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Introduction:


[image: ]


IN THIS BOOK, I WILL put in your hand my long career experience outcomes. As an operations excellence expert, used to work as a continuous improvement implementer, I experienced –approximately- all main processes in business. As a default result for continuously improving processes, we eventually touch the best practice in any process, procedure and activity.  

Human resources management becomes one of the most important process in modern organizations. It is the art to manage employees and financial resources to achieve organization strategic goals.

I will present in the next chapters the best practices implemented in Human Resources management, it will include:

Organization Structure   

Job Coding System

Job Description

Compensation and Benefits

Motivation

Performance Development Review

Work Rules and Discipline

Grievance and Appeal

Limited Term Employee

Separation 

Career Growth Module 

Succession Planning

Selection and Recruitment

Employment of Relatives Policy

Rehiring Policy

On boarding procedure

Training and Development

Human Resources Planning

Competency Management System

Job Rotation

Mentoring System

Trainees System

This books is neither a theory discussion book nor a bored detailed descriptions, it is a practical guide to start implementing the best practice related to any topic.

Each topic is designed as either a module or a ready procedure to plug in. Each procedure has ready formatted forms to use. Each topic begins with a description of its objectives, terms and definitions used and the procedure or how to use it for implementation.

While getting through any procedure, pay attention to customize it according to your company circumstances and abilities. I can assure you that minimal customization is needed.

Why do I choose to start, write my experience and knowledge in HR sector? 

Simply, human resources management is as important as any other function in any organization. Most organizations or companies do not take enough care or allocate sufficient budgets to execute the required tasks. I believe I must share my knowledge in an easy way to help others benefit from it.

Who can make use from this book?

Everyone interested in Human Resources (HR) management domain can benefit from it.

It can be a tool kit for professional, a good guide for HR people and a starter for HR beginners.

Finally, I picked organization-structure formulation procedure to start with because it is the main block to help the company to identify, plan and manage its work force needs.
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Organization Structure
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INTRODUCTION 
Organization Module aims to identify the functions and the hierarchical relationships within different functions in the Company; to ensure specialization, best delivery and use of resources, smooth operation with clear communication channels and well-identified responsibilities. All of which are directly connected to the Organization vision, mission, strategies and objectives. 

The Organization Module helps the company to identify, plan and manage its work force needs. 
Properly identifying the company objectives, relating them with the posts needed within the Company, gathering positions and organizing them in order to achieve the best coordination and better enhance workflow and operation efficiency.
OBJECTIVES 
To confirm that every part of the Organization, employment and management is combined within the Company's objectives. 
To reflect the Company strategy and identify specific relationships among different positions 
To provide a clear picture about how the Company fits together 
––––––––
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TERMS AND DEFINITIONS 
Organizational Structure: Foundation that defines the boundaries of the formal company within which it operates. 
Study: The phase of conception and identification of the need for decision. It is the authority of collecting and analyzing information that is relevant to a specific activity or case and therefore submitting the results of analysis in a professional and concise manner. 
Recommend: this is the intermediary phase in decision-making. It is the ability to recommend or reject an issue, which is to be followed by justification of the reasons. In case of rejection, the progression of the decision-taking process stops. 
Approve: is a semi-final phase in decision-making. It is considered in our daily activities the last stage to activate a decision. Initiation of implementing the decision takes place, this combines approval or rejection in addition to the justification upon the approval. In case of rejection, the process stops and implementing the decisions does not take place. 
Endorse: This is the final phase in decision-making where activity is officially executed. It is considered as a validation for the before mentioned procedures. It is generally used for essential and strategic matters where the upper management has the full capacity to criticize any decision if it was not based on logical grounds. 
How to do it: 
The Company shall develop documented Organizational and Functional Structures. 
The developed Organization Structure shall reflect and be in line with the Company strategy.
The developed Organization Structure shall satisfy the following principles: 
Scalar Principle: is a rule where an employee or subordinate reports to his or her immediate supervisor but no higher in the management chain
Unity of Command: provides that an employee is responsible to only one supervisor, who in turn is responsible to only one supervisor, and so on up the organizational hierarchy. This is true even if a group of people leads the top of the organization
Specialization: the process of concentrating on and becoming expert in a particular subject or skill

Line and staff relationships 
The span of management, centralization and decentralization tendencies of the developed Organization Structure shall be selected based on the requirements of the Company and the qualifications of the personnel needed. 
The Company shall choose the pattern of departmentation based on: 
Company objectives and strategy 
Jobs to be done 
Size of the Company 
People involved 
Technology employed 
Management style 
Differences in sub-units of the Company 
Stability of the environment. 
Company shall have a financial entity directly reporting to the General Manager. 
Title of the Company head shall be always referred to as The General Manager 

The Company hierarchical relationships shall be classified in descending order as applicable: 
As an example:

Level Entity Job  title 
1  Head of company    General Manager 
2  Department  Manager

3  section  Head

4  sub section/unit  supervisor

5  officer/ technician

6  clerk

7  laborer

The addition of sub-levels to the levels illustrated in above  table mentioned shall be limited to levels 5, 6 and 7 only with a maximum of 3 sub-levels (ex. For laborers, adding skilled, semi- skilled and unskilled laborers as sub-levels for this level). 
In case, there is a need to create an intermediary position between the General Manager and Department Managers, the following conditions shall be followed: 
The number of departments directly reporting to the General Manager must be at least eight. 
Approval of the HR Department must be obtained prior to creating the new position as per Authority Matrix. 
The title of the jobholder in the new position must be either a “Deputy Manager" or "Manager assistant". 
The new position must not be entirely responsible for all departments reporting to the General Manager. 
The span of management of the new position must be in the range of 2-5 organizational entities. 
Jobholder of the new position must report directly to the General Manager. 
The Company shall have a clear and documented jobs codes that indicates Job information including; Company, Department, Job level and Job sequence as the Job Coding System 

Company shall establish internal authorities and responsibilities matrix, authorities level shall divided into (as applicable): 
Study 
Recommend 
Approve 
Endorse 
The Company shall establish the Company Organization Structure within the requirements of this module as per the following: 
The Organization Structure shall reflect all departments and positions within the Company
For each position / job within the Organization Structure, the following information shall be clearly identified: 
Position / Job Title, Position / Job Code, Headcount (Planned number of employees), Position / Job Reference level, Employees' names or actual headcount (as applicable). 
An Organization Structure appendix shall be established as per Form no.1 to include the following for each Position / Job: 
Position / Job Title. 
Position / Job Code. 
Position / Job Reference Level. 
Number of employees required (as per approved work force budget). 
Number Of current employees. 
Occupants Names (as applicable). 
Company. 
Department. 

Section and sub-section
The organization structure shall be sent for approval and review in the first quarter of each year, In case any changes, addition or deletion, the company shall follow the below rules:

Getting needed approvals

Changes to be in line with company strategy 

Satisfy company and departmental needs.

Organization structure will be an input for work force planning, job description and compensation procedures.
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