
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e Growth Projections: Estimating how many workers will be
required as the industry grows. For example, the renewable energy
industry may need more solar panel installers and wind turbine
technicians as the demand for clean energy increases.

e SKkill Requirements: Predicting which skills will be needed in the
future, such as advanced data analytics in the tech industry or
specialized nursing skills in healthcare.

e Demographic Shifts: Considering factors like the aging workforce,
changing retirement rates, and the influx of younger workers
entering the industry.

e Impact of Automation: Estimating how automation and artificial
intelligence will change the need for certain job roles. For example,
automation in the manufacturing industry may reduce the need for
manual labor but increase demand for highly skilled technicians and
robotic engineers.

3. Skills Gap Analysis: One of the most critical aspects of industry-level HR
planning is identifying the gap between the current skillset of the workforce
and the skills required for future industry demands. A skills gap analysis
helps HR planners determine which skills are in shortage and where
workforce development efforts should be concentrated.

This may involve:

e Industry-specific skills: For example, the healthcare industry may
experience a shortage of skilled medical professionals, including
radiologists or specialized surgeons.

e Soft skills: Some industries, such as customer service or sales, may
require employees to develop strong communication, problem-
solving, and emotional intelligence skills.

HR planning must ensure that these gaps are addressed by either improving
the existing workforce’s capabilities or recruiting new talent with the
necessary qualifications.

4. Workforce Development and Training: To bridge the skills gap, industry-
level HR planning should include comprehensive training and development
strategies. These initiatives can involve a mix of on-the-job training, formal
education, workshops, online courses, and certifications. Collaboration
between educational institutions and industry stakeholders is key to
developing training programs that align with industry needs.

For example, the IT industry may partner with universities to offer
specialized courses in cybersecurity, data science, or cloud computing,
ensuring that the workforce is prepared for future technological
advancements. Similarly, the healthcare industry may develop specialized
training for the growing demand for geriatric care and telemedicine.



5. Succession Planning: Industry-level HR planning should include strategies
for identifying and developing internal talent to fill key leadership and
technical roles. Succession planning ensures that the industry has a pipeline
of capable leaders who can step into critical roles when needed, reducing the
risk of leadership gaps.

Succession planning is especially important in industries with long tenure
and high specialization, such as aerospace engineering or law. HR planners
must ensure that industry-specific training and mentorship programs are in
place to nurture high-potential employees.

6. Labor Mobility and Flexibility: Labor mobility within an industry refers to
the ability of workers to move between companies, regions, or roles within
the same sector. Ensuring that the workforce is flexible and can adapt to
changes in the industry is crucial for competitiveness. HR planning at the
industry level helps remove barriers to labor mobility, such as regional
differences in wages or skills mismatches.

Offering career progression pathways, transferable skills, and continuous
learning opportunities encourages workers to stay within the industry while
advancing their careers. This mobility is essential for industries like
technology, where rapid innovation and shifts in focus demand workers who
can adapt quickly to new roles.

7. Diversity and Inclusion: Promoting diversity and inclusion within the
industry ensures that there is a broad range of perspectives, experiences, and
skills that contribute to the success of the sector. HR planning should
include initiatives that promote diversity at all levels, from recruitment to
leadership positions. A diverse workforce is proven to be more innovative
and adaptable, which is critical for industries that require constant
innovation and problem-solving.

6.4.3 Challenges in Industry-Level HR Planning

1. Rapid Technological Change: One of the greatest challenges facing HR
planners at the industry level is the rapid pace of technological change.
Automation, Al, and digital tools are continuously reshaping the skills
required within industries. HR planners must stay ahead of technological
advancements and ensure that their workforce is continuously updated with
the latest skills.

2. Globalization: Global competition for talent is another challenge. Industries
must not only compete with local companies for skilled labor but also with
international firms offering competitive salaries and benefits. This requires
strategic HR planning to attract and retain top talent globally.

3. Economic Uncertainty: Economic recessions, trade disruptions, and other
economic challenges can lead to unpredictable labor demands. HR planners
must be able to quickly adjust workforce strategies in response to economic
fluctuations, ensuring that the workforce remains agile and adaptable.
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6.5 Unit-Level HR Planning: A Detailed Explanation

Unit-level HR planning refers to the process of ensuring that a specific
department, team, or unit within an organization has the right people with the right
skills to meet its objectives. Unlike broader HR planning at the organizational or
industry level, unit-level HR planning is highly focused and tailored to the specific
needs and goals of a particular unit. The key goal of unit-level HR planning is to
align the workforce with the department’s or unit's short-term and long-term
requirements, enabling the team to function efficiently and contribute to the overall
organizational success.

Effective unit-level HR planning ensures that the unit is equipped with the
right number of employees, appropriate skill sets, and the capacity to meet both
current demands and future growth. It involves not only workforce allocation but
also talent development, performance management, and retention strategies.

6.5.1 Importance of Unit-Level HR Planning

1. Alignment with Organizational Objectives: Unit-level HR planning
ensures that a unit’s workforce is closely aligned with the broader
organizational goals. Whether the unit is responsible for production,
marketing, sales, or customer service, HR planning ensures that the right
people are in place to execute specific objectives and contribute to the
overall mission of the organization.

2. Maximizing Efficiency: By planning the workforce needs at the unit level,
an organization can avoid understaffing or overstaffing, both of which can
lead to inefficiencies. Understaffing leads to overworked employees and
missed targets, while overstaffing results in unnecessary labor costs.
Effective HR planning at the unit level ensures that there are enough
employees with the right skill sets to meet the unit’s demands.

3. Anticipating and Addressing Skill Gaps: Every unit has specific skill
requirements that must be met to deliver quality work. For example, a sales
unit may require strong communication and negotiation skills, while an IT
unit needs technical expertise. Unit-level HR planning helps anticipate skill
gaps and develop strategies to address them, such as training, recruitment,
or re-skilling initiatives.

4. Boosting Employee Morale and Engagement: Well-structured HR
planning within a unit contributes to better job satisfaction and engagement
among employees. When employees feel that their skills are valued and they
have opportunities for growth within their unit, they are more likely to stay
motivated, leading to improved performance.

6.5.2 Components of Unit-Level HR Planning

1. Workforce Analysis: The first step in unit-level HR planning is to conduct
a detailed analysis of the current workforce. This involves evaluating the
skills, experience, qualifications, and performance of each member of the
unit. The objective is to identify strengths, weaknesses, and areas for



improvement. This analysis helps to understand the current capacity of the
team and determine where changes or additions are needed.

Forecasting Future Workforce Needs: After understanding the current
workforce, the next step is to forecast the future needs of the unit. This
includes anticipating changes in workload, the introduction of new projects,
or changes in market conditions that will require different skill sets.
Forecasting can be based on factors such as expected growth in the unit,
technological advancements, or upcoming shifts in business strategy.

Identifying Skill Gaps: As part of HR planning, it is important to identify
any existing skill gaps within the unit. A skills gap analysis will reveal
where the current workforce does not have the required expertise to meet
future demands. Once these gaps are identified, HR planning can focus on
solutions to fill them, such as recruitment, training, or employee
development programs.

Talent Acquisition and Recruitment: Based on the workforce analysis and
skill gap identification, the next step is to recruit additional employees or fill
key positions. This involves either internal recruitment (promoting or
transferring current employees) or external recruitment (hiring new
employees). Unit-level HR planning ensures that recruitment efforts align
with the specific needs of the unit.

Training and Development: Once workforce gaps are identified, unit-level
HR planning must incorporate strategies for training and development. This
involves creating or sourcing relevant training programs to upskill current
employees or ensure that new hires are adequately prepared to contribute to
the unit’s goals. Training may be focused on technical skills, leadership
development, or soft skills, depending on the unit's needs.

Performance Management: Effective HR planning also requires a robust
performance management system. HR planners should ensure that
performance evaluations are conducted regularly, and employees are given
clear feedback regarding their strengths and areas for improvement. This is
important for both individual development and achieving the goals of the
unit.

Succession Planning: Succession planning at the unit level ensures that key
positions within the unit are filled quickly if someone leaves or is promoted.
By identifying and nurturing high-potential employees within the unit,
organizations can minimize disruptions caused by turnover. This involves
providing employees with the necessary skills and experience to take on
more responsibility in the future.

Employee Retention: Retention strategies are an integral part of unit-level
HR planning. Keeping employees satisfied and motivated within their roles
helps reduce turnover and ensures that the unit maintains a stable and
experienced workforce. Retention strategies can include offering
competitive salaries, benefits, recognition programs, career development
opportunities, and creating a positive work environment.
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6.5.3 Challenges in Unit-Level HR Planning

1. Dynamic Workforce Needs: Units often experience fluctuating demands
due to market changes, product launches, or seasonal variations. Predicting
these fluctuations and planning HR resources accordingly can be
challenging.

2. Skill Development: Identifying and addressing skills gaps within the unit
can be complex, especially if the required skills are highly specialized or
rapidly changing due to technological advancements.

3. Employee Motivation and Engagement: Maintaining high morale and
engagement in a specific unit can be difficult, particularly in high-stress
environments or units that experience frequent turnover.

4. Budget Constraints: HR planning at the unit level often requires balancing
workforce requirements with budget constraints. Limited financial resources
may limit recruitment, training, or development initiatives

6.6 Department-Level HR Planning: A Detailed Explanation

Department-level HR planning focuses on ensuring that a specific
department within an organization has the right number of employees with the
appropriate skills to meet its current and future needs. This type of planning is more
detailed than organizational-level HR planning, as it hones in on the specific
requirements, objectives, and challenges of individual departments. It ensures that
human resources are allocated effectively and that the department can achieve its
goals while contributing to the overall success of the organization.

Effective department-level HR planning helps align workforce resources
with the department's short-term and long-term strategies. It involves several key
elements, including workforce analysis, recruitment, training, and performance
management, all tailored to the department’s specific needs.

6.6.1 Importance of Department-Level HR Planning

1. Alignment with Departmental Goals: Each department within an
organization has its own set of objectives and responsibilities. HR planning
at the department level ensures that the workforce is aligned with these
goals. For instance, the HR needs of a marketing department will differ
from those of a finance department. By focusing on departmental needs, HR
planning ensures that each department has the necessary human resources to
meet its targets.

2. Optimizing Resource Allocation: Department-level HR planning helps
optimize the use of available human resources, avoiding both understaffing
and overstaffing. Understaffing may lead to overwork, employee burnout,
and missed deadlines, while overstaffing leads to unnecessary costs.
Effective planning ensures that the department is neither under-resourced
nor over-resourced, maximizing efficiency and productivity.



3.

Anticipating Future Needs: Departments often face evolving demands due
to factors such as business growth, technological changes, or shifts in
market conditions. Department-level HR planning helps anticipate these
changes and prepare the workforce accordingly. This includes forecasting
the need for new skills, additional personnel, or changes in roles to ensure
the department can meet future demands.

Talent Development: A key aspect of department-level HR planning is
ensuring that employees within the department have opportunities for
growth and development. By identifying skills gaps and offering relevant
training, HR planners can help employees improve their capabilities and
increase their contribution to the department's success. This, in turn,
increases employee satisfaction and retention.

6.6.2 Key Components of Department-Level HR Planning

1.

Workforce Analysis: The first step in department-level HR planning is
analyzing the current workforce. This involves evaluating the skills,
qualifications, and experience of the existing employees in the department.
HR planners need to identify if there are any skills gaps, areas of strength,
or weaknesses that need addressing. Additionally, analyzing factors like
employee turnover, absenteeism, and morale helps in understanding the
department’s human resource needs.

Forecasting Labor Needs: Forecasting is a crucial aspect of department-
level HR planning. It involves predicting the department's future workforce
requirements based on business growth, upcoming projects, or changes in
market conditions. For example, a sales department may forecast an
increase in workload due to a new product launch or an expansion into new
markets, prompting the need for more sales staff.

Skills Gap Analysis: Identifying any skills gaps within the department is
essential for effective HR planning. If the department requires skills that are
not available within the current workforce, HR planners must devise
strategies to address these gaps, such as through recruitment, training, or
cross-training existing employees. For instance, if a finance department
needs expertise in data analysis for better decision-making, HR planning
should consider training or hiring staff with the relevant skills.

Recruitment and Staffing: Based on the workforce analysis and
forecasting, HR planners at the department level are responsible for
ensuring the department has enough staff to meet its goals. This may
involve recruiting new employees, reallocating existing staff, or temporarily
bringing in contractors. Recruitment efforts should focus on attracting
candidates with the necessary skills and experience to fill any identified

gaps.

Training and Development: Department-level HR planning must include
strategies for training and developing the existing workforce. Offering
opportunities for employees to improve their skills not only helps close any
skills gaps but also keeps the department adaptable to future changes. For
example, if a marketing department is shifting its focus to digital platforms,
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HR planning should include training programs to help employees gain
proficiency in digital marketing tools and strategies.

Performance Management: Another important aspect of department-level
HR planning is performance management. Regular evaluations help ensure
that employees are meeting the department’s objectives and identify areas
where improvement is needed. HR planners must develop clear performance
metrics, conduct regular performance reviews, and provide feedback to
employees. Effective performance management also identifies high-
performing employees who could be promoted or developed further to take
on leadership roles in the future.

Succession Planning: Departments should also plan for the future by
identifying potential successors for key roles. This ensures that if a key
employee leaves or is promoted, the department can continue to function
without disruption. HR planning at the department level involves identifying
high-potential employees, providing them with opportunities for
development, and preparing them to take on critical roles in the future.

Employee Retention Strategies: High turnover within a department can
disrupt operations and create additional costs for recruitment and training.
HR planners need to develop strategies to retain talented employees. These
strategies may include offering competitive compensation packages,
providing opportunities for career advancement, and fostering a positive
work environment. A focus on employee retention helps maintain a stable
and experienced workforce within the department.

6.6.3. Challenges in Department-Level HR Planning

1.

Resource Constraints: Sometimes, departments may face budget
constraints that limit their ability to recruit, train, or hire additional staff. HR
planners must balance these limitations while ensuring that the department'’s
needs are met.

Evolving Job Roles: As departments evolve, roles may change, and new
skills may be required. This can make it difficult to predict workforce needs
accurately. HR planners must be flexible and ready to adjust plans as new
challenges or opportunities arise.

Interdepartmental Coordination: HR planning at the department level
requires coordination with other departments to ensure that the entire
organization’s needs are met. Conflicts may arise if different departments
compete for the same talent or resources.

Managing Employee Expectations: Employees within a department may
have high expectations for career progression, training, and promotions.
Managing these expectations and aligning them with organizational goals
can be a delicate balancing act for HR planners.



6.7 Job-Level HR Planning: A Detailed Explanation

Job-level HR planning focuses on ensuring that individual job positions
within an organization are filled with the right people who have the appropriate
skills, qualifications, and capabilities to perform their roles effectively. This type of
HR planning is focused on specific job functions, responsibilities, and the
requirements needed for each role. It is a more granular level of HR planning than
department or organization-wide planning, concentrating on aligning human
resources with specific job requirements to optimize individual and organizational
performance.

Job-level HR planning involves understanding each job's function within the
broader organizational structure and ensuring that individuals are suitably trained,
recruited, and developed to fulfill the roles successfully. This approach is critical to
avoid skill mismatches, job dissatisfaction, and inefficiencies, which can negatively
affect productivity and employee engagement.

6.7.1 Importance of Job-Level HR Planning

1. Role Clarity: By focusing on job-level HR planning, organizations can
ensure that each job role is clearly defined with specific responsibilities,
performance expectations, and required competencies. Clear role definitions
help employees understand their duties and the skills they need to succeed.

2. Optimizing Performance: Effective job-level HR planning ensures that the
right person is in the right role. This alignment helps maximize individual
performance, as employees are equipped with the skills and resources
needed to perform their jobs successfully. When employees understand
what is expected of them and have the right support, they are more likely to
perform at their best.

3. Improved Recruitment: Job-level HR planning helps in identifying the
precise qualifications and skills required for each role. This enables more
effective recruitment processes, as hiring managers can target candidates
with the right experience and skill set for specific positions. With clearly
defined job roles, the recruitment process becomes more efficient, reducing
the time and costs associated with filling positions.

4. Skill Development: Identifying the skills needed for specific roles allows
HR departments to focus their training and development efforts on areas
that are directly aligned with the job's requirements. This targeted approach
helps employees gain the skills necessary to perform their jobs better,
leading to increased job satisfaction and career progression opportunities.

5. Employee Retention: When employees are placed in roles that match their
strengths and aspirations, they are more likely to be engaged and satisfied in
their work. Job-level HR planning ensures that employees are not only
suited to their roles but also have opportunities for growth and advancement
within those positions. This alignment reduces turnover and increases
retention rates.
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6.7.2 Key Components of Job-Level HR Planning

1.

Job Analysis: The first step in job-level HR planning is conducting a
thorough job analysis. This involves gathering information about each
position's responsibilities, required skills, qualifications, and performance
expectations. Job analysis can be done through interviews, surveys, and
observations of current employees in those roles. The goal is to create a
detailed job description that outlines all necessary aspects of the role.

o For example, a job analysis for a marketing manager might focus on
the need for skills in digital marketing, project management, and
team leadership. The analysis may also highlight the level of
experience required, such as previous work in a leadership role and a
strong understanding of marketing analytics tools.

Job Design: After completing the job analysis, the next step is job design,
which involves structuring the role in a way that allows employees to
perform effectively and efficiently. Job design includes considerations such
as job variety, autonomy, responsibility, and opportunities for personal
development. The goal is to create a job that is motivating, challenging, and
aligned with the organization’s needs.

Recruitment and Staffing: With a clear understanding of the job
requirements, HR planners can then focus on recruitment and staffing
strategies for each role. Job-level HR planning ensures that recruitment
efforts are tailored to find candidates who meet the specific requirements for
the role. This may involve creating targeted job advertisements, sourcing
candidates from specialized talent pools, and conducting interviews that
assess candidates’ competencies for the specific job.

Training and Development: To ensure that employees are equipped to
succeed in their roles, job-level HR planning includes targeted training and
development initiatives. These programs are designed to help employees
acquire the necessary skills and competencies to perform their jobs
effectively. Whether through formal training, on-the-job coaching, or
mentorship, job-level HR planning ensures that employees have access to
the resources they need for growth and success in their specific roles.

Performance Management: Performance management at the job level
involves setting clear expectations for individual roles and regularly
assessing whether employees meet those expectations. Job-level HR
planning ensures that performance appraisals are closely aligned with the
responsibilities and objectives of each role. This includes establishing
performance metrics, providing feedback, and offering rewards or
development opportunities for top performers.

Succession Planning: Even at the job level, it is important to plan for the
future by identifying potential successors for key positions. Succession
planning at the job level involves identifying high-potential employees who
can step into roles if someone leaves, is promoted, or retires. HR planners
will focus on developing employees to take on these roles through training,
mentorship, and job shadowing.



o For example, if a senior accountant is planning to retire in a few
years, job-level succession planning might identify and train a junior
accountant to take over the responsibilities, ensuring continuity in
the finance department.

7. Employee Retention and Engagement: Retaining employees in specific
job roles is a key goal of job-level HR planning. HR planners must ensure
that employees are satisfied in their roles and feel motivated to remain with
the company. This can be achieved by offering competitive salaries,
providing opportunities for skill development, and fostering a positive work
culture.

6.7.3 Challenges in Job-Level HR Planning

1. Changing Job Requirements: As technology and business needs evolve,
job roles and the skills required for those roles may change. Keeping job
descriptions and requirements up to date is a continuous challenge.

2. Skill Shortages: In certain industries or for specialized roles, finding
qualified candidates with the required skills can be difficult. Job-level HR
planning may need to focus on sourcing talent from broader pools or
developing skills internally.

3. Employee Expectations: Employees may have different expectations for
their job roles, including career growth opportunities and job satisfaction.
Managing these expectations and aligning them with organizational needs
can be challenging.

« Conclusion:

In conclusion, the process of planning human resources is important to
evaluate the current and future labor force needs of the organization, both in terms
of quantity and quality. It is a fundamental process that directly links human
resource activities with organizational plans and objectives. In addition, this process
protects organizations from diverse challenges while preparing them for diverse
external and internal factors that may affect their activities.

« Exercise

e Multiple choice questions

1. What is the primary goal of HR planning?

a) To fill immediate vacancies in the organization

b) To align HR activities with long-term organizational goals
¢) To develop training programs for employees

d) To ensure compliance with labor laws

2. Which of the following is the focus of operational-level HR planning?

a) Forecasting future human resource needs
b) Aligning HR strategy with corporate objectives

107



108

¢) Managing day-to-day HR tasks such as recruitment and selection
d) Analyzing labor market trends

3. At the tactical level of HR planning, which activity is most likely to be
emphasized?

a) Designing the company’s long-term workforce strategy

b) Forecasting the HR needs for the next 5-10 years

c) Developing and implementing short-term training programs
d) Analyzing turnover rates at a global level

4. Which level of HR planning is responsible for translating long-term strategy
into specific HR actions?

a) Strategic HR planning

b) Operational HR planning

¢) Tactical HR planning

d) Human Resource Development (HRD)

5. Which of the following is a key focus of HR planning?

a) Day-to-day staffing needs

b) Developing specific job descriptions

c) Workforce alignment with future business goals
d) Organizing employee engagement activities

6. In HR planning, which of the following levels is most concerned with
identifying the specific HR requirements of departments?

a) Operational-level planning
b) Strategic-level planning

c) Tactical-level planning

d) External-level planning

7. Which of the following activities would be part of HR planning?

a) Conducting training needs assessments

b) Establishing policies for employee promotions and succession planning
¢) Organizing job fairs to recruit candidates

d) Preparing performance appraisal reports

8. At the operational level, which of the following is NOT typically an HR
planning responsibility?

a) Recruiting and selecting employees

b) Ensuring compliance with labor laws

¢) Forecasting long-term workforce trends
d) Managing employee compensation



9. Which of the following is an example of an HR activity at the tactical level?

a) Setting long-term strategic goals for HR alignment

b) Reviewing employee performance metrics and making adjustments
c) Designing the overall compensation strategy

d) Aligning HR practices with corporate values

10. What is the main role of HR planning at the operational level?

a) Ensuring that the HR strategies are in line with the company’s overall vision
b) Managing specific HR activities to support day-to-day operations

c) Forecasting the future human resource needs of the organization

d) Aligning HR goals with market trends and external factors

e Long Questions:-

What is HR planning?

Explain the Importance of HR planning.
Explain national level HR planning.

Is HR planning is Important?

Explain Unit level HR planning

What is Industry level of HR planning?
Your thoughts on Sectorial HR Planning.
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Explain different levels of HR planning.
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UNIT-7 STRATEGIES FOR HR PLANNERS

7.1 Introduction

7.2 Steps to Develop HR Strategic Plan

7.3 Components of HR Strategic Plan

7.4 Implementation of HR Strategy

7.5 Best Practices for Effective HR Planning
7.6 Measuring and Assessing HR Capacity
7.7 Forecast HR Requirements

7.8 Talent Strategy

7.9 Importance of Comprehensive Talent Strategy
7.10 Benefits of Talent Strategy

7.11 Components of Talent Strategy

7.12 Developing a Talent strategy

.,

< Exercise

7.1 Introduction

Human resources is a key player in transforming a business. With increased
focus on digital transformation, inclusion and diversity, data-driven decision-making,
and prioritization of employee well-being, organizations are looking to redefine their HR
strategies. They seek human resources professionals who can draft a comprehensive
strategic plan to guide organizational change.

Human resources strategic plan is a written document that contains details about
the HR strategy for the stakeholders to understand and execute. This plan provides
information, such as HR goals, initiatives, and priorities, and aligns them with the
business objectives. Further, it specifies the resources and actions required to carry out
and measure the progress of the strategies developed. The HR heads prepare the
strategic plan in collaboration with organizational leadership that serves as a guide for
all the HR activities in the organization.

The reasons behind the importance of a strategic plan are given below:

= Helps in setting goals and tracking related progress.

= Ensures the human resources department focuses on the predetermined priorities.

= Facilitates appropriate resource allocation.

= Keeps all the stakeholders informed about the human resource strategy.

= Enhances productivity and engagement of HR professionals by providing a clear
roadmap to work.

= Creates accountability for the HR strategy.
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7.2 Steps to Develop HR Strategic Plan

The strategic human resource management process is a comprehensive
procedure. It evaluates an organization’s strengths, weaknesses, opportunities, and
threats to devise a strategy. This strategy ensures operational goals and future demands
for labor and talent are met. The following are the steps to develop Strategic Plan.

1. Goals and Objectives of Business
2. Assessing current capabilities of HR and employees
. Forecast labor needs

. Outline Plans and Strategies

. Cost Factor

. KPIs for HRM Objectives

. Vision and Mission Statement

. Layout and Design

. Develop a Communication Plan
10. Mapping action plans

11. Gap analysis
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1. Goals and Objectives of Business

Thorough understanding of the past and present working of organization to draft
a strategic plan. Communicate with the stakeholders and engage in discussions about the
organization’s achievements, products and services, and goals. This will help to
determine the business needs and identify the ways to fulfil them.

2. Assessing current capabilities of HR and employees

The next step in strategic HR management and planning is to assess the current
capabilities of the human resources department and the existing employees. Begin by
evaluating the state of the HR with the SWOT analysis, i.e., understanding strengths,
weaknesses, opportunities, and threats. An HR audit to examine the readiness of HR
department and review the policies and processes. This helps to check if functioning
well or if any aspects need to be improved. Assessment of the employee’s current skill
sets is essential to check if they meet the operational needs. Review of employee
performance, project history, continuing education, professional growth, and resumes to
evaluate the collective workforce skill level. The information collected will provide an
idea of the roles best suited for each individual and if there is a need for upskilling or
hiring.

3. Forecast labor needs

Both external and internal factors are important to consider while forecasting the
labor needs of the organization. Some of the essential factors to consider are as follows:

Internal Factors:

= Layoffs

= Personnel transfers

= Planned promotions

= Upcoming retirements
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= Extended leaves of absence such as maternity or paternity leave

<+ External Factors:

= Technological development

= Global financial environment

= Legal and regulatory environment
= Demographic shifts

= Environmental factors

= Labor market conditions

4. Outline Plans and Strategies

Once you have done a gap analysis and forecasted labor needs, move to the next
step of the HR strategic planning process. In this step, we can outline plan to meet the
labor requirements of the organization, be it retaining or recruiting employees. In
today’s time, it is difficult to to Manage, Motivate, and Retain Talent. Since employees
require much more than rewarding compensation to remain engaged and productive in
their work, it is essential to devise strategies to provide them with meaningful and
fulfilling opportunities. Some of the strategies to manage, motivate, and retain
employees include:

= Regularly auditing compensation, benefits, work environment, and employee
engagement.

= Identifying employees with skills outside their current roles seeking new
challenges, and providing them with a development plan to grow within the
organization.

= Creating a company culture that supports continuous learning.

= Providing online training opportunities to upskill employees for new roles.

= Evaluating and adapting compensation and benefits packages to be more
competitive.

5. Cost Factor

Considering finances in Human Resource Planning process is crucial because it
ensures you can reference your budget and expenses as needed. The costs incurred on
fulfilling the workforce requirements include hiring, training, payroll, etc. Deciding on a
budget is essential to ensure you do not spend more than you intend to and efficiently
achieve the strategic goals for human resources management. To achieve this, you can
use budget forecasting reports, data visualization tools, and financial software to keep
track of your annual expenses.

6. KPIs for HRM Objectives

Specifying key performance indicators (KPIs) is necessary to monitor the
performance of strategic HRM objectives. These are measurable results that showcase
an organization’s success in achieving predetermined goals. KPIs are mentioned in the
strategic plan so that the company can make adjustments and improve future strategies.
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Some of the performance indicators you can specify are turnover rates, time to hire,
employee satisfaction scores, and headcounts.

7. Vision and Mission Statement

While the human resources strategic plan includes an outline of the HR strategy,
you need to add a summary as well. Mission and vision statements are written to fulfill
this purpose. These briefly describe the human resources strategy and act as an
indicative test for future policies.

8. Layout and Design

Remember that the aim of preparing the human resources strategic document is
to allow various stakeholders to clearly understand the information. Therefore, this
document has to be accessible and engaging. Here are some points to follow while
preparing the HR strategic document:

= Layout- Select an appealing layout template best suited to your needs. Keep into
account the information you will add and if there is a design style that the
documents of your company follow.

= Language- Customize the template so that it speaks to your audience. Use simple
and concise language instead of jargon. Use company-specific acronyms, words,
or phrases that are common among the employees of your organization.

= Design- Include visual elements such as graphs, charts, and infographics to
display projections, statistics, metrics, and more effectively.

9. Develop a Communication Plan

The next step is to inform and communicate your HR strategy at all levels of the
organization. For this, you need to develop a communication plan. It will include
strategies and tactics to convince and motivate everyone in the organization to become
familiar with the plan and make efforts towards implementing it. Here are some ways to
share the strategic plan:

= For HR Teams: The HR teams of the organization should be well-versed in the
plan. Communicate to them how the plan will roll out and their day-to-day
responsibilities in implementing the strategy.

= For Leadership Team: Since the leadership team includes a few individuals,
you can prepare a presentation to walk them through the strategic plan. Further,
explain how the plan aligns with the organization’s overall business strategy.

= For Employees: It is essential that the employees understand the purpose and
benefits of your strategic plan. Some common communication channels like
meetings, newsletters, emails, and social media posts to help employees grasp
the HR strategy and plan.

10. Mapping action plans

HR strategic plan will help in creating specific action plans. Each objective can
be divided into achievable tasks to accomplish them promptly. Then, assign these tasks
to relevant teams and fix a schedule. Determine timelines, deadlines, and milestones to
keep the HR professionals motivated and focused on the strategic plan. These action
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plans can act as points of reference for accountability, measuring progress, and avoiding
delays.

11. Gap analysis

One of the goals of strategic human resource management is to cater to
forthcoming changes in a workforce to ensure smooth and continuous operations. There
is need to conduct a gap analysis to determine if employees have the necessary skills and
knowledge to maximize their productivity.

7.3 Components of HR Strategic Plan

The strategic plan of human resources is a roadmap for implementing initiatives
that support the HR goals. The following are vital components that make the HR plan
effective.

i.  Organizational Values and Goals: The official organizational values and goals
should be mentioned in the strategic plan.

i. HR Objectives and Key Results: These help in quantifying the success of the
strategic plan. Therefore, it is essential to specify the plan’s objectives and HR
metrics to measure progress.

iii. HR Mission and Vision Statements: These statements are integral to the HR
strategic plan. The vision statement mentions the purpose and ultimate goal of
HR, while the mission statement provides the path to achieve the goal.

iv.  List of Core HR Initiatives: Summarize the initiative of HR that will help in
achieving the strategic human resource management objectives. These initiatives
can be related to any aspect of HR, like recruitment, company culture, employee
performance management, and compensation.

v.  Priority Aspects: The strategic plan includes the tasks in the priority aspects or
areas that the HR professionals will focus on when working towards the
objectives. A description of how these efforts will enhance assistance from HR
and support business goals is also provided.

vi.  Risks and Management: You should include the potential risks or challenges
that may arise while executing the strategic plan. Additionally, discuss how the
organization can handle these challenges and minimize the risks.

vii.  Resources: Specify how the resources (budgetary, human capital, and
technology) required to implement the HR initiatives will be allocated to ensure
cost efficiency.

vii. HR Operating Model and Required Skills: There are various operating
models, such as agile, business partner, and functional to describe how the HR
department is structured and provides its assistance. Specify which of these
models is used in your organization. Additionally, mention the skills and
expertise required for this operating model to function effectively.
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7.4 Implementation of HR strategy

For the successful execution of the HR strategy specified in plan, the following

points can be more focused.

Pay Attention to the Budget: Human resource strategy needs a sufficient
budget to be enacted proficiently. Therefore, concentrate on initiatives where
cost considerations align with the organization’s budget.

Ensure Collaboration: HR strategy implementation requires collaboration
between HR professionals and other key stakeholders. Make sure that managers
and senior leaders of the organization are well-informed about the strategy.

Prefer Strategic Solutions: To implement the HR strategy effectively, analyze
the root cause of challenges and plan accordingly. While you can adopt short-
term or transactional solutions for immediate issues, they are not viable in the
long run. Therefore, prefer strategic solutions that focus on addressing the
underlying issues and consider the long-term implications of decisions.

Monitor and Optimize Strategy: Implementing an HR strategy requires
measuring its effectiveness over time with KPIs. If the desired results are not
achieved, optimize the strategy accordingly.

Maintain a Balance: Effective administration acts as the foundation for strategic
initiatives. There are several administrative responsibilities of HR, including day-
to-day operations (record keeping), ensuring compliance (with laws, regulations,
and internal policies), and managing risks (data security, confidentiality).
Without proper administrative processes, strategic plans may be undermined by
operational inefficiencies or compliance issues. Therefore, strike a balance
between strategic thinking and administrative responsibilities.

7.5 Best Practices for Effective HR Planning

The following are some best practices which defines how effectively best

practices can be implemented in HR capacity planning in organization

Understand the business strategy: HR capacity planning should start with a deep
understanding of the organization’s strategic goals. HR professionals must
collaborate closely with other departments to identify workforce needs that align
with these objectives. After internal understanding is established, understanding
the labor market overall and identifying competitor strategy is also a crucial step
in well-rounded strategy development.

Data-driven approach: Leverage HR analytics and data to inform capacity
planning decisions. This can be intimidating for organizations because of the
involvement of analytics. Use historical data on turnover rates, employee
performance, and market trends to make accurate projections.

Scenario planning: Develop multiple scenarios for different business outcomes,
including best- and worst-case scenarios. This allows HR to prepare for a range
of possibilities and adapt quickly to changing circumstances.

Skill assessment: Assess the skills and competencies needed to achieve
organizational goals. This can be accomplished by evaluating internal workforce
metrics and external labor market analysis to evaluate the current state of skills
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Vi.

Vii.

viii.

within your organization. ldentify any skills gaps within the current workforce
and develop strategies for closing them. “Nearly seven in 10 human resource
professionals believe their organization has a skills gap,” according to SHRM.

Talent pipeline: Create a talent pipeline that includes both internal and external
sources. Invest in talent development and succession planning to ensure a steady
supply of qualified candidates for key roles.

Strategic recruitment: When hiring, focus on recruiting candidates who not only
meet current needs but also have the potential to grow and adapt to future
requirements.

Flexible workforce models: Consider flexible workforce models such as
contingent workers, freelancers, or remote employees to supplement the core
workforce during peak periods or for specific projects.

Technology utilization: Embrace HR technology and workforce management
software that can streamline capacity planning processes, track key metrics, and
provide the latest insights.

Employee engagement: Keep employees engaged and motivated through
effective performance management, career development opportunities and a
positive workplace culture. Engaged employees are more likely to contribute to
capacity goals.

i. Continuous monitoring: HR capacity planning is not a one-time task but an
ongoing process. Regularly review and adjust capacity plans in response to
changing business conditions, emerging trends, changing project workload
demands, and unforeseen events.

ii. Collaboration: Collaborate with other departments and leadership to ensure
that capacity planning is integrated into the overall business strategy.
Effective communication and alignment are crucial.

iii. Compliance and diversity: Consider legal and compliance requirements
when planning capacity. Additionally, embrace diversity and inclusion to tap
into a broader talent pool.

7.6 Measuring and Assessing HR capacity

Measuring and assessing HR capacity can be done in following ways.

Strategic alignment: Strategic alignment is a process that ensures an
organization's structure, use of resources, and culture supports its strategy. It is
the strength of the links between an organization's overall goals and the goals of
each of the units that contribute to the success of those overall goals. Capacity
planning ensures that HR strategies are closely aligned with the organization’s
goals and objectives. It helps HR professionals identify the skills and
competencies needed to drive business success.

Cost management: Effective capacity planning helps in optimizing labor costs.
By understanding workforce needs, HR can allocate resources efficiently,
minimizing overstaffing or understaffing issues that can be costly.

Talent acquisition: Capacity planning enables HR to forecast talent needs
accurately. This ensures that the organization can attract and hire the right talent
to meet current and future demands.



Workforce productivity: When HR has a clear understanding of capacity needs,
it can implement strategies to enhance workforce productivity, ensuring that
employees are engaged and performing at their best.

Risk mitigation: Capacity planning helps in identifying potential gaps in talent
supply, allowing HR to develop strategies for mitigating risks associated with
talent shortages or skills gaps.

7.7 Forecast HR requirements

Human Resource is undoubtedly an important part of any organization. Hence,

every organization must have the right number of the workforce at the right place and
that too at the right time. In order to efficiently plan the workforce, the proper needs of
human resource are very necessary. For this, the company must go for Human Resource
Forecasting. The following are some of the techniques for forecasting HR requirements.

Delphi technique: It is based on structured group input. The Delphi method is a
forecasting process and structured communication framework based on the
results of multiple rounds of questionnaires sent to a panel of experts. After each
round of questionnaires, the experts are presented with an aggregated summary
of the last round, allowing each expert to adjust their answers according to the
group response. This process combines the benefits of expert analysis with
elements of the wisdom of crowds.

Nominal technique: Decision-making by a group with minimal interaction.
Nominal Group Technique is a highly structured, face to face group discussion
method where every participant is provided an opportunity to participate. Where
opinions of all participants are considered equally important and are heard by
other members. It takes the brainstorming process a notch ahead by adding a
voting process. And not just a simple voting process but a relative ranking
process. This is in addition to the discussions off-course. This allows the
participants to be more engaged in the discussion, and thereby, in solution
design. Nominal means ‘in name only’. Thus, although this is a group technique,
it is so, only in name. It is more of individual exercise than a group activity. It is
an individual activity which is done as part of a group. Hence the name, Nominal
Group Technique

Brainstorming: It means Generating ideas collaboratively. Brainstorming is a
creative thinking technique for coming up with new ideas and solving problems.
Teams use this ideation method to encourage new ways of thinking and
collectively generate solutions. Brainstorming encourages free thinking and
allows for all ideas to be voiced without judgment, fostering an open and
innovative environment. This process typically involves a group of people,
although it can be done individually as well.

Trend Analysis: Trend analysis is a statistical technique used to identify and
analyze patterns or trends in data over time. It involves examining historical data
to uncover insights into past trends and predict future developments.

Markov Analysis: Predicting workforce transitions. Markov analysis is a method
used to forecast the value of a variable whose predicted value is influenced only
by its current state, and not by any prior activity. In essence, it predicts a random
variable based solely upon the current circumstances surrounding the variable.
Markov analysis is often used for predicting behaviors and decisions within large
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groups of people. It was named after Russian mathematician Andrei Andreyevich
Markov, who pioneered the study of stochastic processes, which are processes
that involve the operation of chance. Markov first applied this method to predict
the movements of gas particles trapped in a container.Markov analysis is a
method used to forecast the value of a variable whose predicted value is
influenced only by its current state.The primary advantages of Markov analysis
are simplicity and out-of-sample forecasting accuracy.Markov analysis is not
very useful for explaining events, and it cannot be the true model of the
underlying situation in most cases.Markov analysis is useful for financial
speculators, especially momentum investors.

vi.  Talent strategy (often referred to as talent management strategy or talent
acquisition strategy) is essential if organizations want to ensure they have the
right talent in the right place to meet their long-term financial, marketing and
operational goals and objectives. Therefore, being able to recruit, develop,
engage and retain the right people at scale should be a top priority.

vii.  Ratio Analysis: Calculating ratios based on past data.
viii.  Scatter Plot: Visualizing relationships between variables.

ix.  Managerial Judgment: Experienced managers estimate manpower requirements.
x.  Work-study Method: Analysing work using time and motion study.
xi.  Mathematical Models: Using mathematical formulas for forecasting.

7.8 Talent strategy

A talent strategy is a strategic plan that helps organizations recruit, develop and
retain top performers, and plan ahead for skills gaps and the future. The best talent
strategies help the organization meet its goals, create a competitive edge, and meet the
career development aspirations of present and future talent. The right talent management
strategy can move beyond typical activities such as talent acquisition and performance
management to managing talent relationships and creating a more diverse and inclusive
talent system.

7.9 Importance of comprehensive talent strategy

It’s important for HR to develop a total talent strategy because it creates a north
star for your entire talent team (including talent acquisition, diversity and inclusion,
analytics, and learning and development teams). It’s a strategic data-based approach to
workforce planning that allows you to focus on internal mobility, flexibility and
diversity. The risks of not having a talent strategy in place are seismic. Due to
technological advancement like Al, there is a need to prepare workforce for the future
due to organization vulnerable to wide skills gaps the organization will likely lose its
competitive edge. Without the right people in the right place performing in their roles,
there is no way for a business to meet its goals. Talent and the management of that talent
is everything.

7.10 Benefits of a talent strategy

i. Talent strategy helps in Learning and provides growth opportunities for
employees.
ii. It Increases productivity and engagement
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iii.  Itattracts the right talent to organization
iv. It makes possible to place the right people in the right roles
v. It helps in building a high-performance organization

vi. It Strengthens diversity and inclusion
vii.  Talent strategy creates a culture of continuous learning
viii. It also focus on EVP (employee value proposition)

ix.  Using people analytics to make better business-led decisions regarding talent
x. It Develops and updates internal skills
xi.  Increasing flexibility and promoting a better work-life balance.

7.11 Components of a talent strategy

1. Talent assessment and planning

Talent assessment and planning involves anticipating future staffing needs and
planning how these can be met by developing existing talent. Look at workforce supply
and demand, demographics, current and future skills shortages (or surpluses), workplace
trends and the labor market to help your organization with their workforce planning. It’s
also important to identify the critical roles in the business so that you can start
developing employees to fill these roles later. Developing existing employees will save
you time and money and mitigate the unpredictable nature of external hires, plus, it will
help to meet the professional goals of your employees who want to develop within the
organization. There will always be a certain need for new talent, but with careful
assessment and planning, this can be done much more strategically.

2. Talent acquisition

Talent acquisition is a strategic approach to identifying, assessing and acquiring
new employees for a company. Unlike general recruitment, which sometimes values
quantity over quality, talent acquisition is a carefully curated process that businesses rely
on in order to find the very best fit for their team. There are often talent acquisition
specialists within a company whose primary role is to source candidates who have the
exact skill set that is needed to help a company thrive and grow. HR must focus on
attracting the right people for the right roles, with a specific behavioral profile and skill
set that will align with the organization’s culture and values. An attractive employer
brand and EVP (employee value proposition) can help when recruiting external
candidates.

3. Talent development and retention

An Employee Benefits News study shows that the average cost of losing talent is
33% of a company’s annual revenue. If you want to develop and retain employees, it’s
important to balance the career aspirations of the employee with the short and long-term
goals of the business. Talent development initiatives like coaching, mentoring, training,
extra projects and secondments are all valuable ways to help employees boost their skills
and knowledge, expand their capabilities, and grow. This also helps to increase
employee engagement, motivation and productivity and reduce attrition. While a certain
number of exits are unavoidable, they can be limited. Use exit interviews to understand
why employees leave so that you can minimize this in the future.
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4. Succession planning

Succession planning is another important component of any talent strategy. It
involves selecting and developing your key talent, so they can advance into top-level,
critical roles. This is essential because employees are promoted, retire, and move
companies all the time, so you need a solid strategy in place to ensure your business-
critical roles are always filled with qualified people who will succeed in their job.
Identifying your most talented employees helps you create talent pools for each of your
critical roles and develop and mentor this talent, so they are prepared to step into these
roles in the future. A strong performance management process is a fantastic way to
identify your top talent early on.

7.12 Developing a Talent strategy

1. Understand the business’s goals and objectives

An effective talent management strategy begins by looking at the wider business
goals and objectives and discussing how talent strategy can support those. The CEO and
CHRO should be in agreement on HR’s part in the business strategy and where the focus
should be. For example, digitization, innovation, operational excellence, etc.

This then allows HR leaders and executives to make critical decisions on how to
close talent gaps, attract the right people, and support the strategic direction of the
business. As business strategies change over time, HR will need to stay ahead and pivot
accordingly.

2. Understand the company culture

Understanding and carefully crafting the right company culture that aligns with
business goals will help you stay competitive and attract the right people to your
organization. It is important to build a culture that supports the execution of the
organization’s business strategy. A poorly conceived company culture can have a
negative effect on your talent strategy to recruit top talent and develop existing
employees. For example, if digitization is a key focus in the business, attracting
millennials and gen Z candidates will be important because they are tech-savvy and
thrive in fast-paced environments. But if your company culture does not support
digitization or meet their expectations, you will struggle to attract them through your
doors. Consider how you want your workforce to come across in the future, and then
build a workplace that will support and attract those individuals.

3. Conduct a talent assessment

A skills gap analysis can help you see the difference or “gap” between how your
teams currently look, and where you want them to be in the future so that the business
can achieve its goals. A talent assessment helps HR identify any skills or knowledge
missing among employees, and then create a plan to address these gaps through
upskilling, re-skilling, succession planning, and more to help employees flourish. Make
a note of these skills gaps in your recruitment plan and refer to them when creating job
descriptions and advertising roles to make sure you attract the right people to fill these

gaps.



4. Develop a plan to address these gaps and needs.

Look at your present organizational chart. Who is expected to be promoted,
retire, made redundant, or leave the company in the coming year? Are there any
forthcoming moves (vertical or horizontal) that you should be aware of, and how will
they impact your structure? Look for existing gaps and forecast future ones. Use
previous data trends as a baseline. Add these gaps to your headcount planning
spreadsheet. It is also critical to analyze which projects or teams are growing and will
require additional resources in the following year. Meet with managers to determine
whether they have plans to develop new roles. Create a talent strategy that will address
these gaps and needs over the next 12 months.

5. Develop a recruitment plan

The right recruitment plan will help in attracting, hiring and retaining the right
people for your organization. It should include your recruitment goals, headcount
planning, ideal candidate profiles, EVP, recruitment strategy, selection and onboarding
process, tools and technology that you use, as well as budget. A carefully crafted
recruitment plan will save time, gives security and spend budget effectively, make better
hiring decisions, ensure your recruitment objectives align with wider business goals, and
build the right talent pipeline.

6. Develop a learning and development plan

The next step is to develop an effective learning and development process to
improve employees’ skills, knowledge and competency. This will improve performance
and engagement, and help them meet their personal career goals. Once we know what
skills are missing or need improving, you can then specify the learning objectives,
design the training needed to meet these, create a plan for how this training will be
delivered, and then monitor and evaluate the effectiveness of your learning and
development plan.

7. Create a retention plan

When employees have the skills to perform in the jobs, set clear expectations,
have opportunities to grow and progress, are well managed and can see the part they
plan in helping the business meet its goals, they are far more likely to be happy and
engaged at work and also perform better. Investing in L&D initiatives and rewarding
and recognizing good work will reduce turnover and help you retain top talent.

8. Establish a succession plan

Identify the critical roles in your business, then start to think about which
candidates could potentially be a good fit for each role. Make them aware that they are
one of multiple candidates for these roles, and start to train and mentor them so that they
acquire the skills, knowledge and leadership qualities needed to succeed in these
positions.
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s Exercise:

Q-1 Long Questions:

1) Write the Steps to Develop HR Strategic Plan.

2) Explain the Components of HR Strategic Plan.

3) Describe Implementation of HR Strategy.

4) What are the Best Practices for Effective HR Planning?
5) How to Measure and Asses HR Capacity? Explain.

6) How to Forecast HR Requirements?

7) Write a note on Talent Strategy.

8) Describe Importance of Comprehensive Talent Strategy.
9) Write the Benefits of Talent Strategy.

10) Explain Components of Talent Strategy.

11) Describe Development of a Talent strategy.

Q-2 MCQ:
1) How does SHRM contribute to organizational performance?

a. By neglecting employee satisfaction

b. Aligning HR practices with business objectives

c. Ignoring workforce planning

d. Implementing generic HR policies

Answer: b. Aligning HR practices with business objectives

2) What does the term “Talent Management” encompass in SHRM?

a. Ignoring employee development

b. Identifying and nurturing key talents within the organization

c. Exclusively focusing on recruitment

d. Standardized job roles for all employees

Answer: b. Identifying and nurturing key talents within the organization

3) Which term refers to the process of attracting and retaining the best talent in
SHRM?

a. Employee disengagement

b. Talent acquisition and retention

c. Ignoring recruitment strategies

d. Standardized onboarding processes
Answer: b. Talent acquisition and retention



UNIT-8 HR FORECASTING

8.1 Introduction

8.2 Meaning

8.3 Key concepts of HR Forecasting

8.4 Importance of HR Forecasting

8.5 Workforce planning and management by HR forecasting
8.6 Time Duration of HR Forecasting

8.7 Types of HR forecasting

8.8 Steps in the HR forecasting process

8.9 Tools and technologies for HR forecasting

8.10 Barriers or limitations of Human Resource Planning
8.11 Labour Supply and Demand

8.12 Challenges of HR Forecasting

8.13 Difference between HR Planning and HR Forecasting
8.14 Methods of HR Forecasting

8.15 Best Practices for Effective HR Forecasting

8.16 The Future of HR Forecasting

< Exercise

8.1 Introduction

In the dynamic landscape of human resources management, the ability to
forecast future trends and needs is crucial for organizational success. This is where
HR forecasting steps in.HR forecasting involves predicting workforce
requirements, skill gaps, and talent availability to make informed decisions and
strategic plans. By understanding the importance of HR forecasting and key
concepts involved, businesses can better prepare for challenges and opportunities in
the ever-evolving workplace environment. HR forecasting is the process of
predicting an organization’s future staffing needs to maintain operational efficiency
and meet business goals. By analyzing workforce data, such as past trends, current
roles, and anticipated growth, HR professionals can identify how many employees
are required to support future business operations.

This process integrates human resource management practices with business
strategy, helping businesses align their workforce planning with overall objectives.
It considers both internal supply, like existing employee capabilities, and external
factors, such as labor supply and customer demand, to ensure the organization has
the right talent at the right time.HR forecasting enables businesses to anticipate
future staffing requirements and optimize their talent acquisition efforts, ultimately
reducing overall human capital costs while supporting sustainable growth.
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8.2 Meaning

HR forecasting is the process of predicting future HR needs and trends
within an organization. It involves analyzing data, trends, and external factors to
anticipate changes in the workforce and plan accordingly. For instance, a
technology company may use HR forecasting to predict the demand for software
developers in the next year based on industry trends and project requirements. By
forecasting this need, HR can start recruiting early, providing training programs,
and ensuring they have the right talent in place to meet the demand. HR forecasting
is the process of estimating an organization’s future human resources (HR) needs
based on its business goals, data analysis, and strategic plans. This involves
predicting staffing requirements, skills needs, and workforce trends to effectively
align human resources with the organization’s future demands.

Effective HR forecasting helps organizations prepare for change, manage
labor costs, and ensure they have the right people with the right skills at the right
time. For example, a tech company is planning to launch a new product. It can use
HR forecasting to identify the need for additional staff, including software
developers, project managers, and marketing professionals.By assessing current
workforce capabilities and future project demands, HR strategically plans
recruitment and training timelines, ensuring the onboarding of skilled professionals.
This proactive approach ensures that the company has the right personnel in place,
equipped with the necessary skills, and fully integrated into their roles to support
the company’s development timelines and milestones.

8.3 Key concepts of HR Forecasting

On the surface, HR forecasting seems like a basic enough idea. It is about to
manage the supply and demand of workforce by not under or over hiring. We need
to be prepared so that we can hire enough to keep up with production. There are a
few concepts to help you manage and understand these numbers. Here are some key
concepts of HR forecasting to understand.

1) Demand Forecasting

This is the process of determining and predicting how many people will be needed,
and who these employees will be. This answers questions like what kind of
schooling, skills and work experience will be required for each of these jobs.
Demand forecasting predicts how many will need to be hired over a certain period
of time.

2) Supply Forecasting

This is the other key of workforce management: determining where your demand
will come from. With supply forecasting, you need to determine what your current
supply (your current workforce) is and what it consists of. Similar to demand
forecasting, determine their schooling, skills and work experience, but you also
want to know how large this supply is. Understanding what this supply looks like
will help you determine what your demand will be.



3) Gap Analysis

In general, a gap analysis refers to comparing two different groups. When
comparing, you look for discrepancies or gaps. For HR forecasting, a gap analysis
is used to compare your current workforce and where you need your workforce to
be to reach your business goals. That comparison might show a difference in head
count, skills, type of jobs, etc. Finding the discrepancies between the two will help
you determine what you need to do to achieve your business goals.

8.4 Importance of HR Forecasting

There are different viewpoints of significance of HR Forecasting.

e Strategic Planning: HR forecasting helps HR managers align their workforce
with the organization's strategic goals and objectives. By forecasting future
staffing needs, HR can ensure they have the right talent in place to support
business growth.

e Talent Acquisition: Forecasting allows HR to proactively identify skill gaps and
talent shortages within the organization. This enables them to develop
recruitment strategies to attract and retain top talent.

e Budgeting: By forecasting future HR needs, organizations can better allocate
resources and budget for recruitment, training, and development programs. This
helps prevent overstaffing or understaffing situations that can impact the bottom
line.

e Strategic Alignment: By forecasting future workforce needs, HR can align its
strategies with the company's long-term goals. This ensures that human resource
initiatives support and drive the organization's overall mission and objectives.

e Cost Optimization: Accurate forecasting helps organizations avoid overstaffing
or understaffing situations, both of which can be costly. It allows for more
efficient resource allocation and budgeting.

e Talent Management: HR forecasting enables proactive talent acquisition and
development strategies. It helps identify future skill requirements, allowing
organizations to recruit, train, or upskill employees accordingly.

e Risk Mitigation: By anticipating potential workforce challenges, such as skill
shortages or high turnover rates, organizations can develop contingency plans
and mitigate risks.

e Competitive Advantage: Companies that effectively forecast their HR needs are
better positioned to adapt to market changes and seize new opportunities, giving
them a competitive edge.

HR forecasting plays a vital role in organizational success for several
reasons. In short, HR forecasting enables companies to swiftly adapt to market
changes and uncertainties. With robust HR forecasts, organizations can proactively
address talent gaps and stay ahead of industry trends.

8.5 Workforce planning and management by HR forecasting.

HR forecasting is vital for effective workplace planning and management as
it aligns an organization’s human resources with its strategic objectives. By
accurately predicting future staffing needs, HR can proactively recruit the necessary
talent, ensuring that the workforce is adequately prepared to meet upcoming
challenges and projects efficiently.
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e Strategic alignment: HR forecasting aligns workforce capabilities with the
organization’s strategic objectives. By predicting future staffing needs based
on upcoming projects, market expansions, or technological advancements,
companies can ensure that their workforce is prepared to meet these
challenges effectively.

e Proactive recruitment: By understanding future job requirements and the
skills needed, HR can proactively recruit talent, reducing the time to hire
when positions become critical. This helps maintain productivity levels and
meet project deadlines without unnecessary delays.

e Cost management: By anticipating staffing needs, HR forecasting helps
organizations more accurately budget for recruitment, training, and salary
costs. It also allows for smarter financial decisions, like determining
whether to hire permanent employees or use temporary staff based on
projected work volumes

8.6 Time Duration of HR Forecasting

HR forecasting should ideally be conducted on a regular basis, but the
frequency can vary depending on the company’s size, industry, and the dynamics of
its workforce and market.

e Annually: Most organizations conduct HR forecasting at least once a year.
This aligns with the annual budgeting process and helps in setting goals and
strategies for the upcoming year.

e Quarterly: For organizations in dynamic industries where market conditions
and business strategies change rapidly, conducting HR forecasting quarterly
allows for more flexibility and responsiveness.

e As needed: HR forecasting may also be triggered by specific events such as
the launch of a new product, significant changes in market conditions, or
major organizational changes that require workforce adjustments.

8.7 Types of HR forecasting

HR forecasting methods can be categorized into two main types, each
offering unique ways to predict future staffing needs based on different approaches
to data and insights.

1) Quantitative forecasting

Quantitative forecasting relies on numerical data and mathematical
calculations to predict staffing needs. Common methods include trend analysis and
ratio trend analysis, which use historical data such as workforce patterns, sales
volume, and business growth to identify patterns and predict future demand. For
example, an organization can forecast staffing needs by examining how many
employees were required during periods of similar sales forecasting or seasonal
demand. These data-driven techniques are particularly effective for growth-oriented
businesses aiming to align workforce predictions with business conditions and
financial growth.

2) Qualitative forecasting

Qualitative forecasting focuses on subjective insights from experts to
anticipate future workforce requirements. Techniques such as the Delphi method



and expert judgment leverage the experience of HR leaders, the in-house HR team,
and business leaders to identify future staffing needs and review talent supply. This
approach is especially valuable for identifying key positions and preparing for
future events, such as shifts in customer demand or changes in employment law,
that may not be immediately evident through quantitative methods. By combining
expert knowledge with workforce data, qualitative forecasting offers a more
flexible way to plan for staffing needs.

8.8 Steps in the HR forecasting process

The HR forecasting process is a systematic approach that helps businesses
align their workforce strategies with their business objectives. Each step is designed
to ensure a well-prepared and capable future workforce.

1) Analyzing current workforce

The process begins by assessing the current workforce. HR professionals
evaluate employee skills, demographics, roles, and performance data. This includes
conducting workload analysis to understand how current staffing levels align with
organizational needs and reviewing internal supply to identify talent gaps. Tools
like organization and replacement charts can help HR leaders pinpoint areas where
staffing adjustments might be necessary. This analysis forms the foundation for
accurate workforce predictions.

2) ldentifying future needs

Next, HR teams identify future staffing requirements based on business
goals and projected changes, such as sales volume growth, expansion plans, or
shifts in customer demand. Strategic workforce planning comes into play here,
ensuring the business is prepared for future demand by forecasting staffing needs
and pinpointing key positions essential for achieving growth. This step requires
input from business leaders to align workforce planning with overall business
strategy.

3) Gap analysis

Gap analysis involves comparing the current workforce's capabilities with
future needs. HR forecasting helps identify discrepancies, such as insufficient skills
or an inadequate number of employees to meet future staffing requirements. This
step is crucial for businesses to evaluate their labor supply against future talent
demand, allowing them to assess both internal and external supply forecasting.

4) Developing action plans

Once gaps are identified, HR teams create action plans to address them.
Strategies may include hiring new employees, reskilling existing staff to renew
technology skills, or restructuring roles to improve efficiency. Succession planning
and forecasting demand for specific roles ensure that businesses are prepared for
both short-term and long-term changes. By leveraging HR analytics software and
forecasting techniques, businesses can create targeted plans to support their future
staffing needs and overall business growth.
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8.9 Tools and technologies for HR forecasting

Modern tools and technologies have revolutionized HR forecasting, making
it easier for HR professionals to predict and plan for future staffing needs with
greater accuracy and efficiency.

1) HR analytics software

HR analytics software is a powerful tool that provides data-driven insights
to support strategic human resource forecasting. These platforms analyze workforce
data, including historical data, demographic data, and labor supply trends, to
identify patterns and predict future staffing requirements. By using these tools, HR
professionals can review talent supply, forecast staffing needs, and make informed
business decisions. Popular solutions often include features like trend analysis,
workload analysis, and succession planning, helping businesses optimize their
human resource management strategies.

2) Predictive modeling

Predictive modeling uses statistical techniques and basic forecasting
methods to anticipate future workforce trends. By analyzing data related to past
workforce performance, sales volume, and seasonal demand, predictive models can
forecast demand for specific roles and skills. This helps HR teams align workforce
planning with future business goals and business operations. Predictive modeling is
especially valuable for identifying patterns in workforce data, allowing businesses
to adapt to changing business conditions and ensure they are prepared for future
events.

8.10 Barriers or limitations of Human Resource Planning

The major barriers or limitations to human resource planning are  as
follows:

1. Uncertainties

Seasonal employment, labour turnover, absenteeism, technological changes,
and market up-downs are uncertainties, which are always there while making
human resource planning.

2. Inaccurate forecasting methods

Human resource planning involves forecasting the human resource demand
and supply. Various forecasting methods are not very much accurate. Hence, such
forecasts are also not fully accurate. If the time horizon is very long, there are more
chances of inaccuracies. Apart from that, inaccuracy also increases when the
forecasts made for various departments or divisions are merely aggregated without
critical review and are taken to be the forecast for the whole organisation.

3. Lack of support from top management

In the absence of support and commitment from the top-level management
human resource department finds it difficult to obtain information on various vital
inputs in human resource planning such as future growth plans, the introduction of



new technology, etc., are generally not available. Hence, it is not always possible to
develop effective human resource plans.

4. Inadequate information system

In most of the industries in our country 'Human Resources Information
System' has not been fully developed, especially due to the low status given to the
personnel department and less importance attached to human resource planning.
Moreover, reliable data relating labour market, trends in human resources, places
etc. are generally not available. Hence, it is not always possible to develop effective
human resource plans.

5. Employee resistance

Employees and trade unions also resist human resource planning as they
think that it increases their workload and regulates them through productivity
bargaining. They also believe that human resource planning prepares programmes
for securing manpower mostly from outside, generally by ignoring internal
manpower supply.

6. Employers' resistance

Many employers resist human resource planning because they think that it
increases the cost of manpower as trade unions demand employees based on the
plan, for more facilities, and for benefits including training and development.
Moreover, employers feel that human resource planning is redundant or useless
because candidates will be available as and when required especially due to the
severe unemployment situation in India.

7. Time-consuming and high cost

Human Resources Planning is a time-consuming, complex, and highly cost-
oriented exercise. Hence it is feared to fail at cost-benefit analysis.

8. Lack of participation and coordination among operating managers

In many cases, operating managers look at the whole exercise of human
resource planning with doubt and mistrust. They do not willingly participate in it
and do not properly coordinate with top management and the human resource
department.

9. Imbalance between quantitative and qualitative focus

Some firms view human resource planning as a game of numbers designed
to ensure the flow of people in and out of the firms, exclusively focus on
guantitative aspects such as career planning and development, increase in skill
levels through training and retraining, enhancement of morale, and motivation, etc.

8.11 Labour Supply and Demand

In determining HR demand, obligatory requirements of manpower for every
vertical of an organization are addressed. In the process of ascertaining Methods of
Human Resource Planning, three important factors need consideration.
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Firstly, each subunit must submit its estimate for manpower requirements to
the corporate forecasting unit based on future need of labour required to meet the
organizational and subunit objectives. HR demand estimate must incorporate
manpower required to maintain or replace the current employees who quit, retire,
get transferred, terminated, go on long term leaves or in the final eventuality -death.
Hence, voluntary, and involuntary attritions need to be inculcated in the calculation
of subunit HR demand.

Secondly, HR demand forecasts also need to incorporate future changes in
organization design or in restructuring (i.e., expansion in departments, downsizing,
elimination of jobs and departments etc.). These changes will either increase or
decrease staffing levels and reflect in HR demand forecasts. Furthermore, HR
demand forecast needs careful examination of non-productive paid time (e.g.,
vacation, sick days) either by employment of temporary and gig workforcel or by
increasing overtime of existing workers.

Finally, consideration of all these issues leads us to the to the net HR
demand comprising of

1) The number of employees required by each subunit and the organization in
total and

2) Employee skill sets, competencies or specifications required for the
positions to be filled.

8.12 Challenges of HR Forecasting

The Challenges of HR Forecasting are as follows:
1) Data accuracy

One of the biggest challenges in HR forecasting is ensuring the accuracy of
the data used. Historical data, workforce data, and demographic data often form the
basis of forecasts, but if this information is incomplete, outdated, or inconsistent, it
can lead to unreliable predictions. HR forecasting helps businesses identify
patterns, but inaccuracies in data related to labor supply or past workforce trends
may hinder effective decision-making, ultimately affecting strategic HR planning.

2) Rapid market changes

Volatile business environments pose another significant challenge. Rapid
changes in business conditions, customer demand, or employment laws can make it
difficult to create accurate workforce predictions. Even the most successful
businesses must adapt to sudden shifts in sales forecasting, financial growth, or
technological advancements. These unpredictable changes can disrupt forecasting
techniques and require HR leaders to regularly update their plans to address
evolving staffing needs and future events.

8.13 Difference between HR Planning and HR Forecasting

Planning is the basic management function that involves forecasting, laying down
objectives, analyzing the different courses of action, and deciding the best
alternative to perform different managerial functions to achieve pre-determined
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goals. Thus, it is a continuous process that involves decision-making; i.e., deciding
the course of action for framing and achieving objectives.

Forecasting is a process which involves making educated guesses about future
events that could affect a company. Businesses can predict sales, finances, customer
demand, and market changes by examining past data, trends, and patterns. It helps
companies make decisions, plan, and manage risks. However, the future is
uncertain, and predictions may not always be accurate. Unforeseen events can
impact forecasts, so it is important to regularly review and update them as new
information becomes available.

The points of difference are as follows:

v Planning is deciding in advance what to do, how to do it, when to do it, and
who is to do it while Forecasting involves using past data, trends, and patterns
to make informed predictions about future events or outcomes.

v The purpose is to focuses on determining the direction of the organization and
allocating resources effectively to accomplish desired outcomes. While
forecasting aims to provide insights into potential future scenarios and guide
decision-making accordingly.

v The Duration of Planning typically looks into the long term, covering a period
of one to five years or more while Forecasting focuses on the short to medium
term, ranging from a few months to a few years.

v Planning allows for flexibility and adaptation to changing circumstances or
unforeseen events. Forecasting provides insights into potential future scenarios
but is inherently uncertain; therefore, it may need adjustment as new
information becomes available.

v" Planning involves strategic thinking and decision-making, considering various
factors such as market trends, competitive analysis, and internal capabilities. It
often involves scenario planning, SWOT analysis, and other strategic tools.
Forecasting relies on quantitative and qualitative methods to predict future
outcomes. Quantitative methods include time series analysis, regression
analysis, and econometric modeling, while qualitative methods involve expert
judgment and market research.

v Plans are based on strategic thinking and assumptions about the future. While
efforts are made to be realistic and achievable, there's a level of uncertainty,
and plans may need adjustment over time. Forecasts strive to be as accurate as
possible, but they are inherently uncertain due to unforeseen events, changes in
market conditions, and other variables.

v Planning helps in decision-making by providing a framework for evaluating
options, allocating resources, and prioritizing initiatives. Forecasts are used for
various purposes, including financial planning, budgeting, inventory
management, production scheduling, sales forecasting, and risk management.

8.14 Methods of HR Forecasting

HR forecasting utilizes several methods to predict future staffing needs and
align them with an organization’s strategic goals. Here are some of the most
commonly used methods. There are various methods used in HR forecasting,
ranging from simple to complex. Here are some common approaches:
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1. Trend analysis

This involves studying historical data to identify trends in employment
levels over time. By analyzing past trends related to workforce size, turnover rates,
and other HR metrics, organizations can project future staffing needs.This method
involves examining historical data to identify patterns and project future trends. For
example, analyzing past turnover rates to predict future attrition.

2. Ratio analysis

This method uses ratios to understand the relationship between a certain
business metric (like sales or production volumes) and the number of employees
needed. For example, a company might calculate how many employees are needed
per $1 million in sales to determine future staffing needs as sales projections
change.Ratio analysis uses ratios between different variables to forecast future
needs. For instance, the ratio of supervisors to employees might be used to predict
supervisory requirements as the workforce grows.

3. Regression analysis

This statistical method examines the relationship between dependent and
independent variables to make predictions. For example, how sales growth
(independent variable) affects staffing needs (dependent variable).

4. Delphi technique

The Delphi technique involves gathering expert opinions through multiple
rounds of questionnaires. Experts provide forecasts anonymously, which are then
compiled and shared for further refinement.

5. Scenario Planning

This method involves creating multiple possible future scenarios and
developing workforce plans for each. It's particularly useful in uncertain or rapidly
changing environments.

6. Judgmental forecasting:

In this method, the forecasts are based on the intuitive judgments, opinions,
and experience of higher-level managers or HR professionals. This method can be
particularly useful when dealing with new markets or products for which historical
data may not exist.

8.15 Best Practices for Effective HR Forecasting

HR forecasting is a vital tool that enables HR professionals and business
leaders to plan for future staffing needs, optimize resource allocation, and align
workforce strategies with business objectives. By leveraging tools like HR analytics
software and predictive modeling, organizations can anticipate changes in labor
supply, identify key positions, and support strategic workforce planning. While
challenges like data accuracy and rapid market changes can complicate the process,
adopting best practices such as continuous monitoring and cross-department
collaboration ensures more reliable workforce predictions. With effective HR



forecasting, businesses can enhance productivity, reduce human capital costs, and
stay prepared for future workforce demands.

To ensure accurate and effective HR forecasting, businesses can adopt best
practices that help them stay ahead of staffing challenges and align with their
business objectives To overcome these challenges and maximize the benefits of HR
forecasting, consider the following best practices:

1. Invest in data analytics: Implement robust data collection and analysis systems.
Utilize HR analytics tools to gather, process, and interpret workforce data
accurately.

2. Collaborate across departments: Work closely with other departments,
especially finance and operations, to align HR forecasts with overall business
projections and strategies.

3. Use Multiple forecasting methods : Combine different forecasting techniques
to get a more comprehensive and accurate picture of future workforce needs while
the importance of providing realistic long-term forecasts cannot be overemphasized
because it effectively drives corporate strategies. There exists the possibility of
combining different production forecasting methods to validate the solution to the
problem statement.

4. Regularly update forecasts: Treat forecasting as an ongoing process. Regularly
review and update projections to reflect changing business conditions and new
information.

5. Consider external factors: Look beyond internal data. Consider external factors
like market trends, economic indicators, and industry benchmarks in your forecasts.

6. Develop flexible strategies: Create adaptable workforce strategies that can be
adjusted based on changing forecasts and business needs.

7. Leverage technology: Utilize Al and machine learning technologies to enhance
forecasting accuracy and efficiency.

8. Continuous monitoring: Regularly updating forecasts is essential to adapting to
changing business conditions. Continuous monitoring of workforce data, including
trend analysis, seasonal demand, and labor supply, allows HR professionals to
refine their predictions. By using tools like HR analytics software, businesses can
identify patterns and adjust their strategies to address workforce shifts. This
proactive approach ensures that future staffing needs align with organizational
goals, even during periods of rapid business growth or market changes.

9. Cross-department collaboration: HR  forecasting becomes more
comprehensive and effective when different departments are involved.
Collaborating with teams like sales, finance, and operations provides a clearer
picture of business strategy, customer demand, and internal supply. For example,
input from sales forecasting teams can help HR leaders plan for future staffing
requirements, while insights from finance can highlight overall human capital costs.
This collective approach ensures that forecasting is aligned with the company’s
broader business goals and enhances the effectiveness of talent acquisition and
workforce planning efforts.
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8.16 The Future of HR Forecasting

As we look ahead, several trends are shaping the future of HR forecasting:
1. Artificial intelligence and machine learning

Al and ML are revolutionizing HR forecasting by analyzing vast amounts of
data and identifying complex patterns that humans might miss. These technologies
can provide more accurate predictions and even suggest optimal workforce
strategies.

2. Real-time forecasting

With advancements in data processing and analytics, we're moving towards
real-time HR forecasting. This allows organizations to make more agile workforce
decisions based on up-to-the-minute data.

3. Predictive analytics

Predictive analytics is becoming increasingly sophisticated, enabling HR to
forecast not just headcount needs but also predict employee performance, turnover
risk, and even potential cultural fit.

4. Integration with business intelligence

HR forecasting is becoming more integrated with overall business
intelligence systems, providing a holistic view of how workforce trends impact
business outcomes.

5. Focus on skills-based forecasting

As the nature of work evolves, there's a shift towards skills-based
forecasting rather than traditional role-based forecasting. This approach focuses on
predicting future skill requirements and how to develop or acquire them.

HR forecasting is a powerful tool that enables organizations to proactively
manage their most valuable asset — their people. By accurately predicting future
workforce needs, companies can strategically align their human resources with
business objectives, optimize costs, and maintain a competitive edge in an ever-
changing business landscape.While HR forecasting comes with its challenges, the
benefits far outweigh the difficulties. With the right approach, tools, and mindset,
organizations can harness the power of HR forecasting to drive success and growth.

As we move into an increasingly data-driven future, the importance of HR
forecasting will only grow. Organizations that master this skill will be well-
positioned to thrive in the dynamic world of work, ensuring they have the right
talent, in the right place, at the right time.Remember, HR forecasting is not about
predicting the future with absolute certainty. It's about being prepared for various
possibilities and having the agility to adapt as circumstances change. By embracing
HR forecasting, organizations can navigate the complexities of workforce
management with confidence and foresight.



s Exercise
Q-1 Long questions:

1) Write the Meaning of HR Forecasting.

2) What are the Key concepts of HR Forecasting?

3) Write the Importance of HR Forecasting.

4) Explain Workforce planning and management by HR forecasting.
5) Explain Time Duration of HR Forecasting.

6) State and explain Types of HR forecasting.

7) Write the Steps of HR forecasting process.

8) Write about Tools and technologies for HR forecasting.

9) Describe Barriers or limitations of Human Resource Planning.
10) What is the role of Labour Supply and Demand in HR Forecasting.
11) What are the Challenges of HR Forecasting?

12) Write Best Practices for Effective HR Forecasting.

13) Write the Difference between HR Planning and HR Forecasting.
14) Explain the Methods of HR Forecasting.

15) Explain Future of HR Forecasting.

Q-2 MCQ:

1. The process of predicting the needs of a company using data is termed what?

Human resource forecasting
Human resource marketing
Human resource financing

a
b.
C.
d. Human resource statistics

2. What is often the first step in using the forecasting method?

a. Ask managers

b. Conduct calculations

c. Creating an overview of the company
d. Watch industry trends

3. is defined as ascertaining the net requirements for personnel by determining
the demand for the supply of human resources now and in the future.

(A) HR Planning

(B) HR Forecasting

(C) Manpower Forecasting
(D) Manpower Planning
Answer: (B) HR Forecasting
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UNIT-9 HRIS (Human Resource Information System)

9.1 Introduction

9.2 Evolution of HRM and HRIS

9.3 Definition and Meaning

9.4 Objectives of HRIS

9.5 Different Functions of HRIS

9.6 HRIS Implementation

9.7 Challenges of HRIS Implementation
9.8 Steps of HRIS Implementation

9.9 Types of HRIS

9.10 Advantages and Disadvantages of HRIS
9.11 HRIS security and Privacy

9.12 Best Practices for HR Data Security

< Exercise

9.1 Introduction

HRIS or Human Resource Information System, is a customized software
solution designed for helping the organizations to automate and manage their HR,
payroll, management and accounting activities. HRIS affects the performance of the
people, processes and key organizational strategies by automating key HR processes
like recruitment, training, manpower planning, performance appraisal and job
analysis & design.HR software mechanizes the day to day general and
administrative functions performed by the HR department, enhances overall
employee productivity and performance. HRM applications can be used for
updating and recording employee information, its usage can make the recruitment
process more robust and effective.

According to Parry (2010), HRIS can serve as a vital strategic tool as it
shares crucial data with the management related with recruitment and retention
strategies which can be aligned with the overall corporate strategy for realizing the
organizational objectives of growth. Additionally, by using HR applications, a
company can calculate the overall costs incurred per employee and it is effects on
the business as a whole (DeSanctis, 1986).

9.2 Evolution of HRM and HRIS

HR software mechanizes the day to day general and administrative functions
performed by the HR department, enhances overall employee productivity and
performance. HRM applications can be used for updating and recording employee
information, its usage can make the recruitment process more robust and effective.

HRMS facilitates applicant tracking, interviewing and confirmation process. Apart
from this, the workforce administration strategies can be streamlined and it can



generate various cost advantages to the organizations by streamlining various
functional operations.

Human resource management system or HR solutions can be used in training
processes, tracking employee performance and participation (performance
management system), payroll management system and accounting, benefits and
leaves. Historical data reveals that the evolution of HRIS can be traced back in
1950’s and 1960’s when the first automated systems (payroll system) was
introduced (Martinsons 1997). Kavanagh et al. (1990) shared their insights on
historical evolution of HRIS by introducing the historical eras in human resource
from the pre-World War 1l period to the 1980s and how the evolving HR practices
had its effect on the HRIS. With the increasing importance of IT applications in HR,
the functioning of HR department has been undergoing a radical change from mere
administrative and support functions to a more active participant in the strategic
decisions of the organization.

9.3 Definition and Meaning

Human Resource Information Systems (HRIS) is a process that utilizes
information technology for the effective management of human resource functions
and applications. It is a computerized system typically comprising a database or
interrelated database that tracks employees and their employment-specific
information. In simple words, Human Resources Information System is a system
that lets you keep track of all your employees and information about them. It is
usually done in a database or, more often, in a series of inter-related databases.

A human resource information system (HRIS) is the system that is used to
acquire, store, manipulate, analyze, retrieve and distribute relevant information
regarding the human resources within the organization. Therefore, HRIS is the
system that is designed for the operative management of the organization. It is not
simply hardware or the HR-related software system, but it also includes the
individuals, forms, policies, procedures, data, and information.

For a number of reasons, the HR manager needs to have a considerable
amount of information. For the implementation of various types of tasks and
functions within the organization, an appropriate, comprehensive, and continuous
information system is necessary for the organization.

There are various factors that are leading to the adoption of the
computerized system within the organization. These systems contribute to the
implementation of several tasks, these are the complexity and scale of the
compensation system, the intricacy of the job description and job specification,
organizational structure and multiplant locations for the organization,
complicatedness of legal and statutory requirements, and innovations that are taking
place in the field, increase in the number, eminence, and degree of knowledge
workers and the unwieldy volume of HR information that needs to be analyzed,
classified, interpreted and used.

9.4 Objectives of HRIS

The main objective of HRIS is to provide assistance and support to the
human resource management department to operate as an efficacious and
responsible area for the management of human resources, providing perfect, suitable
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and precise information in terms of decision making, and policy framework and
analysis. The other objectives have been stated as follows:

= To identify the HR information that is needed for every area of the
organization.

= To form a comprehensive database, with the main purpose to fulfil the needs
and requirements.

= To make the information available in the desired form to the right person, in
the right form at the right time.

= To develop complete functional specifications for HRIS.

= To design the necessary transaction processing and updated information.

= To use the most efficient method of processing data.

= To identify retrieved and reporting needs of information.

= To prepare relevant and supporting documentation.

= To provide security to necessary, important and confidential information.

= To keep the information up-to-date.

9.5 Different Functions of HRIS

The following are the Different Functions of HRIS

1) Integrating the Technologies of HR
2) Increased Efficiency

3) Increased Effectiveness

4) Payroll Administration

5) Manager Self Service

6) Employee Self Service

7) Benefits Administration

8) Workers Compensation

1) Integrating the technologies of hr

It is a fact, that developments in Information Technology have dramatically
affected traditional HR functions with nearly every HR function (for example,
compensation, staffing, and training) experiencing some sort of reengineering of its
processes.However, this process of change has created significant challenges for HR
professionals resulting in the transformation of traditional processes into online
processes.

2) Increased efficiency

Rapid computing technology has allowed more transactions to occur with
fewer fixed resources. Typical examples are payroll, flexible benefits
administration, and health benefits processing. Though technologies of early
mainframes provided significant efficiencies in these areas, the difference is that the
record processing efficiencies that were once only available to large firms are now
readily available to any organization size.

3) Increased effectiveness

Most often, as with processes, computer technology is designed to improve
effectiveness either in terms of the accuracy of the information or by using the
technology to simplify the process. This is especially the case where large data sets
require reconciliation.



However, onerous manual reconciliation processes may be executed faster,
but also with near-perfect accuracy using automated systems. For instance, pension
and profit-sharing applications, benefits administration, and employee activities are
just to mention but a few. Using computer technology in these processes ensures
accurate results and offers substantial simplification and timeliness over manual
processing. Consequently, the vast majority of HR functions have had some degree
of automation applied in order to gain both efficiency and effectiveness. In addition
to the storing of data, the HRIS system also allows certain tasks to be completed
more easily than they would be by hand, as well as reducing the ao unt of paper that
HR departments must store.

4) Payroll administration

In thecae days before a company used an HRIS, payroll could be a very
tedious and long process that had the potential for many errors, as employers
calculated the number of hours worked, then calculated pay due to an employee, and
deduction percentages and rates that needed to be removed from a paycheck. With
the use of an HRIS, this process can become a much smoother one where the
payroll staff member may only need to enter the hours worked (or possibly not even
that for companies that use an electronic time clock that integrates with the HRIS)
and then the system will use a series of steps and procedures to do all of the
calculations for the employer. Checks are then quickly printed and distributed.

5) Manager self service

Companies are often requiring managers to play a larger role in the
management of employee and business data. The use of an HRIS can make this an
easier task for both the manager and the company that needs to provide access to
needed information.The manager can be given access to portions of the HRIS that
may provide employee information, such as contact information, job title and salary,
benefit choices, and other key information. Managers can be given the ability to
simply view the information or be given permission to make changes that can then
be routed to HR for verification before it becomes part of the employee’s
record.Managers can also be given access to recruiting tools, performance
evaluation forms and training, task/project management tools, and business
intelligence tools through the HRIS. All of this information can reduce or even
eliminate the amount of paper that must flow back and forth from the department to
HR.

6) Employee self service

Employees are also being asked to take a more prominent role in
understanding, accessing, and updating their HR information. An HRIS can give
employees the ability to view information, such as employee handbooks and other
company documents, access to forms, benefits and compensation information,
performance reviews, and more.Again, employees can be given the ability to only
read information or to request changes by filling out a form in the HRIS that is then
routed to HR staff members.

7) Benefits administration

The managing of employee benefit plans generates a great deal of paperwork
and data, which can be better managed through the use of an HRIS. The system can
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track benefit eligibility dates, trigger reports to remind HR to notify employees,
allow benefit choices to be quickly inputted, and deductions triggered on the payroll
side of things.All of which reduces the communication and paper flow between HR
and payroll staff and reduces the likelihood of errors being made at any step in the
process.

8) Workers compensation

This is an area that requires a great deal of data collection and management,
including details about the injury or illness, which staff or witnesses were involved,
what medical staff found in examinations, restrictions that are placed on the
employee, and government reporting to name a few.

All of this data can be easily managed within the HRIS and allow secure
storage and retrieval of data as it is needed. An HRIS is a cornerstone of a
successful HR department and allows the efficient and cost-effective processing and
storage of the data that HR must track in order for a company to be successful. A
company that is not utilizing an HRIS is at risk for costly errors and HR staff
members who are wasting time on paperwork and tracking data in ways that reduce
their ability to be successful in other areas of their job.

9.6 HRIS Implementation

Implementing an HRIS system is no small feat. It requires plenty of time,
careful planning and ongoing maintenance. Human Resource Information System
(HRIS) implementation is a long-term strategic process that involves analyzing,
creating, testing, and integrating the new platform. Although it requires plenty of
time and careful planning, the result can be a highly effective cornerstone for your
HR department that engages your workforce.The end result of HRIS
implementation includes automated processes, centralized data, and real-time
insights. So, leadership will be able to manage processes more easily through
automated workflows, increased compliance, and data comparison.

e Automate processes

Implementing an HRIS system can open the door to streamlining HR and
business processes. HRIS will allow employees to perform transactional actions
within the software. This means we will be able to focus more on strategic
initiatives. Automation will reduce human errors and will increase efficiency. Less
paperwork means reduced cost of materials. Automated workflows can be
especially helpful if your organization operates in several locations so you can
achieve consistent HR practices.

e Centralize data

With your HRIS implemented, you’ll be able to centralize your data as
opposed to having it in separate locations. With greater accessibility comes greater
organization, which can increase compliance with government regulations. A few
examples of data you can centralize include recruiting, time management, payroll,
performance evaluations and employee profiles. An HRIS system allows you to set
security levels for the various roles in your organization so that you can guard
access to confidential information.



e Easy maintenance of data

Managing important numbers and data can be made simpler through
implementing an HRIS, including turnover, salary spend, and headcount. Some
platforms allow you to compare current to past data which can help predict and
analyze trends.

e Ongoing maintenance

After you have deployed your HRIS software, there will likely be plenty of
work to do to make sure it performs as expected and continues to meet expectations.
By creating a testing schedule, you can make sure you stay on top of possible
deficiencies within the system. If a new update or feature is released, be sure to
communicate it to your workforce in a timely manner. You may also need to
provide additional training to keep up with updates.

e Understand your audience

As you train your workforce on how to use the HRIS, remember to keep in
mind the audience you’re working with. For workers who struggle with learning
new technology, be certain your training is easily understood. If you have different
shifts or are working across different time zones, a live training may not be feasible.
You could record trainings or create PDFs employees can refer to at their own
convenience.

e Rely on your representative

HRIS representative will have likely guided other companies through a
similar integration. Don’t be afraid to ask for guidance or recommendations
throughout the implementation. Things may not go according to plan, which is why
it’s important to rely on their expertise.

9.7 Challenges of HRIS Implementation

There are several challenges of HRIS implementation. A few that your
company should be prepared to manage are resistance to change, a correct
understanding of the project length, and the need to run data tests before importing
into the system.

e Resistance to Change

Before company decides to move forward with HRIS implementation, it is
important that management, leadership, and key stakeholders agree that the change
is necessary. They need to understand that their buy-in is essential to the success of
the project. You can garner feedback through focus groups from the above groups,
check-ins, and surveys. Feedback can help you overcome barriers to change and
help direct implementation.

e Misunderstanding of Project Length

Integrating an HRIS into your business will be a lengthy process. As you choose
your project team, you don’t have to choose members with the most free time to
help carry it out. In fact, you should avoid this. Select members who will be best
suited to complete long-term strategic objectives. Your team should be able to
clearly define the end result throughout the implementation and should have the
skills, desire, and appropriate expectation about the project length. This can increase
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team engagement. The greater the engagement, the greater likelihood the project
will be executed successfully.

e Data Integrity

A simple data discrepancy can have a dramatically negative impact on your
organization. If you’re trying to implement an HRIS with various sources of data
that don't match, data can become compromised. It’s important to run tests before
you import all your data into your new HRIS. Once you’ve had several successful
reports, you can move forward with importing your data.

9.8 Steps of HRIS Implementation

There are various steps you can follow to make sure that your
implementation goes according to plan. Refer to the following as a guide for
implementation.

Step 1: Determine company needs

In order to effectively implement an HRIS system, the HR department must
work with other department leaders and management to gain a holistic
understanding of company needs. HR should

learn about the business strategy and long-term goals. Most HRIS systems
offer a variety of modules to choose from, such as recruiting, benefit administration,
payroll, employee self-service (ESS), etc.

Step 2: Assess the project scope

There is a need to determine company’s budget for implementation along
with the IT support required for the system. Will organization host the HRIS
through an on-premise option, will it choose a software as a service (SaaS), or
something else? You need to consider any time constraints that might prevent your
project team from completing the implementation in a timely manner.

Step 3: Organize your project committee

Your committee should be made up of employees who have a good understanding
of needs beyond the HR department. These employees typically come from payroll,
talent acquisition, HR, training and development, IT and the operations department.

Step 4: Demo and request for proposal (RFP)

Once you have selected several systems that meet your project scope assessment
and the needs of your company, begin requesting proposals and scheduling
demonstrations. Demos are a great time to ask clarifying questions and measure the
systems’ performance against your pre-determined company needs.

Step 5: Configuration

Your service agreement will typically outline the length of time
implementation is expected to last. It could take from several months to several
years. Expect to work closely with your representative and representatives assigned
to you from your HRIS company. Continue designing, testing and configuring the



various workflows, processes, security settings, forms, etc. until they satisfy the
demands of your project team.

Step 6: Pilot the System

“A good first impression can work wonders.” - J. K. Rowling The first
impression your HRIS system leaves on management and employees will last a long
time. Make sure you dedicate adequate time to pilot the software with both your
project team and others in your organization who can provide honest feedback.
Consider testing the system with employees with longer tenure with the company
since they might be the most resistant to change. This will give you a great
opportunity to understand possible concerns and overcome them before deploying
the system.

Step 7: Train your workforce

A robust training program for your workforce before and after deployment
will ensure they’re sufficiently prepared and capable of using the system. Training
materials may already be provided by your HRIS company. Speak with your rep if
you’re unsure where they’re located. If training materials are not provided, a third
party may have training or you can create your own. Make sure the training is in a
location where it can be easily accessed by your workforce.

Step 8: Deployment

The last one is deployment. It is the process of integrating and deploying a
digital system that facilitates the management of various HR functions within an
organization.

9.9 Types of HRIS

The types of HRIS are as follows:
1) Operational HRIS

2) Tactical HRIS

3) Strategic HRIS

4) Comprehensive HRIS

1) Operational HRIS

Operational human resource information systems provide the manager with
data to support routine and repetitive human resource decisions. Several
operational-level information systems collect and report human resource data. These
systems include information about the organization’s positions and employees and
about governmental regulations.

a) Employee Information Systems

The human resource department must maintain information on each of the
organization’s employees for a variety of decision and reporting purposes. One part
of this employee information system is a set of human resource profile records. An
employee profile usually contains personal and organization-related information,
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such as name, address, sex, minority status, marital status, citizenship, years of
service or seniority data, education and training, previous experience, employment
history within the organization, salary rate, salary or wage grade, and retirement and
health plan choices. The employee

inventory may also contain data about employee preferences for
geographical locations and work shifts. Another part of an employee information
system is an employee skills inventory. The skills inventory contains information
about every employee, such as work experience, work preferences, test scores,
interests, and special skills or proficiencies.

b) Position Control Systems

A job is usually defined as a group of identical positions. A position, on the
other hand, consists of tasks performed by one worker. The purpose of a position
control system is to identify each position in the organization, the job title within
which the position is classified, and the employee currently assigned to the position.
Reference to the position control system allows a human resource manager to
identify the details about unfilled positions.

c) Applicant Selection and Placement Information Systems

After jobs and the employee requirements for those jobs have been identified
and after a suitable pool of job candidates has been recruited, the candidates must be
screened, evaluated, selected, and placed in the positions that are open. The primary
purpose of the applicant selection and placement information system is to assist
human resource staff in these tasks.

d) Performance Management Information Systems
Business management training

Performance Management Information Systems include performance
appraisal data and productivity information data. Performance management
information systems data is frequently used as evidence in employee grievance
matters. Careful documentation of employee performance and of how the
performance was measured and reported is critical to acceptance of appraisal
information in grievance hearings. Performance management information can lead
to a number of decisions beyond merely supporting the operational decision to
retain, promote, transfer, or terminate a single employee.

e) Government Reporting and Compliance Information Systems

Government Reporting and Compliance Information Systems provide
information needed both to maintain compliance with government regulations and
to improve productivity and reduce costs associated with employees.

2) Tactical HRIS

Tactical human resource information systems provide managers with
support for decisions that emphasize the allocation of resources. Within the human
resource management area, these decisions include recruitment decisions; job
analysis and design decisions, training and development decisions, and employee
compensation plan decisions.
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a) Job Analysis and Design Information Systems

The information inputs to the job analysis and design information system
include data from interviews with supervisors and workers and affirmative action
guidelines. Inputs also include information from sources external to the firm, such
as labor unions, competitors, and government from sources external to the firm,
such as labor unions, competitors, and government agencies. The outputs of the job
analysis information system are job descriptions and job specifications. These
outputs provide managers with the basis for many tactical human
resource decisions.

b) Recruiting Information Systems

To direct the recruiting function, the organization needs to develop a
recruiting plan. The plan specifies the positions to be filled and the skills required of
the employees for these positions. To develop the plan and to monitor its success, a
recruiting information system is necessary to collect and process the many different
types of information needed to construct the plan, including a list of unfilled
positions; the duties and requirements of these positions; lists of planned employee
retirements, transfers, or terminations; information about the skills and preferences
of current employees; and summaries of employee appraisals. Other inputs to the
recruiting plan include data about turnover rates and about the success of past
placements.

c) Compensation and Benefits Information Systems

The Compensation and Benefits Information Systems may support a variety
of tactical human resource decisions, especially when compensation and benefits
information is related to information from internal and external sources.
Compensation and benefit plans can play an important part in improving an
organization’s productivity. Tying employee productivity to pay or encouraging
increased productivity with incentive pay plans can often improve an organization’s
productivity substantially.

d) Employee Training and Development Systems

The training offered by the employee training and development systems
must meet the needs of jobs available in the organization as identified through the
position control system and the job analysis and design system. The training should
also be directed at those persons interested and capable of benefiting from it, as
identified by the skills inventory and human resource files.

3) Strategic HRIS
a) Information Systems Supporting Workforce Planning

Organization involved in long-term strategic planning, such as those
planning to expand into new market areas, construct factories or offices in new
locations, or add new products, will need information about the quantity and quality
of the available workforce to achieve their goals. Information systems that support
workforce planning serve this purpose.
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b) Information Systems Supporting Labor Negotiations

Negotiating with craft, maintenance, office, and factory unions requires
information gathered from many of the human resource information systems. The
human resource team completing the negotiating needs to be able to obtain
numerous ad hoc reports that analyze the organization’s and union’s positions
within the framework of both the industry and the current economic situation. It is
also important that the negotiating team be able to receive ad hoc reports on a very
timely basis because additional questions and tactics will occur to the team while
they are conducting labor negotiations.

¢) Specialized Human Resource Information Systems Software

A great deal of software has been specifically designed for the human
resource function. This software is available for all types and sizes of computers,
including microcomputers. Software specifically designed for the human resource
management  function can be divided into two basic categories:
comprehensive human resource information systems software and limited-function
packages that support one or a few human resource activities.

4) Comprehensive HRIS

In the last few years, the software industry has produced several products
that organize the various human resource information systems into integrated
software referred to as human resource information systems or HRIS software.

In general, the computerization of HRIS has resulted in an integrated
database of human resource files. Position files, employee files, skills inventory
files, job analysis and design files, affirmative action files, occupational health and
safety files, and many other human resource files are constructed in a coordinated
manner using database management systems software so that application programs
can produce reports from any or all of the files. Thus, the human resource
management director can produce reports listing likely internal candidates for open
positions by running an application program that queries position files, job
requirements files, and skills inventory files.

9.10 Advantages and Disadvantages of HRIS

Human Resources Information System (HRIS) software is an interface made
up of multiple software solutions that enable the management and automation of
various human resources (HR) functions. Its main benefits are to free HR staff from
time-consuming, low-value-added tasks and to make all HR data secure and
reliable. These can be implemented in the following HR functions:

« Administrative management of personnel, from entry to exit

o Centralized and automated recruitment and onboarding process
e Time and attendance management

o Payroll management

o Employee training
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o Talent and performance management

Most of today’s HRIS systems are fully modular and customizable, enabling them
to be perfectly adapted to a company’s needs.

Benefits of an HRIS Software: While the possibilities and functionalities offered
by HRIS software are varied, their advantages can be grouped in the following
areas.

1. Automation, optimization, and standardization of HR processes: is one of the first
known and expected benefits of an HRIS system. The deployment of HRIS
software will primarily aim to automate the most basic HR function tasks, such
as:

o Payslip management (make entry, edit, calculation, and payout process)

« Entering and updating personnel databases

e Information mailings

Generally, HRIS software is designed to automate repetitive and time-
consuming tasks. The larger your workforce, the more time you will save. To see
whether you need HRIS software, ask yourself:

e How much time do you spend each month preparing the payroll?
e How much paperwork do you send daily, weekly, monthly, and annually?

e How much is the postage cost to deliver letters and other administrative
documents to your employees?

With HRIS, you can do all these things in the blink of an eye, with just one
click or sometimes two and that is not all. HRIS software will also help to optimize
and standardize HR processes and procedures (notably by eliminating the risk of
errors associated with multiple data entries). These two aspects, in turn, will
generate higher productivity for both employees and HR department staff and will
also contribute to employee well-being.

2. Increased Productivity

While automation of HR administrative tasks is a key driver of increased
productivity within HR departments, it’s just the tip of the iceberg. An HRIS system
offers a comprehensive solution beyond automating repetitive tasks. Here is how a
robust HRIS empowers your team:

o Simplified Data Entry: User-friendly interfaces and intuitive data entry
processes minimize errors and streamline information gathering.

o Effortless Information Flow: Real-time data updates ensure everyone can
access the most current information, facilitating collaboration and informed
decision-making.
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o Elimination of Data Re-Entry: Streamlined workflows eliminate the need for
manual data entry across various systems, freeing up valuable time for more
strategic HR initiatives.

These combined benefits contribute to a natural and significant increase in
productivity across the entire HR department.

3. Information Accessibility : all employees can access all their employment data
at any time through their personal portal without having to wait for a member of the
HR team to respond. This includes the following documents:

« Internal regulations and policies
« Leave request and vacation balance
« Time and attendance data

o Absence notification and sick leave procedures

And if you have SaaS-based HRIS software, employees will also be able to
connect to their portal from anywhere, using their mobile or laptops.

4. Data Security and Archiving : When collecting and digitizing data, you must
pay special attention to data security and the obligations set out in the RGPD.By
equipping yourself with HRIS software, you not only ensure that you comply with
the rules laid down by the RGPD, but you also assure your employees have access
to a reliable and totally secure data storage tool.

5. Employee Empowerment and Buy-In : HRIS software enables you to develop
employee interactivity in many areas of human resources.By choosing HRIS
software with a customizable dashboard according to user profiles, you can fully
integrate employees in accessing their administrative files, managing their career
development program, and monitoring their progress in active training. This will
empower them to feel responsible for their future within the organization.

6. Controlling Financial Costs : By digitizing the HR function, companies can
make numerous savings, both in direct and indirect operating costs. The main
financial benefits of implementing HRIS software are :

o Lower postal costs, for example, dematerialization of pay slips and
administrative correspondence.

e Reduced costs for office supplies, for example, deployment of electronic
signatures and digital safes, which avoid the cost of printing and archiving
documents.

e Securing and limiting costs linked to HR management of employees, in
particular payroll processing and disciplinary risks.

e Reduced recruitment costs.

7. Analyze Internal Performance and Optimize HR Management: HRIS
systems go far beyond mere data entry software. They unlock a world of



strategic decision-making capabilities. By centralizing all HR data in a single,
accessible database, HRIS empowers you in the following way.

o Effortlessly Extract Data: searching through scattered spreadsheets is not
feasible in these days. . HRIS allows you to retrieve any data point with
ease.

o Cross-reference for Deeper Insights: The power lies in the connections.
HRIS facilitates cross-referencing data sets, revealing hidden trends and
patterns.

o Reliable Indicators and Dashboards: Gain valuable insights through clear,
actionable dashboards. These metrics become your guiding light, helping
you analyze performance and identify areas for improvement. This
comprehensive approach empowers HR professionals to make data-driven
decisions, ultimately strengthening your organization’s overall performance.

% Disadvantages of Using HRIS Software

When it comes to HRIS software, we can’t talk about drawbacks but rather
about risks. The main HRIS risks will depend on the solution chosen by the
company, i.e., whether it’s cloud-based (SaaS HRIS software) or a software package
deployed in-house.While both approaches offer distinct advantages, a common
pitfall to navigate is employees not wanting to be involved.The deployment of HRIS
software should follow the same steps as any other project launch, whether internal
or external. To give yourself the best chance of success, you’ll need to :

« Analyze your needs precisely and draw up precise technical specifications

e Setup an in-house HRIS deployment team

o Set different service providers out for tender

o Deploy test sessions

e Promote HRIS ambassadors who will be able to help employees in their
daily use

o Carry out an information and training campaign

e Check the support and assistance formulas offered by the chosen service
provider

% Cloud-Based (SaaS) HRIS Software

When it comes to cloud-based (SaaS) HRIS software, there is one main con:
the data is hosted, stored, and held by a service provider. This can give rise to a
number of concerns, such as:

e A breach of data confidentiality

o Dependence on the service provider for security and updates

e Not being free to configure the software as you wish (although this is
becoming less and less the case)

e The question of data restitution in the event of contract termination
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«* In-House HRIS Software

The main disadvantage of deploying HRIS software in-house is the
maintenance and security burden on the company’s IT departments. This is because,
unlike the cloud-based/SaaS HRIS software, the company will have to guarantee the
software’s ongoing compliance and the security of the data stored within
it.Similarly, support will be far less extensive than for SaaS software. And in the
event of a breakdown or other technical or administrative problem, the company
will have to find the solutions independently.

Comparing SaaS vs. All-in-One HRIS Software: To make the right choice, a
company needs to consider its HRIS needs and expectations:

e Am I looking for a complete EAM solution?

e Do I just need a better overview and control of my staff’s days off and
absences?

e Can | integrate my HRIS with my existing payroll software? Will they be
compatible?

e What are my training and recruitment needs?

Then, consider the technical resources available in-house:

e Can my IT department handle the deployment and maintenance of software
in-house?

e Do I need different access portals?

Finally, of course, there’s the price and the various costs involved in using the
software.Answering all these questions and studying the prices and services offered
by market players will allow the company to determine the ideal solution for it.

9.11 HRIS security and Privacy

HR data is some of the most sensitive information a company handles. If
compromised, it can lead to severe consequences, including identity theft, financial
loss, and damage to an organisation’s reputation. Furthermore, companies are often
legally required to protect employee data and may face substantial penalties for non-
compliance with data protection regulations such as the General Data Protection
Regulation (GDPR) and the California Consumer Privacy Act (CCPA).

% Key Security Features of HRIS

i. A robust HRIS should come equipped with several security features to
protect sensitive data. Here are some essential components to look for:

ii. Data Encryption: Encryption ensures that data is converted into a coded
format that can only be accessed by authorised users. Both data at rest
(stored data) and data in transit (data being transmitted) should be encrypted
to prevent unauthorised access.

iii.  Access Controls: Implementing role-based access controls (RBAC) ensures
that employees can only access the information necessary for their job
functions. This minimises the risk of unauthorised data access and potential
breaches.



Vi.

Audit Trails: An audit trail records all activities related to data access and
modifications within the HRIS. This feature helps in monitoring user activity
and can be crucial for investigating security incidents.

Multi-Factor Authentication (MFA): MFA adds an additional layer of
security by requiring users to provide two or more verification factors to
gain access to the HRIS. This reduces the likelihood of unauthorised access
due to stolen or guessed passwords.

Regular Software Updates: Ensuring that your HRIS software is regularly
updated is vital for protecting against known vulnerabilities. Software
vendors often release updates to address security flaws, and staying current
can help protect your system.

9.12 Best Practices for HR Data Security

Vi.

Vii.

viii.

In addition to the built-in security features of an HRIS, there are several best
practices that organizations should follow to enhance data security:

Conduct Regular Security Audits: Regular security audits help identify
vulnerabilities in your HRIS and other related systems. These audits should
include penetration testing, vulnerability assessments, and a review of
security policies and procedures.

Employee Training: Educate employees about data security best practices,
such as recognising phishing attempts, using strong passwords, and
protecting their login credentials. Well-informed employees are less likely to
inadvertently compromise data security.

Implement Data Minimisation: Only collect and store the data necessary for
HR processes. Reducing the amount of sensitive data held within your HRIS
minimises the risk and impact of a potential breach.

Data Backup and Recovery Plans: Regularly back up HR data and ensure
that you have a robust data recovery plan in place. In the event of a data
breach or system failure, this ensures that you can quickly restore essential
information and continue operations with minimal disruption.

Limit Third-Party Access: Be cautious about granting third-party vendors
access to your HRIS. Ensure that any third parties comply with your data
security standards and regularly review their access permissions.

Develop a Response Plan: Having a well-defined response plan for data
breaches can help mitigate damage. This plan should include steps for
containing the breach, notifying affected parties, and addressing any
vulnerabilities that led to the incident.

In an era where data breaches are increasingly common, ensuring the
security of HR data within an HRIS is essential. By leveraging robust
security features, adhering to best practices, and maintaining compliance
with relevant regulations, organisations can protect sensitive employee
information and minimise the risk of data breaches. Investing in data
security not only safeguards your employees but also enhances your
company’s reputation and trustworthiness in the marketplace.
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s Exercise:

1)
2)
3)
4)
5)
6)
7)
8)
9
10)
11)

Write about the Evolution of HRM and HRIS.

Write the Definition and Meaning of HRIS.

What are the Objectives of HRIS?

Describe the Different Functions of HRIS.

What are the Challenges of HRIS Implementation?
State and explain the Steps of HRIS Implementation.
Write on Effective HRIS Implementation.

Explain the Types of HRIS.

Explain Advantages and Disadvantages of HRIS.
Write a note on HRIS security and Privacy.

Write on Best Practices for HR Data Security.



UNIT-10 FACTORS AFFECTING HRP AND GUIDELINES FOR

MAKING HRP EFFECTIVE

10.1
10.2
10.3
10.4
10.5
10.6
10.7
10.8
10.9

Introduction

Definition

Meaning and need

Aim of Human Resource Planning

Process of Human Resource Planning (HRP)
Uses of Human Resource Planning (HRP)
Examples of Human Resource Planning (HRP)
Factors affecting Human Resource Planning

Importance of Human Resource Planning

10.10 Tools used for HR planning

R/
o

Exercise

10.1 Introduction

Human Resource Planning (HRP) is a crucial process that involves identifying and

addressing the current and future human resource needs of an organisation. It aims to
ensure that the right people with the right skills are available at the right time to achieve
organisational objectives. The full form of HRP is human resource planning. Human
Resources Planning (HRP) is a strategic procedure that comprises the expected future
human resource requirements of an organisation and guarantees the presence of suitable
personnel, equipped with the necessary skills in the right positions at the right time.
Aligning the workforce with the overall goals and objectives of the organisation is the
purpose of HRP.

Human Resource Planning (HRP) is a strategic and systematic process that

involves forecasting an organisation's future workforce needs and planning to meet those
needs. It involves analyzing the current workforce, identifying future requirements, and
developing strategies to ensure the organisation has the right talent in the right place at the
right time. Human Resource Planning (HRP) is like making a plan for the people who
work for a company. Making plans ahead of time for what skills and how many people a
business needs to reach its goals. It's about putting the right people in the right jobs at the
right time. It also helps a business get ready for the future by letting it plan for problems
and make the best use of its employees. It's like making plans ahead of time to make sure
you have the right team to win.

The organisation’s objectives and strategies for the future determine future

requirement of human resources. It only means that the number and mix of human
resources are reaction to the overall organisational strategy. If the intent is to get closer to
people possessing requisite qualifications, the organisation should act quickly.
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10.2 Definition

e E.W. Vetter viewed human resource planning as “a process by which an
organisation should move from its current manpower position to its desired
manpower position. Through planning, management strives to have the right
number and right kind of people at the right places at the right time, doing things
which result in both the organisation and the individual receiving maximum long-
run benefit.”

e According to Leon C. Megginson human resource planning is “an integrated
approach to performing the planning aspects of the personnel function in order to
have a sufficient supply of adequately developed and motivated people to perform
the duties and tasks required to meet organisational objectives and satisfy the
individual needs and goals of organisational members.”

e Robbins and Coulter says “HR Planning is the process by which manager ensures
that they have the right number and right kind of capable people in the right places
and at the right times.”

e According to K Aswathappa, “HR Planning is the process of forecasting a firm’s
future demand for, and supply of, the right type of people in the right number.”

10.3 Meaning:

Human resource planning may be viewed as foreseeing the human resource
requirements of an organisation and the future supply of human resources and- (i) making
necessary adjustments between these two and organisational plans; and (ii) foreseeing the
possibility of developing the supply of human resources in order to match it with
requirements by introducing necessary changes in the functions of human resource
management. In this definition, human resource means skill, knowledge, values, ability,
commitment, motivation, etc., in addition to the number/of employees.

Human resource planning (HRP) is the first step in the HRM process. HRP is the
process by which an organization ensures that it has the right number and kind of people,
at the right place, at the right time, capable of effectively and efficiently completing those
tasks that will help the organization achieve its overall objectives.

Human Resource Planning or Manpower Planning (HRP) is the process of
systematically reviewing HR requirements to ensure that the required number of
employees with the required skills is available when they are needed. Getting the right
number of qualified people into the right job is the crux of the problem here. In actual
practice, this is not easy. Due to constant changes in labour market conditions, qualified
people possessing relevant qualifications are not readily available. The organisation needs
to go that extra mile, dig up every source of information and exploit every opportunity
that comes its way in order to identify talent.

HRP is simply not a process of matching the supply of people (existing employees
and those to be hired or searched for) with openings the organisation expects over a given
timeframe. It goes a step further in order to reach out to right kind of people at right time,
spending time, resources and energies. Without careful planning, advance thinking and
prompt actions, it is next to impossible to get competent and talented people into the
organisation. Human resource planning is the responsibility of both the line and the staff
manager. The line manager is responsible for estimating manpower requirements. For this



purpose, he provides the necessary information on the basis of the estimates of the
operating levels. The staff manager provides the supplementary information in the form of
records and estimates.

% Need for Human Resource Planning
The need of HRP may arise because of the following reasons:

> In India, unemployment is a grave concern. Scarcity of manpower and that too
with the required skill sets and competence, has given rise for need of Human
Resource Planning.

» It comes handy for smooth and continuous supply of workers when a huge number
of employees is retiring, or leaving the company or maybe they are incapable of
working due to psychological or physical ailments.

» There is a need for Human Resource Planning when there is an increase in
employee turnover, which is obvious. Some examples of this turnover are
promotions, marriages, end of contract, etc.

» Technological changes lead to a chain of changes in the organization, right from
skill sets product methods and administration techniques. These changes lead to an
overall change in the number of employees required and with entirely different
skill set. It is here that the Human Resource Planning helps the organization deal
with the necessary changes.

» Human Resource Planning is required to meet the requirements of diversification
and growth of a company.

» There is a need for Human Resource Planning in downsizing the resources when
there is a shortage of manpower. Similarly, in case of excess resources, it helps in
redeploying them in other projects of the company.

10.4 Aim of Human Resource Planning

Having the right number of employees is the aim of HR planning in order to
maximise revenue for the organisation. Human resource planning needs to change with a
company's goals and strategy as they do. Furthermore, as globalization grows, HR
departments will have to adopt new procedures to comply with national labor laws that
differ from one another. Human resource departments will need to adopt new strategies
and resources to attract, develop, and retain employees as a result of the growing number
of companies using remote workers. This will also have an impact on HR planning.
Human Resource Planning (HRP) is the process of making sure that a company has the
right people with the right skills in the right jobs at the right time. The main goals and
aims of HRP are as follows.

1. Alignment with Organisational Goals: The goal of HRP is to make sure that the
employees are working towards the same goals as the company as a whole.
Furthermore, it makes sure that the human resources plan helps the overall business
plan succeed.

2. Predicting the company’s need in the future: One of the main jobs of HRP is to
guess what the company will need in terms of human resources in the future.
Companies can avoid gaps or oversupplies of skills and talent by knowing what skills
and talent will be needed in the near future.

3. Making the best use of human resources: HRP tries to make the best use of the
company's human resources. This means making sure that the right people are in the
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right jobs by looking at things like their skills, experience, and the needs of the
organisation.

4. Making the organisation more flexible: HRP wants to make the company more
flexible when things change. Companies can make plans to deal with changes in the
business world more effectively if they know about possible problems and chances
ahead of time.

5. Recruiting and retaining talented people: HRP is very important for getting and
keeping talented people. It includes figuring out what new employees are needed,
making plans for hiring them and putting in place plans to keep key employees.

To sum up, the main goal of Human Resource Planning is to plan how to best use
and manage an organisation's people so that it can meet its present and future business
needs.

10.5 Process of Human Resource Planning (HRP)

Human Resource Planning (HRP) is a crucial process that involves identifying and
addressing the current and future human resource needs of an organisation. It aims to
ensure that the right people with the right skills are available at the right time to achieve
organisational objectives. Human Resources Planning (HRP) is a strategic procedure that
comprises the expected future human resource requirements of an organisation and
guarantees the presence of suitable personnel, equipped with the necessary skills in the
right positions at the right time. Aligning the workforce with the overall goals and
objectives of the organisation is the purpose of HRP. The steps of HRP process are as
follows:

1) Analyzing the Environment
2) Predicting Labour Demands
3) Assessing Labour Supply
4) Fill the Gaps

5) Implementation Planning

6) Evaluation

1. Analyzing the Environment

Analyzing the environment marks the starting point of Human Resource Planning
(HRP). 1t involves scrutinizing both external and internal factors to identify potential
issues, threats, and opportunities shaping the organization are strategic planning. External
environment includes Competitors and Legal environment. In same way, internal
environment includes Strategy and Technology factors

2. Predicting Labour Demands

Predicting labor demands is essential to avoid labor shortages that often impede
business expansion. Various methods are employed to forecast how business needs will
influence HR requirements. Here are two basic method categories:



e Qualitative Methods: Qualitative techniques like the Delphi and nominal group
techniques involve expert collaboration to create forecast statements and
assumptions. These methods, although time-consuming, allow for in-depth
discussions and idea sharing among experts.

o Quantitative Methods: Quantitative techniques, such as trend analysis, rely on
historical data to project future workforce needs. Crucial steps in trend analysis
include selecting appropriate business factors, plotting historical records,
computing productivity ratios, determining trends, and making necessary
adjustments for future projections.

Step 3: Assessing Labour Supply

Labour supply assessment focuses on both internal (existing workforce) and
external (potential recruits) resources. These resources are crucial to determine the supply
required in the present and the future.

Internal and external labor supply can be explained as:

« Internal Supply: Internal labor supply refers to the available individuals and jobs
within the organization. Human Resource Information System (HRIS) data
projects future trends based on current patterns.

o External Supply: External supply encompasses individuals in the broader labor
force who are potential recruits. The relevant labor market varies based on job
skills. For highly skilled positions, it might be a national or global market, whereas
for unskilled jobs, it typically is the local community.

Step 4: Fill the Gaps

Gap analysis merges labor demand and supply forecasts. This critical process
identifies potential skill shortages or surpluses. By aligning environmental forecasts with
supply and demand projections, HR planners evaluate the organization’s readiness to
pursue different business scenarios in alignment with its objectives.

Step 5: Implementation Planning

Following the analysis, implementation planning outlines the necessary steps to
put the chosen solution into action. This phase ensures that decisions made in the above
steps are translated into actionable plans, setting the sequence of events in motion.

Step 6: Evaluation

evaluation involve monitoring the effectiveness of human resource plans over
time. Any deviations from the plans are identified, and corrective actions are taken as
needed. Feedback from various outcomes is utilized to measure the extent to which
human resource objectives have been achieved.
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1. Environmental Scanning: Identify and analyze external factors that may affect the
organisation's human resource needs, such as economic trends, technological changes,
and legislative requirements.

2. Internal Analysis: Evaluate the current workforce, including skills, competencies, and
demographics. Understand the strengths and weaknesses of the existing workforce.

3. Forecasting Future Demand: Project future demand for human resources based on
organisational goals, growth plans, and changes in technology or markets.

4. Forecasting Future Supply: Assess the internal and external sources of human
resources. Internal sources include current employees, while external sources may
include recruitment strategies.

5. Identifying Gaps: Compare the forecasted demand and supply to identify potential
gaps in the workforce. Identify potential areas of surplus or shortage.

6. Developing Action Plans: Devise strategies to address the identified gaps. This may
involve recruitment, training, development, succession planning, or restructuring.

7. Implementation: Put the action plans into practice. This may include hiring new
employees, providing training programs, or restructuring existing teams.

8. Monitoring and Evaluation: Continuously monitor the effectiveness of the human
resource plans. Evaluate whether the organisation is achieving its goals and adjust the
plans as necessary.

10.6 Uses of Human Resource Planning (HRP)

Human Resource Planning (HRP) is a strategic process essential for an
organisation's success and sustainability. Its primary purpose lies in aligning the
workforce with organisational goals. By systematically analyzing current and future
human resource needs, HRP ensures that the right people with the right skills are in the
right positions at the right time. This strategic alignment is crucial for achieving overall
organisational objectives.

HRP serves as a proactive tool for anticipating and meeting future needs. Through
forecasting, the process enables organisations to address potential workforce shortages or
surpluses, supporting growth, technological adaptations, and market shifts. Additionally,
it plays a pivotal role in talent acquisition and recruitment planning, guiding the
organisation to attract and hire individuals who align with its evolving requirements.

The process extends to talent development, helping identify skills gaps in the
current workforce. By implementing targeted training and development programs,
organisations enhance employee capabilities, ultimately boosting productivity and
engagement. Furthermore, HRP contributes to cost management by ensuring an optimal
balance between the workforce's size and skills, preventing unnecessary expenses or
shortages.

In times of organisational change, such as restructuring or downsizing, HRP facilitates
effective workforce management, minimizing negative impacts on employees and
productivity. Overall, HRP is a dynamic process that empowers organisations to adapt to



technological changes, comply with legal regulations, foster diversity and inclusion, and
navigate global expansion successfully.

10.7 Examples of Human Resource Planning (HRP)

1. Expansion Planning: A company planning to expand its operations may conduct HRP
to identify the additional workforce needed, including the skills required, and develop
plans to recruit or train employees accordingly.

2. Succession Planning: Identifying and grooming employees to fill key leadership
positions in the future. Succession planning ensures a smooth transition when current
leaders retire or leave the organisation.

3. Skills Gap Analysis: Assessing the current skills of the workforce and identifying gaps
in skills that may be needed in the future. This helps in planning training and
development programs to bridge those gaps.

4. Restructuring or Downsizing: If an organisation needs to downsize or restructure,
HRP helps in identifying which departments or positions will be affected, managing
workforce transitions, and minimizing the impact on productivity.

5. Technology Changes: Anticipating the impact of technological advancements on job
roles and skills. HRP helps in preparing the workforce for changes and ensuring that
the organisation has the necessary skills to remain competitive.

HRP is essential to organisational success. HRP becomes more important as the
global business landscape changes. It guides organisations through the complicated and
dynamic business environment by carefully aligning workforce skills with strategic goals.
It designs an organisation's human capital strategy, from talent acquisition to diversity and
inclusion. Anticipating future requirements helps organisations overcome problems and
seize opportunities. HRP operates as a strategic compass, placing the right people with the
appropriate talents at the right moment. HRP is a cost-effective human capital
management tool beyond proactive planning. Organisations can maximise human
resources by recognising workforce shortfalls and executing focused initiatives like
recruitment, training, or restructuring. Optimising labour productivity boosts organisation
efficiency and effectiveness. HRP's entire strategy, from talent management to
anticipating future demands, prepares organisations for growth. HRP is a strategic key to
long-term achievement in today's fast-paced and intense business environment by
equipping the organisation for the next problems and opportunities. It transforms human
resources into a dynamic force that propels organisations to long-term success.

10.8 Factors affecting Human Resource Planning

1) Type and strategy of the organization

The type of organization is an important consideration because it determines the
production processes involved, number and type of staff needed, and the supervisory and
managerial personnel required. Manufacturing organizations are more complex in this
respect than those that render services. The strategic plan of the organization defines the
organization’s HR needs. For example, a strategy of organic growth means that additional
employees must be hired. Acquisitions or mergers, on the other hand, probably mean that
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the organization will need to plan for layoffs, since mergers tend to create, duplicate or
overlapping positions that can be handled more efficiently with fewer employees.

Primarily, the organization decides either to be proactive or reactive in human
resource planning. It can either decide to carefully anticipate the needs and systematically
plan them to fill them far in advance, or it can simply react to needs as they arise. Of
course, careful planning to fill HR needs better helps ensure that the organization obtains
the right number of HR people with proper skills and competencies when they are needed.
Similarly, the organization must determine the breadth of the plan. Essentially, the
organization can choose a narrow focus by planning in only one or two HR areas, such as
recruitment or selection, or it can choose a broad focus by planning in all areas including
training, remuneration and so on.

The organization must also decide upon the formality of the plan. It can decide to
have an informal plan that lies mostly in the minds of the managers and personnel staff.
Alternatively, the organization can have a formalized plan which is clearly spell out in
writing, backed by documentation and data. Finally, the organization must make a
decision on flexibility- the ability of the HR plan to anticipate and deal with
contingencies. No organization likes high levels of uncertainty. Organizations seek to
reduce uncertainty by planning, which includes forecasting and predicting possible future
conditions and events. Human resource planning can contain many contingencies, which
reflect different scenarios thereby assuring that the plan is flexible and adaptable.

2) Organizational growth cycles and planning

The stage of an organization’s growth can have considerable influence on human
resource planning. Small organizations in the embryonic stage may not have personnel
planning. Need for planning is felt when the organization enters the growth stage. HR
forecasting becomes essential. Internal development of people also begins to receive
attention in order to keep up with the growth. A mature organization experiences less
flexibility and variability. Growth slows down. The workforce becomes old as few
younger people are hired. Planning becomes more fonnalised and less flexible and
innovative. Issues like retirement and possible retrenchment dominate planning. Finally,
in the declining stage, human resource planning takes a different focus. Planning is done
for layoff, retrenchment and retirement. Since decisions are often made after serious
financial and sales shocks are experienced by the organization, planning is often reactive
in nature.

3) Environmental uncertainties

HR managers rarely have the privilege of operating in a stable and predictable
environment. Political, social and economic changes affect all organizations. Personnel
planners deal with environmental uncertainties by carefully formulating recruitment,
selection, and training and development policies and programmes. Balancing mechanisms
are built into the HRM programme through succession planning, promotion channels,
layoffs, flexitime, job sharing, retirement, VRS and other personnel related arrangements.


https://www.managementstudyhq.com/hrm-models.html

4) Time Horizons

Yet another major factor affecting personnel planning is the time horizon. A plan
cannot be for too long on a time horizon as the operating environment itself may undergo
charges. On one hand, there are short-term plans spanning six months to one year. On the
other hand, there are long-term plans -which spread over three to twenty years. The exact
time span, however, depends on the degree of uncertainty prevailing in an organization’s
environment. Plans for companies operating in an unstable environment, computers for
example, must be for a short period. Plans for others where environment is fairly stable,
for example a university plan, may be long-term. In general, the greater the uncertainty,
the shorter the plan’s time horizon and vice-versa.

5) Type and Quality of Information

The information used to forecast personnel needs originates from a multitude of
sources. A major issue in personnel planning is the type of information which should be
used in making forecasts. Closely related to the type of information is the quality of data
used. The quality and accuracy of information depend upon the clarity with which the
organizational decision makers have defined their strategy, organizational structure,
budgets, production schedules and so forth. In addition, the HR department must maintain
well-developed job-analysis information and HR information systems (HRIS) that provide
accurate and timely data. Generally speaking, organizations operating in stable
environments are in a better position to obtain comprehensive, timely and accurate
information because of longer planning horizons, clearer definition of strategy and
objectives, and fewer disruptions.

6) Labor Market

Labor market comprises people with skills and abilities that can be tapped as and
when the need arises. Thanks to the mushrooming of educational, professional and
technical institutions adequately trained human resource is always available on the
market. Nevertheless, shortages do occur. For example, the Confederation of Indian
Industry (CII) estimates that by 2015, India will be requiring 30 million additional skilled
workers in sectors such as health care, banking and financial services, retail, auto and
construction. It is doubtful whether so many skilled workers would be available in the
country. When we talks about labor supply, the following points to be considered.

« The size, age, sex and educational composition of the population
o Labor market conditions

« Nature of jobs being filled

« Outsourcing

« Retirements and transitions

« Availability of employees with certain skill sets

« Changes in the environment
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« Financial investment

« Imperfect forecasting

« Inevitable market changes

« Technology and data requirements

« Pushback on internal changes from employees

« New products or services on the horizon

« Prospective mergers or acquisitions

o Labor costs

« Projected employee retirements/vacancies and turnover rates

« Technological advances and automation

10.9 Importance of Human Resource Planning

Human Resource Planning is important in several aspects that revolve around
working toward organizational goals. It is the baseline for all functions related to HR like
recruitment, onboarding, reviewing, etc. Its key important features includes the following.

1. Increasing productivity

In HR planning, maximizing productivity is crucial. Efficient use of resources and
minimizing waste, achieved through staffing activities like training, performance
appraisal, and fair compensation, leads to higher productivity. HR planning ensures
employees are skilled, motivated, and properly rewarded, enhancing overall efficiency
and productivity in the organization.

2. Implementing managerial activities

The success of managerial tasks like planning, organizing, directing, and
controlling relies heavily on having the right people (human resources) in place. Human
resources play a crucial role in making sure these managerial activities work effectively.
So, HRP, which is about having the right staff in the right positions, is essential for all
managerial functions to succeed. In simpler terms, having the right people is vital for any
business to run smoothly.

3. Motivating employees

HR Planning goes beyond just placing the right people in the right roles. It also
involves motivating employees through programs like incentives. These incentives are
crucial because they encourage active participation and help in retaining employees within
the organization.

So, within the scope of HR planning, designing effective incentive plans becomes
extremely important. It ensures not only hiring suitable individuals but also keeping them
engaged and motivated to contribute their best to the organization.



4. Improving employee relations

Strong human relations are vital for a company’s stability. This strength is
achieved through effective control, clear communication, and strong leadership. Human
resources planning plays a key role in this. By focusing on training and developing the
workforce, HR Planning ensures that employees are skilled and cooperative. This in turn
fosters better human relations within the organization. Essentially, HR planning helps
create a positive work environment where employees understand their roles, communicate
well, and cooperate effectively.

5. Coping with change

Human resource planning is important for organizations to cope with changes in
the external environment. It enables the development and implementation of strategies to
enhance employee and organizational performance.

6. Evaluating demand and supply of resources

Human resource planning ensures there is the right number of employees (demand) to
meet the company’s needs without overstaffing or understaffing. It’s like finding the
perfect balance, ensuring there are enough people to get the job done efficiently without
unnecessary costs or gaps.

7. Increasing quality of hire

Human resource planning impacts the quality of applicants an organization
attracts. Companies practicing HR planning know what qualities they need in applicants,
making their hiring decisions more precise and effective. This results in attracting
candidates who are better suited for the organization’s needs.

8. Growing a competitive advantage

As discussed, organizations that invest in human resource planning can identify
and nurture the best talents. By having the right people with the right skills in the right
places, a company gains a competitive edge. They can adapt to changes faster, innovate
more effectively, and deliver superior products or services. In essence, human resource
planning helps companies stay ahead of the competition by ensuring they have the right
team to tackle challenges and seize opportunities.

10.10 Tools used for HR planning

The proper human resource management tools and techniques are essential for HR
managers to use in their planning process. It is important for the HR department to
understand the proper tools and techniques they can use to ensure the business is
operating in the best way possible. When HR managers use every tool available to them to
achieve the goals and objectives of the business, the company and the employees succeed.
When it comes to the human resources department, it is necessary to keep detailed plans
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to assist management. Keeping detailed plans assists in recruiting, training, retention,
compensation, and benefits. Planning is also the most effective way to stay aligned with
corporate goals and objectives.

1) Surveys

Gather data on specific HR topics, such as managers’ opinions on employee skills
and productivity, people’s training preferences, satisfaction with benefits and
compensation programs, workplace culture, and employee happiness. Use these to
identify opportunities like internal promotions, or potential weaknesses that may lead to
high turnover or reduced productivity.

2) HR dashboards

Collect and display data to provide an overall view of HR metrics and aid you in
your planning process, such as turnover rates, satisfaction levels, productivity, skill levels,
and internal promotions.

3) Performance management systems

A performance management system helps employers understand organizational
goals and assists them in creating strategies for successful workplace workflows.
Conversely, the system guides employees in understanding their responsibilities and plans
their work process to achieve their targets quickly. Provide feedback on employee
performance and deliver performance ratings over time. This is critical during the
integration phase of HRP so that HR professionals can see the success of role changes and
additional training.

4) Human capital management systems (HCMs)

Combine various HR processes, from planning and payroll management to
compensation, hiring, onboarding, recruitment, turnover rate analysis, and productivity
measurement means it a set of activities that convert traditional HR functions into
opportunities that lead to increased efficiency, interest and revenue for the organization.
Rather than calculating the cost of maintaining human resources, HCM is committed to
maximizing the value of human capital through proper management and ample
investments. These processes are automated to aid adjustments in HR planning and
performance measurement.

5) Compensation and benefits software

Easily compare current pay scales and benefits against economic trends and
industry standards. It helps to ensure that people receive competitive compensation and
benefits, leading to reduced turnover, enhanced satisfaction, and improved
productivity.HRP ensures that you have the right people in the right places to drive your
business forward. By understanding the meaning, goals, importance, challenges, steps,



and tools of HR planning, you can make more informed decisions and steer your
organization toward greater success.

X/

1)
2)
3)
4)
5)
6)
7)
8)
9)

< Exercise

Write the Definition of HRP.

Write Meaning and need of HRP.

What is the Aim of Human Resource Planning?

Describe Process of Human Resource Planning (HRP).

What are the Uses of Human Resource Planning (HRP).

Write Examples of Human Resource Planning (HRP).

State and explain Factors affecting Human Resource Planning.
Write Importance of Human Resource Planning.

State and explain Tools used for HR planning.
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