SAULT COLLEGE OF APPLI ED ARTS & TECHNOLOGY
SAULT STE. MARI E, ONTARI O

COURSE QUTLI NE

PERSONNEL MANAGEMENT & HUVAN RELATI ONS
COURSE TI TLE:

HVG230- 3 THREE
CODE NO. : SEMESTER:
HOTEL & RESTAURANT MANAGEMENT |1
PROGRAM
KEl TH MAI DENS
AUTHOR:
SEPTEMBER, 1990
DATE:
PREVI QUS QUTLI NE SEPTEMBER, 1989
DATED;
X
New: Revi si on:
e <*.~P )
APPROVED: AN?2S %A AHNAAA| G | |O
DEAN, SCHOOL OF BUSI NESS & DATE

HOSPI TALI TY



-2 -

PERSONNEL MGMT. & HUMAN RELATI ONS HM=230- 3
COURSE NAME COURSE CODE
TEXTBOCK; "Supervision in the Hospitality Industry”, Daschler and

N nemnel er

"Student Manual" for above

REFERENCE: "Customer Contact", Dehmar Series

AUDI O VI SUAL: (1) Massey Tapes - "Wat You Are..."
(2) Training the Trainer - Goup Presentation
(3) Training the Trainer - One-on-One Coaching

COURSE DESCRI PTI ON:

Prepares the student for the transition from enpl oyee to supervisor,
including how to handle difficult enployees, inplenent notivational
t echni ques, and conduct performance eval uati ons.

SESSI ONAL OBJECTI VES:
Upon successful conpletion, the student will be able to:

1. Describe the general process of nmanagenent and interpret how the
pl anni ng, organizing, coordination, staffing, directing,
controlling, and evaluating of functions help achieve organi -
zational goals.

2. Qutline supervisor's role in decision maki ng, problemsolving, and
del egat i ng.

3. Explain the supervisor's significance in the organi zation and
di scuss the inportance of hunman rel ations.

4. Apply work analysis principles to common situations in the
Hospitality industry.

5. Sunmarize |eadership styles, when they should or should not be
used and describe the relationship between job performance, power
and | eadership styles.

6. Explain the necessity of change, procedures in inplenentation and
overcom ng resistance to change.

7. Define the supervisor's role in recruitnent, selection, and
planning for human resource needs, and describe the procedures for
t erm nati on.
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8. Describe procedures for effectively orientating new enpl oyees,
i ncorporate basic learning principles in training prograns, and
understand the inportance of evaluating training, coaching and
counsel | i ng.

9. Relate performance standards to Perfornmance Revi ew process,
outline basic procedures for devel oping and inplenenting
Performance Reviews and identifying conmon probl ens.

10. D scuss the concept of discipline, positive and negative
activities, including how to identify reasons for discipline
problens and factors that affect the useful ness of rules and
regul ati ons.

11. Summarize types and sources of conflict and explain how to
generate, reduce and resolve conflict.

12. Describe principles of wage and salary adm nistration, including
procedures to determ ne wage/sal ary increases.

13. ldentify barriers to effective comunication, how they may be
overcone, and review the basics of speaking, witing, and
listening, noting the inportance of non-verbal comrunicati on.

14. Apply notivational techniques and strategies, analyze
noti vati onal probl ens, devel op an awareness of attitudes, and
di scuss procedures for attenpting nodification of these.

15. Describe the group devel opnment process, formal and informal, and
outline techniques for devel oping and inplenmenting enpl oyee
participation prograns.

16. Provide an overview of |abour control program indicating role
quality standards play in devel oping productivity requirenents,
and explain in detail how perform ng standards are devel oped.

17. Construct a staffing gui de, forecast business volunme, and suggest
nmet hods of controlling overtinme and assessing actual |abor hours.

18. Define the process of career managenent and its inportance.

19. CQutline special concerns in career nmanagenent decisions, build a
framework for planning one's professional future.
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VETHODS USED

- case studies, text, filnms, and practical application of theoretical
knowl edge in Gallery managenent will all be part of the |earning
experi ence.

EVALUATI ON

The evaluation in this course outline supersedes all others indicated
in the Student's Mnual which are standards of the Educational
Institute of the AH and MA and in no way are relevant to the
successful conpletion of your course at Sault Coll ege.

The student mnust conplete 16 basis self-scoring quizzes, four basic
progress tests and a conprehensive final exam nation.

Participation and discussion of case studies assigned are a prine
nmet hod of instruction, therefore, attendance will be considered as
part of the marking.

Periodic case studies and assignnment at the instructor's discretion
may be given and nust be turned in on due date in order to be marked.

Cl ass Participation 10%
Cases & Assignnents 40%
Fi nal Exam nation 50%
Pass 60%

Pl ease check tinetable of instructor to identify tinmes available for
private or individualized help.
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