
BUSA130 CHAPTER10 رزان رباح أحمد 

1 
 

Chapter 10 
The Foundations of Human Resource Management  

Human resource management ( HRM ): set of organizational activities directed at 

attracting , developing , and maintaining and effective workforce. 

ٌؼجٍِز ِٓ خلاي ثٌمٛر ث إٌٝ خزح صٙذفٛػز ِٓ ثلأٔشطز ثٌضٕظ١ّ١ز (: ِدHRMّإدثسر ثٌّٛثسد ثٌذشش٠ز )

 صط٠ٛش ٔظجَ ػًّ فؼجي ٚد١تز ِٕجعذز ٌٍّٛظف١ٓ .

 

The Strategic Importance of HRM ثلأ١ّ٘ز ثلاعضشثص١د١ز لإدثسر ثٌّٛثسد ثٌذشش٠ز     

 

HRM  reflects by reducing employee in area where they are no longer needed & 

added new talent to key growth areas 

 سِدجلا ٌٝإ رٌدذ٠ذث سثسٌّٙجث ػجفزٚإ ٌٍّٛظف١ٓ ف١ٙج ،  زجخز نٕ٘ج ٠ؼذ ٌُ ٌضٟث ِدجلاسٌث فٟ ف١ٌّٓٛظث صم١ًٍ

 HRM... ٠ؼىظ أ١ّ٘ز ثي ٌشة١غ١زث ٌّٕٛث

Human Resources (HR) : the people comprising an organization’s workforce  

 ششوز أٚ ثٌّٕظّز . ) أٞ ثٌّٛظف١ٓ ( ٓ ٠شىٍْٛ لٛر ػجٍِز صجدؼز ٌٍثلأشخجص ثٌز٠

Human resources (personnel) has a substantial impact on a firm’s bottom-line 

performance. 

، فجٌشة١ظ ثٌضٕف١زٞ ٌمغُ ثٌّٛثسد ثٌذشش٠ز فٟ ِؼظُ  ػٍٝ أدثء ثٌششوزإْ لغُ ثٌّٛثسد ثٌذشش٠ز ٌٗ صؤث١ش وذ١ش 

 ثٌششوجس ثٌىذ١شر ٠ىْٛ ِغؤٚي دشىً ِذجشش أِجَ ثٌغٍطز ثٌؼ١ٍج فٟ ثٌششوز .

دشىً ٠ضٛثفك ِغ ثٌخطؾ ثلاعضشثص١د١ز  HR plansٚثٌؼذ٠ذ ِٓ ثٌششوجس صمَٛ دضط٠ٛش خطؾ ثٌّٛثسد ثٌذشش٠ز 

 . with other strategic planningثلأخشٜ دثخً ثٌششوز 

 

Uploaded By: anonymousSTUDENTS-HUB.com

https://students-hub.com


BUSA130 CHAPTER10 رزان رباح أحمد 

2 
 

human resources are critical for effective organizational functioning 

the growing awareness of the strategic significance of HRM has even led to new 

terminology to reflect a firm's commitment to people. 

عضشثص١د١ز لإدثسر ثٌّٛثسد ثٌذشش٠ز إٌٝ ط١جةز ِظطٍسجس خذ٠ذر صؼىظ أدٜ ثٌٛػٟ ثٌّضٕجِٟ دجلأ١ّ٘ز ثلا

 . ثٌضضثَ ثٌششوز صدجٖ ثٌٕجط

 

Human capital: reflects the organization’s investment in attracting retaining , and 

motivating an effective workforce. 

 ٌُٙ .ثٌؼجٍِز ٚصسف١ضُ٘ ٚصط٠ٛش د١تز ِٕجعذز مٛر ثٌ فٟ خزح ششوز٠ؼىظ ثعضثّجس ثٌ

 ٚدضؼش٠ف آخش 

Human capital : tangible indicator of the value of the people who comprise an 

organization  

 ِؤشش ٍِّٛط ٌم١ّز ثلأشخجص ثٌز٠ٓ ٠شىٍْٛ ثٌششوز .

 

 

Financial capital: firms financial resources and reserves 

 ثٌّٛثسد ٚثلازض١جؽجس ثٌّج١ٌز ٌٍششوجس .

 

Talent Management: the view that the people in an organization represent a 

portfolio of valuable talents that can be effectively managed and tapped in ways 

best targeted to organizational success.  

٠ّثٍْٛ ِدّٛػز ِٓ ثٌّٛث٘خ ثٌم١ّّز ثٌضٟ ٠ّىٓ ششوز ظش ِفجد٘ج أْ ثلأشخجص فٟ ثٌٔ إدثسر ثٌّٛث٘خ: ٚخٙز

 إدثسصٙج دفؼج١ٌز ٚثعضغلاٌٙج دطشق أفؼً ثعضٙذثفجً ٌٍٕدجذ ثٌّؤعغٟ.
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HR Planning  

1) Job Analysis 

Jon analysis: systematic analysis of jobs within an organization 

 ششوزثٌ ةف دثخًصس١ًٍ ِٕٙدٟ ٌٍٛظج

 ..   ٌذٜ ِؼظُ ثٌششوجس خذشثء ِذسد١ٓ ٠ضٌْٛٛ ٘زٖ ثٌضس١ٍلاس

A job analysis results in two things:  

a) job description: description of the duties and responsibilities of a job, its 

working conditions , and the tools, materials , equipment, and information 

used to perform it  

ٚطف ثٌٛظ١فز: ٚطف ٌٛثخذجس ِٚغؤ١ٌٚجس ثٌٛظ١فز ٚظشٚف ػٍّٙج ٚثلأدٚثس ٚثٌّٛثد ٚثٌّؼذثس 

 ذِز فٟ أدثةٙجٚثٌّؼٍِٛجس ثٌّغضخ

b) job specification: description of the skills, abilities, and other credentials and 

qualifications required by a job 

 لأدثء ثٌٛظ١فز.ثٌّؤ٘لاس ثٌّطٍٛدز ٚثٌمذسثس ِٚٛثطفجس ثٌٛظ١فز: ٚطف ٌٍّٙجسثس 

 

2) Forecasting HR Demand and Supply  

Forecasting the supply of labor is really two tasks : 

a) Internal supply: the number and type of employees who will be in the firm at 

some future date. 

 ػذد ٚٔٛع ثٌّٛظف١ٓ ثٌز٠ٓ ع١ىْٛٔٛ فٟ ثٌششوز فٟ ٚلش ِج فٟ ثٌّغضمذً.ثٌضٕذؤ دجٌؼشع ثٌذثخٍٟ : 

b) External supply: the number and type of people who will be available for hiring 

from the labor market at large.  

  ػذد ٚٔٛع ثلأشخجص ثٌز٠ٓ ع١ىْٛٔٛ ِضجز١ٓ ٌٍضؼجلذ ِٓ عٛق ثٌؼًّ دشىً ػجَ. ثٌضٕذؤ دجٌؼشع ثٌخجسخٟ :

 ٠ّٚىٕٙج ثخض١جسُ٘ وّٛظف١ٓ ٌذ٠ٙج ( )دّؼٕٝ ػذد ثلاشخجص ثٌز٠ٓ ع١ىْٛٔٛ ِضجز١ٓ ٌٍششوز
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Replacement Charts: list of each management position, who occupies it, how long 

that person will likely stay in the job, and who is qualified as a replacement 

، ِٚذر دمجء ٘زث  ٘زث ثٌّٕظخ ٠شغً ٚثعُ ثٌشخض ثٌزٞثٌشعَٛ ثٌذ١ج١ٔز ثٌذذ٠ٍز: لجةّز دىً ِٕظخ إدثسٞ  

 ٌٗ.  خر فٟ ثٌٛظ١فز ، ٚثٌّؤ١ٍ٘ٓ وذذ٠ًثٌشخض ػٍٝ ثلأس

 

Employee Information System ( Skills Inventories ): computerized system 

containing information on each employee’s education, skills, work experiences, 

and career aspirations 

ٔظجَ ِؼٍِٛجس ثٌّٛظف )لٛثةُ خشد ثٌّٙجسثس(: ٔظجَ ِسٛعخ ٠سضٛٞ ػٍٝ ِؼٍِٛجس ػٓ صؼ١ٍُ وً ِٛظف 

 . ِٚٙجسثصٗ ٚخذشثصٗ ثٌؼ١ٍّز ٚؽّٛزجصٗ ثٌٛظ١ف١ز
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The Legal Context of HRM  ٟٔٛٔإدثسر ثٌّٛثسد ثٌذشش٠زٌمغُ ثٌغ١جق ثٌمج  

 

*Equal Employment Opportunity )non- discrimination): legally mandated 

nondiscrimination in employment on the basis of race ,creed, sex, or national 

origin. 

ػذَ ثٌض١١ّض ثٌمجٟٔٛٔ فٟ ثٌضٛظ١ف ػٍٝ أعجط ثٌؼشق أٚ ثٌؼم١ذر أٚ ثٌدٕظ أٚ ثلأطً صىجفؤ فشص ثٌؼًّ : 

 ثٌمِٟٛ.

 

*Title VLL of the Civil Rights Act of 1964 : forbids discrimination in all areas of 

the employment relationship  

 لجْٔٛ ِٓ لٛث١ٔٓ ثٌسمٛق ثٌّذ١ٔز ٠ٕٚض ػٍٝ زظش ثٌض١١ّض فٟ خ١ّغ ِدجلاس ثٌؼًّ .

 ِدجلاس ثٌؼًّ ِثً ) ثٌضٛظ١ف ، ثٌضؼ٠ٛؼجس (

*Adverse Impact: when minorities and women meet or pass the requirement for a 

job at a rate less than 80 percent of the rate of majority group 

٠ش١ش إٌٝ ِّجسعجس ثٌضٛظ١ف ثٌضٟ صذذٚ ِسج٠ذر ٌٚٙج صؤث١ش ص١١ّضٞ ػٍٝ ثلأل١ٍز أٚ ػٍٝ ثٌٕغجء ...ٚإػطجةُٙ 

 ٔغذز صٛظ١ف ألً ِٓ ٔغذز ثلأةٍذ١ز .

 

*Equal Employment Opportunity Commission (EEOC) : federal agency enforcing 

several discrimination related laws . 

  صطذك ػذر لٛث١ٔٓ رثس طٍز دجٌض١١ّض.ٚوجٌز ثٌفذسث١ٌز 

*Age Discrimination in Employment : outlaws discrimination against people older 

than 40 years. 

 ٠04سظش ثٌض١١ّض ػذ ثلأشخجص ثٌز٠ٓ صض٠ذ أػّجسُ٘ ػٓ  لجْٔٛ ثٌض١١ّض ػٍٝ أعجط ثٌغٓ فٟ ثٌضٛظ١ف:

ج. ًِ  ػج
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*Affirmative action: intentionally seeking and hiring employees from groups that 

are underrepresented in the organization 

خجطز ثٌّدّٛػجس ثٌّس١ّز  جس ثٌضٟ صُ ثعضثٕجء٘ج ػٕذ ثٌضٛظ١فإخشثءثس إ٠دجد١ز ٌؼّجْ صٛظ١ف ثٌّدّٛػ

، ٚصشًّ ٘زٖ ثلاخشثءثس ِؼجٍِز ثٌّٛظف١ٓ أثٕجء ثٌؼًّ دشىً خ١ذ دغغ ثٌٕظش ػٓ  )ثلأل١ٍجس أٚ ثٌٕغجء(

 ثٌؼشق أٚ ثٌٍْٛ أٚ ثٌؼم١ذر .

*Affirmative action plan: written statement of how the organization intends to 

actively recruit, hire, and develop members of relevant protected classes 

صٛظ١ف أفشثد ِٓ  ششوز أٚ ثٌّٕظفزٓ ثٌطش٠مز ثٌضٟ صؼضضَ دٙج ثٌ: د١جْ ِىضٛح ػثلإخشثءثس ثلإ٠دجد١ز خطز 

 ثٌفتجس ثٌّس١ّز رثس ثٌظٍز ٚصؼ١١ُٕٙ ٚصط٠ٛشُ٘ دٕشجؽ

*Americans with Disabilities Act: forbids discrimination on the basis of disabilities 

and require employers to provide reasonable accommodations for disabled 

employees 

زٚٞ ثلإزض١جخجس ًّ صٛف١ش صغ١ٙلاس ِؼمٌٛز ٠ٌسظش ثٌض١١ّض ػٍٝ أعجط ثلإػجلز ٠ٚطٍخ ِٓ أسدجح ثٌؼ

 ثٌخجطز.

 

*Civil Rights Act of 1991: Amended the original Civil Rights Act  

ِٓ خلاي صغ١ًٙ إخشثء دػجٜٚ لجَ دضؼذ٠ً لجْٔٛ ثٌسمٛق ثٌّذ١ٔز ثلأطٍٟ ..  1991لجْٔٛ ثٌسمٛق ثٌّذ١ٔز ٌؼجَ 

لؼجة١ز ػذ ثٌض١١ّض ِغ ثٌسذ فٟ ثٌٛلش ٔفغٗ ِٓ ِمذثس ثٌضؼ٠ٛؼجس ثٌدضثة١ز ثٌضٟ ٠ّىٓ ِٕسٙج فٟ صٍه 

  ثٌذػجٜٚ ثٌمؼجة١ز.
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*Fair Labor Standards Act: sets a minimum wage and requires the payment of 

overtime rates for work in excess of 40 hours per week. 

عجػجس ثٌؼًّ ثلإػجف١ز  أخٛس ِمجدًذفغ طجٌخ دثلأدٔٝ ٌلأخٛس ٠ٚ لجْٔٛ ِؼج١٠ش ثٌؼًّ ثٌؼجدي: ٠سذد ثٌسذ

  عجػز فٟ ثلأعذٛع. 04لأوثش ِٓ 

 

*Equal Pay act of 1963: requires that men and woman be paid the same amount for 

doing the same job. 

 دٕفظ ثٌٛظ١فز. إرث لجِٛثخ دفغ ٔفظ ثٌّذٍغ ٌٍشخً ٚثٌّشأر : ٠ضط1991ٍلجْٔٛ ثٌّغجٚثر فٟ ثلأخش ٌؼجَ 

 

*Employee Retirement Income Security Act (ERISA) of 1974:ensure the financial 

security of pension funds by regulating how they can be invested  

ػّجْ ثلأِٓ ٚ٘ٛ   ERISAِٓ خلاي لجْٔٛ   ِؼجشجس صمجػذ٠ز ٌّٛظف١ُٙ ظُ أطسجح ثٌؼًّ ثٌز٠ٓ ٠مذ٠ِْٕٛ

 .  ثٌّجٌٟ ٌظٕجد٠ك ثٌضمجػذ ػٓ ؽش٠ك صٕظ١ُ و١ف١ز ثعضثّجس٘ج

*Family and Medical Leave Act (FMLA ) of 1993: requires employers to provide 

up to 12 weeks of unpaid leave for family and medical emergencies . 

 11ثٌؼًّ صٛف١ش ِج ٠ظً إٌٝ  أطسجح: ٠طٍخ ِٓ 1991( ٌؼجَ FMLAلجْٔٛ ثلإخجصر ثٌطذ١ز ٚثٌؼجة١ٍز )

 ٛثسا ثلأعش٠ز ٚثٌطذ١ز.أعذٛػجً ِٓ ثلإخجصر ة١ش ثٌّذفٛػز ٌسجلاس ثٌط
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*National Labor Relations Act ( Wagner Act ) : sets up a procedure for employees 

to vote on whether to have a union . 

ٛث ٠ش٠ذْٚ إٔشجء إصسجد أٚ ػٍٝ ِج إرث وجٔ ٠ؼغ إخشثءثس ٌٍؼج١ٍِٓ ٌٍضظ٠ٛش :لجْٔٛ ثٌؼلالجس ثٌؼّج١ٌز ثٌٛؽٕٟ 

 .ٌُٙٔمجدز 

*National Labor Relations Board (NLRB) : established by the Wagner Act to 

enforce its provisions 

 ٌضٕف١ز أزىجِٗ Wagner: ِمضذظ ِٓ لجْٔٛ ٌّدٍظ ثٌٛؽٕٟ ٌٍؼلالجس ثٌؼّج١ٌز ث

*Labor-Management Relations Act (Taft-Hartley Act) : passed to limit union 

power 

 )ٌٍسذ ِٓ لٛر ثٌٕمجدز ٚصؤث١ش٘ج ػٍٝ ثٌششوز (  صُ صّش٠شٖ ٌٍسذ ِٓ عٍطز ثلاصسجد ْٛ ػلالجس إدثسر ثٌؼًّلجٔ
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*Occupational Safety and Health Act (OSHA) of 1970: federal law setting and 

enforcing guidelines for protecting workers from unsafe conditions and potential 

health hazards in the workplace.  

ز ثٌّذجدا ثٌضٛخ١ٙ١ز ٌسّج٠ز ثٌؼّجي : ثٌمجْٔٛ ثلاصسجدٞ ٠ؼغ ٠ٕٚف1994لجْٔٛ ثٌغلاِز ٚثٌظسز ث١ٌّٕٙز ٌؼجَ 

  ِٓ ثٌظشٚف ة١ش ث٢ِٕز ٚثٌّخجؽش ثٌظس١ز ثٌّسضٍّز فٟ ِىجْ ثٌؼًّ.

 

It requires that employers:  ًّ٠ضطٍخ ٘زث ثٌمجْٔٛ ِٓ أطسجح ثٌؼ 

1) provide a place of employment that is free from hazards that may cause 

death or serious physical harm 

 صٛف١ش ِىجْ ػًّ خجيٍ ِٓ ثلأخطجس ثٌضٟ لذ صغذخ ثٌّٛس أٚ ثلأرٜ ثٌدغذٞ ثٌخط١ش

2) obey the safety and health standards established by the department of labor . 

 ثلاِضثجي ٌّؼج١٠ش ثٌغلاِز ٚثٌظسز ثٌضٟ ٚػؼضٙج ٚصثسر ثٌؼًّ.
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*Sexual Harassment : making unwelcome sexual advances in the workplace 

 ثٌضسشػ ِّج ٠دؼً ثٌؼذ٠ذ ِٓ ثٌّٛظف١ٓ سثةذ١ٓ فٟ صشن ثٌؼًّ 

Two type of sexual harassment:  

1)Quid Pro Quo Harassment : form of sexual harassment in which sexual favors 

are requested in return for job-related benefits . 

 ؽٍخ ثٌسظٛي ػٍٝ خذِجس ِمجدً ثعضسمجلجس ِضؼٍمز دجٌؼًّ .

2)Hostile Work Environment: form of sexual harassment deriving from off-color 

jokes, lewd comments, and so forth 

 د١تز ػًّ ػذثة١ز ٠ضُ ف١ٙج ثعضخذثَ صؼ١ٍمجس ع١تز .

  

*Employment at will: principle increasingly modified by judicial decision , that 

organizations should be able to retain or dismiss employees at their discretion 

ٌذ٠ُٙ ثٌسك ثٌّضذجدي فٟ إٔٙجء ػلالز ػًّ فٟ أٞ ٚلش ٚلأٞ عذخ ِغ إشؼجس ِغذك أٚ ولا ثٌّٛظف ٚثٌّذ٠ش 

 .ذْٚ إشؼجس ِغذك ٌٍطشف ث٢خشد

 

 

*Patriot Act: legislation that increased U.S government's power to investigate and 

prosecute suspected terrorists 

 .ثٌضشش٠غ ثٌزٞ صثد ِٓ عٍطز زىِٛز ثٌٛلا٠جس ثٌّضسذر ٌٍضسم١ك ِغ ثلإس٘جد١١ٓ ثٌّشضذٗ دُٙ ِٚمجػجصُٙ

 

 

 

 

 

Uploaded By: anonymousSTUDENTS-HUB.com

https://students-hub.com


BUSA130 CHAPTER10 رزان رباح أحمد 

11 
 

Staffing the Organization  

ػٕذِج ٠مشس ثٌّذسثء أُٔٙ دسجخُٙ ٌّٛظف١ٓ خذد ، فئٔٗ ٠دخ ػ١ٍُٙ صس٠ًٛ ثٔضذجُ٘ٙ إٌٝ صٛظ١ف ثٌّض٠ح 

 ثٌظس١ر ِٓ ثٌٕجط 

  :ٚ٘زث ٠شًّ 

1) “external staffing” acquiring new employees from outside the company  

 ثٌسظٛي ػٍٝ ِٛظف١ٓ خذد ِٓ خجسج ثٌششوز

2) “internal staffing” promoting current employees from within 

 صؼض٠ض ثٌّٛظف١ٓ ثٌسج١١ٌٓ ِٓ دثخً ثٌششوز

Recruiting Employees  

Recruiting : process of attracting qualified persons to apply for jobs an 

organization is seeking to fill. 

 .صٛظ١ف أشخجص ف١ٙجإٌٝ  ششوزذَ إٌٝ ثٌٛظجةف ثٌضٟ صغؼٝ ثٌثلأشخجص ثٌّؤ١ٍ٘ٓ ٌٍضم خزحػ١ٍّز ٟ٘ 

1) Internal Recruiting : considering present employees as candidates for 

openings. 

ٚدٕجء ثٌشٚذ ثٌّؼ٠ٕٛز ٌذ٠ُٙ ٚخؼٍُٙ ِششس١ٓ ١ًٌٕ ثٌّٕجطخ ثٌدذ٠ذر ثٌضٟ ثٌٕظش فٟ ثٌّٛظف١ٓ ثٌسج١١ٌٓ 

 ٌششوز ػٓ ِٛظف١ٓ ٌٙج .صذسث ث

2) External Recruiting: attracting persons outside the organization to apply for 

jobs  

 ثٌٕظش فٟ أشخجص خجسج ثٌششوز ٚخزدُٙ ٌٍسظٛي ػٍٝ ثٌٛظ١فز .

 102طفسز   internal recruiting & external recruitingثٌفشق د١ٓ ثي

*Realistic Job Preview (RJP) providing the applicant with a real picture of what it 

would be like performing the job the organization is trying to fill. 

ٌٍشخض ثٌزٞ ٠مذَ ؽٍخ ثٌسظٛي ػٍٝ ٘زٖ ثٌٛظ١فز طٛسر زم١م١ز ٌّج عضىْٛ  ثٌضٟ صمذَ :ِؼج٠ٕز ثٌٛظ١فز 

  ػ١ٍٗ ِٙجَ ثٌٛظ١فز .
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Selecting Employees  

 " صؤصٟ ثٌخطٛر ثٌثج١ٔزrecruitingدؼذ ػ١ٍّز خزح ثٌّٛظف١ٓ ٌٍٛظ١فز "

ٚثٌغشع ِٓ ٘زٖ ثٌخطٛر ٘ٛ خّغ ثٌّؼٍِٛجس ػٓ   "”selecting employees ػ١ٍّز ثلإخض١جس ٟٚ٘  

 ثٌّضمذ١ِٓ ٌٍٛظ١فز .

 ٚػ١ٍّز ثلإخض١جس صشًّ : 

 Application Forms : is an efficient method of gathering information about 

the applicant's previous work history. 

 ثٌخطٛر ثلأٌٚٝ ِٓ ػ١ٍّز ثلإخض١جس ٟ٘ ثٌطٍخ ِٓ ثٌّضمذَ صؼذتز ؽٍخ ثٌضٛظ١ف .

 ٟٚ٘ ػذجسر ػٓ ؽش٠مز فؼجٌز ٌدّغ ثٌّؼٍِٛجس ػٓ ثٌّضمذَ ٌٍٛظ١فز ٚثٌؼًّ ثٌغجدك ٌٗ.

 Tests : of ability , skill , aptitude or knowledge relevant to particular job 

 ثخضذجسثس ثٌمذسر ، أٚ ثٌّٙجسر ، أٚ ثٌىفجءر ، أٚ ثٌّؼشفز رثس ثٌظٍز دؼًّ ِؼ١ٓ

 Interviews: are a popular selection device , although they are actually often a 

poor predictor of job success.  

أٔٙج صؼطٟ ِؤششثس ػؼ١فز ٌٕدجذ ثٌّٛظف فٟ ٘زٖ خطٛر شؼذ١ز فٟ ػ١ٍّز ثلاخض١جس ، ػٍٝ ثٌشةُ 

 ثٌٛظ١فز.

 Other Techniques :vary with circumstances .  

 لذ صشًّ ػ١ٍّز ثلاخض١جس صم١ٕجس أخشٜ ٚصخضٍف ٘زٖ ثٌضم١ٕجس زغخ ثٌظشٚف .
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Compensation and Benefits  

Compensation system: total package of rewards that organizations provide to 

individual in return for their labor  

 .ِمجدً ػٍُّٙ ّٛظف١ٌٍٓ ششوجسِٓ ثٌّىجفآس ثٌضٟ صمذِٙج ثٌٔظجَ ثٌضؼ٠ٛغ: ِدّٛػز وجٍِز 

 

Wages and Salaries  

Wages: compensation in the form of money paid for time worked 

 .  ٔمٛد ِذفٛػز ِمجدً ٚلش ثٌؼًّػٍٝ شىً : صؼ٠ٛغ ثلأخٛس

 صغّٝ ثلأخش (  14دٚلاس ٌىً عجػز .. ثي  14) 

Salary: compensation in the form of money paid for discharging the 

responsibilities. 

 ٗ .ثٌّٛوٍز إ١ٌ سر ٔمٛد ِذفٛػز لأدثء ثٌّغؤ١ٌٚجسصؼ٠ٛغ فٟ طٛثٌشثصخ : 

 دٚلاس  ٌىً عٕز أٌٚىً شٙش إرث لّش دؼًّ ِؼ١ٓ (1444)
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Incentive Programs: special compensation program designed to motivate high 

performance. 

  دشثِح ثٌسٛثفض: دشٔجِح صؼ٠ٛغ خجص ِظُّ ٌضسف١ض ثلأدثء ثٌؼجٌٟ.

1-Bonus: individual performance incentive in the form of a special payment made 

over and above the employee’s salary 

 شىً ِذفٛػجس خجطز صض٠ذ ػٍٝ سثصخ ثٌّٛظف ػٍٝ ٌلأدثء ثٌفشدٞزجفض

1-Merit Salary System: individual incentive linking compensation to performance 

in nonsales jobs 

 ٠ؤدٞ ٚظ١فضٗ دفؼج١ٌز ص٠جدر ػٍٝ سثصخ ثٌّٛظف ثٌزٞ

 

-1 Pay for Performance (Variable Pay) : individual incentive that rewards a 

manager for especially productive output 

) وٍّج صثد  دشىً خجص ػٍٝ ثلإٔضجج ثٌّٛظف ثٌذفغ ِمجدً ثلأدثء )ثلأخش ثٌّضغ١ش(: زجفض فشدٞ ٠ىجفب ثٌّذ٠ش

 إٔضجج ثٌّٛظف صثد ثلأخش (
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Companywide Incentive  

 صشًّ خ١ّغ ثٌّٛظف١ٓ دثخً ثٌششوز ػذجسر ػٓ زٛثفض

1- Profit sharing plan: incentive plan for distributing bonuses to employees 

when company profits rise above a certain level. 

ثٌشدر: خطز ثٌسٛثفض ٌضٛص٠غ ثٌّىجفآس ٌٍّٛظف١ٓ ػٕذِج صشصفغ أسدجذ ثٌششوز فٛق خطز ثٌّشجسوز فٟ 

 إرث ٚطٍش ثلأسدجذ زذ ِؼ١ٓ سثذ ٔؼط١ُٙ ِذٍغ ِؼ١ٓ ( ( ِغضٜٛ ِؼ١ٓ.

2- Gain sharing plan : incentive plan that rewards groups for productivity 

improvements  

) صٛص٠غ ثٌشدر ثٌٕجصح ػٓ  صىجفب ثٌّدّٛػجس ٌضسغ١ٓ ثلإٔضجخ١ز خطز صمجعُ ثلأسدجذ: خطز ثٌسٛثفض ثٌضٟ

 ص٠جدر ثلإٔضجخ١ز (

3- Pay for knowledge plan: incentive plan to encourage employees to learn new 

skills or become proficient at different jobs 

 فٟ ٚظجةف ِخضٍفز ١ٓدجسػ ٠ظذسٛث صؼٍُ ِٙجسثس خذ٠ذر أٚ خطز ثٌسٛثفض ٌضشد١غ ثٌّٛظف١ٓ ػٍٝ
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Benefits Programs  

Benefit : compensation other than wages and salaries 

 ثٌفجةذر ػذجسر ػٓ صؼ٠ٛغ دؼ١ذ ػٓ ثلأخٛس ٚثٌشٚثصخ

Workers compensation Insurance: legally required insurance for compensating 

workers injured on the job 

ً ثٌضؤ١ِٓ ثٌّطٍٛح لجٔٛٔ  ٌضؼ٠ٛغ ثٌؼّجي ثٌّظجد١ٓ فٟ ثٌؼًّ ج

Retirement Plans (Pension Plans) : set up to pay pensions to workers when they 

retire 

 خطؾ أٔشتش ِٓ أخً دفغ ِؼجشجس ثٌضمجػذ ٌٍؼّجي ػٕذِج ٠ضمجػذْٚ.

 

 

Cafeteria Benefits Plan: benefit plan that sets limits on benefits per employee, each 

of whom may choose from a variety of alternative benefits. 

  دّٛػز ِضٕٛػز ِٓ ثٌّضث٠ج ثٌذذ٠ٍز.ٛظف ِؼغ زذٚدثً ػٍٝ ثٌّضث٠ج ٌىً ِٛظف  ٚلذ ٠خضجس وً ِخطز ِٕجفغ ص

شوز ِٚٓ أخً خفغ ٘زٖ ثٌضىج١ٌف ٠ضُ ) ثٌفٛثةذ ثٌضٟ ٠سظً ػ١ٍٗ ثٌّٛظف١ٓ ِٓ ثٌّسفضثس لذ صىْٛ ِىٍفز ٌٍش

 ٚػغ خطؾ صم١ذ ثٌخ١جسثس (
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Developing the Workforce 

*Training and Development  

Training : usually refers to teaching operational or technical employees how to do 

the job for which they were hired. 

 إٌٝ صؼ١ٍُ ثٌّٛظف١ٓ و١ف١ز ثٌم١جَ دجٌؼًّ ثٌزٞ صُ صؼ١١ُٕٙ ِٓ أخٍٗ.ػجدر ِج ٠ش١ش  خثٌضذس٠

Development: usually refers to teaching managers and professionals the skills 

needed for both present and future jobs . 

 ثٌّٙجسثس ثٌلاصِز ٌىً ِٓ ثٌٛظجةف ثٌسج١ٌز ٚثٌّغضمذ١ٍز. صؼ١ٍُ ثٌّذسثء ٚث١١ٌّٕٙٓػجدر ِج ٠ش١ش ثٌضط٠ٛش

*Assessing Training Needs : the first step in developing a training plan is to 

determine what needs exist. 

 ثٌخطٛر ثلأٌٚٝ فٟ صط٠ٛش خطز ثٌضذس٠خ ٟ٘ صسذ٠ذ ثلازض١جخجس.

*Common Training Methods  ٌشجةؼز ؽشق ثٌضذس٠خ ث  

-On the job training: training sometimes informal , conducted while an employee is 

at work 

 ثٌضذس٠خ أثٕجء ثٌؼًّ : ػذجسر ػٓ صذس٠خ ة١ش سعّٟ ٠ضُ أثٕجء ل١جَ ثٌّٛظف دجٌؼًّ 

-Vestibule Training: off-the-job training conducted in a simulated environment 

 ثٌضذس٠خ خجسج ثٌؼًّ : ػذجسر ػٓ صذس٠خ ٠ضُ فٟ ِىجْ ِخظض فٟ د١تز ِٕجعذز 

 

Performance Appraisal : evaluation of an employee’s job performance to 

determine the degree to which the employee is performing effectively. 

 دشىً فؼجي. ٖذ٠ذ دسخز أدثءٟ ٌٍّٛظف ٌضسصم١١ُ ثلأدثء: صم١١ُ ثلأدثء ثٌٛظ١ف
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