
Management 445.001 – Organizational Staffing 
Winter 2013 

 
Location: Shaw Smyser 106 
Dates: 1/3/13 – 3/8/13 
Time: MW 10:00am – 12:10pm 
Required Text:  
1)Strategic Staffing (2nd Ed.), Phillips & Gully 
 

Instructor: Chase Thiel 
Office: Shaw-Smyser 335 
Office Hours: MW 3:20-4:20  
Phone: (509) 963-1042 
Email: chasethiel@gmail.com 
 

 
Course Description and Objectives 
Organizational staffing is defined as the processes involved in finding, assessing, selecting, and 
retaining an employee. Coverage of topics relevant to these processes are undertaken. The course 
covers these processes from an introductory standpoint. An emphasis on application dominates 
the course and successful completion is contingent on successful demonstration of staffing 
processes. Students complete a quarter-long project in which they perform several tasks essential 
to the staffing process. Atypical for most management courses, the course examines quantitative-
based issues (e.g. reliability, validity), as well as quantitative formulas and techniques (e.g. 
correlation, regression) relevant to staffing. While the lecture method is the dominant teaching 
method, the case and group discussion methods are also be used.  
 
Students should acquire basic knowledge and skill of organizational staffing that qualifies them 
to perform basic staffing activities in a real organization. Because the course is designed with a 
focus on application, students gain a hands-on understanding of staffing. This understanding 
includes the quantitative analysis inherent to legal and competent staffing systems. Students are 
able to complete the quantitative techniques necessary to validate staffing components.  
 
Course Expectations & Classroom Standards 
In order for everyone to have an opportunity to do their very best in this course, I’ve established 
some course expectations regarding personal effort as well as teacher-student interaction: 

1) Read the course material  
2) Come to class and participate  
3) Turn things in on time  
4) Don’t complain  
5) Be courteous  
6) Don’t cheat 
7) No texting! 
8) Don’t enter late or leave early regularly 
9) No laptops (tablets okay) 
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A few additional rules apply during exams: 
1) If space allows, sit away from other students 
2) Nothing on the desk other than test forms 
3) No exiting and returning to the classroom (go to the bathroom ahead of time) 
4) No leading questions 
5) Turn hats backwards 

 
Your experience and learning in this course is based on two components. The first is my 
preparation as an instructor. My preparation will be reflected in the quality assignments, tests, 
and lecture content. The second component is your effort as a student, which will be reflected in 
your grades. If you give a diligent effort – which includes making an honest effort to understand 
things that seem abstract or difficult – you will be successful in this course. Rarely have I had a 
student who makes a regular effort to make sense of the information by coming to me or others 
with questions who does not do well in my course.  
 
Assignments and Quizzes 
 

• Strategic Staffing Project  
This project will enhance your analytic skills and allow you to apply your knowledge 
gained during the course. This is a group project and you will be randomly assigned to 
with 2 or 3 of your classmates. The project requires completion of staffing activities as 
they relation to an actual position in a real company. You will not complete every step in 
the creation of a staffing system, but you will perform some of the key tasks and develop 
a selection tool. Those tasks are described below. The objective of this project is to learn 
how to complete critical elements of staffing system that is aligned with strategic 
objectives of the organization you select.   
 

o Strategic Job Analysis  
Identify a company and position of interest and complete a basic job analysis. The 
end product will be a description of the job analytic process, a job requirements 
matrix, and a job description. Use the section in your textbook, “Conducting a Job 
Analysis,” as a guide for completing this assignment. To begin, collect 
background information on the selected position by searching the company’s 
website, job postings for similar positions, and by exploring the position on 
O*NET (Occupational Information Network). If possible, get some of the 
information listed on page 95 of your textbook from the company itself. Next, 
prepare to interview a manager or supervisory figure at the company by writing 
out questions. The questions elicit responses that will be your source for writing 
task statements, so consider asking questions that get at tasks performed. 
However, also inquire as to whether the position is changing and ask questions 
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about the strategic orientation of the organization. This information will ensure 
that the job tasks and responsibilities are consistent with strategic objectives. 
Next, conduct the semi-structured interview as prepared. With the interview 
complete, generate 20 task statements. Then, using the KSAO taxonomy on 
O*NET, link several KSAOs to the task statements. The final steps are well 
outlined in the text and are, in sequence: form job duty groupings, link KSAOs 
back to job duties, weight the relative importance of job duties, construct the job 
requirements matric, and, finally, write the job description and person 
specification. There is no required length for the job requirements matrix and job 
description, but you must list at least twenty task statements. Please complete all 
the sections of the job requirements matrix, as shown on page 102 of your 
textbook. Weighting the importance of the task/job duty, determining amount of 
time spent, and importance of the KSAO will require input from the interviewee. 
Thus, this information should be collected during the interview.  
 
Along with the above-mentioned documents, you should include a write-up of the 
job analytic process you followed. Outline the write-up according to the step-by-
step directions above. Include insights or special techniques used to complete the 
steps. Make sure you explain the weighting, timing, and raking processes. This 
assignment is worth 100 points overall. The written portion is 30 points, and both 
the job requirements matrix and job description 35 points. The report grade is 
based on the grading framework in the next section. Job matrix and description 
are graded on the quality, completeness, relevancy of the task statements, 
KSAOS, ratings, and sections on the job description.    
 

o Selection Predictor Tool 
Based on the strategic orientation of the company, and the nature of the selected 
position, choose one selection method (e.g. interview, work sample, ability test) 
and create an assessment tool.  As with all staffing activities, the job analysis you 
completed earlier will guide your completion of this staffing activity. Choose a 
method that allows you to capture multiple KSAOs related to the job or those that 
are essential to job performance. Once a method is selected, create the full tool 
and relevant scoring keys or scales. The scoring is equally as important as the tool 
itself. 
 
The selection tool and scoring key is worth 75 points. Grades are based on the 
completeness, quality, and effectiveness of the selection tool, as well as the 
quality and elegance of the report. Again, the framework listed in the following 
section will be followed in grading the written portion. 
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o Final Presentation and Report  
Prepare an oral presentation of your group’s staffing activities as well as a final 
written report that summarizes your efforts and products.  
Written report: First, provide a description of the company and the position you 
selected; describe the strategic orientation and how the position fits into their 
strategic scheme. Next, include the previously completed report of the job 
analysis you completed. Then provide a summary of the steps taken to develop 
the selection tool. Include in this section: description of the method selected, 
description of how the assessment tool was created, description of the connection 
between the tool and critical KSAOs, explanation of methods for determining 
reliability, and explanation of methods for determining validity. Ensure that you 
fully describe how you used the job analysis findings and the company’s strategic 
orientation to choose and develop the selection tool. Finally, describe the practical 
implications of your staffing project and summarize the report in a discussion 
section. Include the job analysis matrix, job description, and selection tool 
w/scoring key as appendices. Correctly reference these in the text. The report 
should be written using APA format.  
Oral Presentation: 15 minute oral presentation. Summarize and synthesize the 
written report through the oral presentation.  
 
The written report is worth 100 points and the oral report is worth 75 points. The 
written portion will be graded using the same criteria included below and the 
scoring framework under the project heading. The oral report is graded equally 
across the following dimensions: clarity (information and voice), conciseness, 
tone (voice), pace (voice and presentation), slide quality (aesthetic and 
informational), self-presentation (dress and poise).  
 

• Quantitative-Driven Staffing Decision Assignments  
Complete 3 excel-based assignments that assess ability to make data-driven staffing 
decisions. Each of the 3 assignments represents a typical and critical staffing decision. I 
will require certain output for each assignment. You will also be asked to make several 
decisions based on the data. Completing the assignment requires some knowledge of 
excel functions, which may or may not be covered in class. It will not be enough to 
correctly answer the questions on each assignment, and computation work using excel 
functions must be shown. Assignments will cover decisions of adverse impact, selection 
and predictive validity. The adverse impact and selection decision assignments are worth 
25 points each, and the validity assignment is worth 50 points.   
*Turn in via Blackboard. Due before class on the assigned day.  
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• Final Exam  
A final exam consisting of 70 multiple choice or fill-in the black questions and 1 essay 
question will be administered. The exam is worth 150 points. You will have 2 hours to 
complete the exam. 
Note: Please let me know at the beginning of the course if you qualify for special 
accommodations. I cannot guarantee accommodation a few days before the exam. 

 
Grading Policy & Framework 
The assignment and point breakdown, and grading scale are below. Please note that grades will 
not be rounded up (e.g. 89.994 is a B).  
 
Item # of Points Grading Scale Letter Grade Points Value 
Strategic Job Analysis 100 >=93% A >558 
Selection Assessment 75 90-92.995% A- 540-557.9 
Oral Presentation 75 87-89.995% B+ 522-539.9 
Final Report 100 83-86.995% B 498-521.9 
Quant. Decision Assignments 100 80-82.995% B- 480-497.9 
Final Exam 150 77-79.995% C+ 462-479.9 
Total 600 73-76.995% C 438-461.9 
  70-72.995% C- 420-437.9 
  67-69.995% D+ 402-419.9 
  63-66.995% D 378-401.1 
  60-62.995% D- 360-377.9 
  <= 59.995% F <359.9 
 
The following framework is used to grade written reports:  
Content is graded using two overarching criterion: paper substance and style. I put more 
emphasis on substance than style. Regarding style, I essentially take off a point for every error I 
notice. All papers should be in APA format. Substance is much harder to grade. As the instructor 
I make a subjective judgment when determining the substance grade on your paper.  That 
judgment is, however, grounded in experience and knowledge. The following framework is a 
reflection of my personal grading criteria:  
 
A = Superior Work - A paper covers all the required information, and does it in a succinct 
manner (I don't grade long papers better; rather the focus is on content, clarity, and succinctness). 
The paper presents forth creative ideas - novel and bridge principles or concepts. The paper is 
structured and information is organized intuitively. It is logical and integrates elements of the 
content. The paper is free of grammatical errors.  
B = Very Good Work - The paper covers most of the required information, and does it in a 
somewhat succinct manner (I don't grade long papers better; rather the focus is on content, 
clarity, and succinctness). The ideas presented in the paper are of quality, but are not necessarily 
creative or integrative. There are grammatical errors, but structurally the paper is sound. The 
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paper is less integrative and chunked by ideas. The paper makes insightful assertions, even if 
they are not well-supported.  
C = Average Work - The paper is lacking in comprehensiveness of content and clarity of ideas. 
The paper includes uncorroborated statements or those tangential to the topic. The ideas 
presented in the paper are not creative or integrative. The paper is full of grammatical errors and 
structural problems. The ideas in the paper are not clear or tied together.  
D = Below Average Work - Everything in the C range, but the paper is also very deficient in 
terms of required content.  
F = Inadmissible Work - The paper was not turned in or has not been given any attention prior to 
submission. The paper is severely deficient in terms of required content and not polished. 
 
Late Work Policy 
Late work is not readily accepted in private or public organizations, nor is it here. I expect work 
to be turned in before the assigned due dates and times. If they are not, the following penalty 
framework will be applied: 

• > 1 minute, < 1 hour late = 10% automatic grade deduction 
• > 1 hour, < 24 hours late = 50 % automatic grade deduction 
• > 24 hours late = automatic zero 

 
Discrimination and Academic Integrity 
Everyone is expected to participate in classroom activities in a professional manner. It is the 
policy of the Central Washington University not to discriminate on the basis of gender, sexual 
orientation, disability, race, color, religion, national or ethnic origin in its educational programs. 
If you have a complaint, please inform the instructor, the Management Department Chair, the 
College of Business Dean, or the campus EEO/AA office. Honesty and integrity is expected of 
all students. Academic dishonesty and misconduct will be dealt with according to the regulations 
of Central Washington University. Specifically, any student who is cheating or any violation 
of the student honor code will at a minimum receive an “F” for the course and at a 
maximum will be expelled from the University and be prosecuted.  
 
ADA Considerations 
Students with disabilities who wish to set up academic adjustments in this class should give me a 
copy of their "Confirmation of Eligibility for Academic Adjustments" from the Disability 
Support Services Office at the start of the course so we can discuss how the approved 
adjustments will be implemented. Students without this form should contact the Disability 
Support Services Office, Bouillon 205 or dssrecept@cwu.edu or 963-2171. 
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College of Business Honor Code 
As College of Business students we pledge to uphold these standards of professionalism and 
conduct ourselves in accordance with them. We will not lie, cheat, or steal, and will not tolerate 
those who do. Our behavior defines who we are and what we will become. 
 
*Note about this syllabus 
Students should not assume that all direction for this course is contained within this document. 
At points, it will be necessary to come to me for clarification on deliverables. Moreover, the 
schedule below is tentative and I reserve the right to alter the schedule or course material at any 
time. I will always give advanced notice if any change is made.  
 
Course Schedule 
Date Topic  Readings  Assignments Due 
01/07/13 Workforce Planning Chapters 1 and 5  
01/09/13 Strategic Staffing Chapter 2 

Article: A Players or A Positions 
 

01/14/13 Big Data in HR & Introduction 
of Team Members 

Basics of 
Excel: http://www.baycongroup.co
m/el0.htm 
Article: Meet the New Boss: Big 
Data 

 

01/16/13 The Law and Staffing Chapter 3  
01/21/13 Job Analysis & Competency 

Modeling 
Chapter 4 -Adverse Impact 

Assignment 
01/23/13 Job Analysis & Competency 

Modeling 
Chapter 4  

01/28/13 No Class: Work on Job 
Analysis 

  

01/30/13 Measurement & Validity Chapter 8  
02/04/13 Measurement & Validity Chapter 8  
02/06/13 Recruitment Chapter 7 -Validity Assignment 
02/11/13 Selection Predictors & 

Candidate Fit 
Chapter 9 -Job Analysis 

02/13/13 Selection Predictors & 
Candidate Fit 

Chapter 9  

02/18/13 Selection Decision Chapter 11  
02/20/13 NO Class: President’s Day   
02/25/13 Performance Criteria & 

Employee Fit 
Chapter 10  

02/27/13 Managing Workforce Flow Chapter 12 -Decision Assignment 
03/04/13 Project Presentations  -Final Presentation/ 

Selection Instrument 
03/06/13 Project Presentations or Final 

Exam 
 Final Exam 

3/15/13 Final Exam (8am – 10am) 
and/or Final Report 

 Final Report 
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