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What’s Coming?
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Use Your Brain Before You Train
Contributed by: Rihab Yacoub
Training can be easier and more effective if you prepare properly ... both yourself and the
trainees. Here are tips for doing it.
Ask any group of HR managers what they least like
about the job, and it's even money that the answer will
be training.
A lot of that probably comes from the fact that trainers
often face a hostile audience, pulled away from the
comfort zone of current jobs and asked to learn something new, often without removing any of the previous
load. "Quotas and deadlines still must be met," employees are often told by their supervisors, "and you
have to learn this other thing, too."
There are ways, however, that you can make training
easier. Collectively, they go under the heading of "preparing for training." Some tips from the experts:
Job and Employee Analysis; First, see if an investment in training is even indicated. Look at the current
elements of the job and also how they interrelate to other parts of the company to see how wide-ranging
the training should be. It does little good to improve one area if it interlocks with another not using the new
skills.
Decide if the ability you'd like improved is, in reality, trainable. You can probably teach a new technique.
But it's as not likely that you can change a worker's basic personality traits if that's what's called for. Make
sure that jobs are analyzed as they are at the time and not as they should be.
Program Your Employees for Training; No one should walk into a training session stone-cold, with nothing
but a note in hand saying to be in this room at that time. Employees should be told beforehand what they're
going to learn about and how it will help them and the company. They may also be asked to do some pretesting to see how much they already know about the subject. This, in effect, creates a benchmark to beat
later.
Such preparation will help reduce the person's normal anxiety about trying something new. If the employee
knows what to expect, he can focus on the learning, rather than his potential discomfort with the unknown."
We also advise training the supervisor, either simultaneously with the workers or beforehand, and having
them "model the appropriate behavior and provide an environment in which the employee can apply the
training."
Create a Training Environment; How much would you have learned in school if the classroom was noisy,
disorganized, and ill-equipped, even before the teacher appeared? The same is true in the workplace. We
suggest designating a speciﬁc area for training, away from phones and production noise, making sure all
needed audio-visual aids are present and tested in advance and that trainees have copies of all needed materials, along with note paper and pens. (It's remarkable how many won't bring them!) Don't forget to turn
those mobile phones off, too.
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10 Career Resolutions for 2011
Dan Miller, Monster Staff Writer
www.hrpeople.monster.com
Like the old saying, “Today is
the ﬁrst day of the rest of your
life,” it’s never a bad time to start
moving your career in a better direction. Here are 10 New Year’s
resolutions to help.
Pay Attention in Class: Treat
every workday like a school day.
Be sure you learn something and
use it to make yourself more productive. It doesn’t have to relate
to your skills set. It may be as
simple as understanding how to
work with speciﬁc peers or emotional intelligence. Take mental
notes. Don’t sleepwalk through
the day.
Look for the Next Rung: You
need to excel at your job. This
is how you gain credibility. But
understanding your next step is
key to career happiness. Career
pathing is critical to remaining
engaged on the job. Schedule
discussions with your manager to
get clarity on the next challenge.
If you don’t get it on your team
or in your company, it may be
time to look elsewhere.
Understand Company Goals:
Make sure you understand how
your job contributes to your company’s business objectives. Are
you in a revenue-generating role?
A brand-awareness role? Is your
mission to delight the customer?
Knowing how your job ﬁts into
the big picture will give you inspiration and a sense of accomplishment — and will help you
understand your job’s impact.
Be Ethical: Bring integrity to
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your job. Whether you’re running the company or cleaning its
bathrooms, be honest in all you
do. Don’t call in sick just to get
a day off — that’s stealing. Put
in an honest day’s work. Be accountable. If you’re working remotely, be sure you are. Do what
you say you’re going to do. Honesty and reliability mean a lot to
your manager.
Stay Fit: OK, this was probably
on your last New Year’s resolutions list, but that’s because
it’s so important. Try to break
a sweat for 20 minutes, three
days a week. Go for a walk at
lunch. Join a gym. Lift weights.
A healthy body makes a healthy
mind. Exercising increases blood
ﬂow to the brain and gives you
ideas. You’ll be more productive
at work, and best of all, you’ll
feel better.
Stretch Your Role: Occasionally think how you can go above
and beyond. Are there projects
outside your deﬁned role you
could help with? Be proactive;
ask to join. Come up with your
own ideas, and work with your
manager to implement them. If
you’re a hamster, step off the
wheel and poke your head out
of the cage. Stretch a little. This
won’t go unnoticed.
Manage Up: Make sure you and
your manager are in ﬁrm agreement on what you’re doing. Be
proactive and get on his calen
dar to ensure you’re meeting or
exceeding expectations. Don’t

assume he’s paying close attention. There are bad managers.
If there’s a disconnect between
what you’re doing and what your
manager wants, you’re partly to
blame. Don’t wait until review
time.
Manage Across: Even if you
work primarily alone, be sure to
make time to understand your
peers’ roles and how they go
about their jobs. Show an interest. Don’t just choose a few
friends and become part of a
clique. High school is over. You
never know when you may need
people — or be reporting to them.
Communicate: Don’t leave
people waiting for answers. If
you’re in an email environment,
return emails promptly. Let people know what you’re doing. If
you’re working on a project, always ask yourself who needs to
know about it, then tell them.
Talk to people; give them a heads
up. And when someone helps
you out, be sure to thank him. It’s
amazing this even needs to be
on a list, but bad communicators
abound. Don’t be one of them.
Make Time for Play
Have fun. Work hard, but smile
while you’re doing it. No one
likes a grump. Approach each
day with a positive spirit and
stay loose. Enjoy your family
and friends as well. Make time
for them — and you. It’s called
work-life balance. All work and
no play makes life a chore.

ing family. It uses the acronym HOME to repre-

ture, as an ethical and standardized atmosphere

sent history, oneness, membership and exchange.

leads eventually to a happy result for the stakehold-

These indicators of change in organizational cul-

ers; which is a good revenue at the end of the year!

ture can create a cohesive organizational culture.

Human Resources management has an important

An important underlying principle in implement-

role to be a model of the organization’s values and

ing the HOME approach to culture improvement is

beliefs, developing approaches for them to be un-

management’s trust and respect for the workforce.

derstood, and stay up to the management and em-

In conclusion, a clever organization should not un-

ployee’s expectations in reviving them continuous-

derestimate the importance of Organizational Cul

ly.
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Organizational Culture; Enhancing and Changing it.
Contributed By: Mona Al-Kayyal
HR Support / Quality Ofﬁcer
Solidarity Alliance Insurance Company
Today, we ﬁnd that every organization leaves a

work and in their social lives.

mark on its employees. That mark can be good or

2.

bad, positive or negative according to the local stan-

grounds and no bad references. No company wants

dards and social norms around them.

bad seeds in their soil.

It is very important for each organization to specify

3. Continuous awareness sessions of updated top-

those goods and bads, as they really reﬂect the at-

ics can be conducted to older staff in order to keep

mosphere employees live and experience every day.

alert of the latest such as team work, social respon-

Therefore, establishing “Organizational Culture” in

sibility, correct communication, and respect to oth-

an organization is very crucial and a priority for any

ers.

upper management to work on.

4.

Organizational culture is basically a set of shared

of authority and a subordinate opens discussions of

values and beliefs which interact with an organiza-

daily dilemmas and inner fears. Small details may

tion’s people, structure and systems to produce be-

be solved in seconds instead of big problems getting

havioral norms. It is the “social glue” that binds an

solved for months.

organization’s members together.

5. Activities that employees may participate in or-

Every company has its own beliefs and values. But

der for that "social glue" to stick more ﬁrmly. For

what differs a company from another is how healthy

example; day-outs, dinner parties, contests.

are those values and the commitment of their staff

6. Providing an appropriate external and internal

to apply and implement them.

environment for employees to facilitate their jobs

Beliefs and values can be extracted from the vision

easily. For instance, providing transportation makes

and mission of an organization, its objectives and

employees less preoccupied on how to get to work

strategies and also from its basic core values.

on time. A cafeteria that offers beverages and lunch

There are many methods to enhance a healthy cul-

meals will assure energy to survive the rest of the

ture in any organization:

day. In addition, fair treatment to all employees

1. The most common way is to grab the new fresh

whatever their grade is; in salaries, rewards, career

recruit and “brain wash” him/her by entering the

development and recognition.

corporate orientation and teach them the rules of

At most cases, it may be found that an organiza-

the place.

tion’s culture is already corrupted and needs a full

Most of those employees absorb the given infor-

make-over. The following model uses the analogy

mation and it becomes their daily life principles at

of organizational culture being like a well function
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Recruiting candidates that have modest back-

The “open door policy” between a direct line

the number of seats to be limited. For getting admitted to such program, You can propose them to sign
a bond with the company, like they cannot leave the
company for 2 years or something after the successful completion of the course.
3-Performance based Bonus- The employee always
comes to know about the proﬁt of the company
which is of course based on the strategic planning
of the top management and the productivity of the
employee. To get more work out of the employee,
You can make a provision of Bonus. By this employee will be able to relate himself with the company’s proﬁt and hence will work hard. This bonus
should be productivity based. You can make sure
that this bonus is not adding extra-pressure on the
budget of Your Company and you can arrange this
by cutting a part of the salary hikes and presenting
it to the employees in the form of bonus.
4-Employee Referral Plan- You can introduce Employee Referral Plan. This will reduce your cost
(charges of external consultants and searching
agencies) of hiring a new employee and up to an
extent you can rely on this new resource. On every
successful referral, employee can be given a referral
bonus after 6 or 9 months of continuous working of
the new employee as well as the existing employee.
By this you can get a new employee at a reduced
cost as well as are retaining the existing one for a
longer period of time.
5-Loyalty Bonus- You can introduce a Loyalty Bonus Program in which you can reward your employee after a successful completion of a speciﬁed
period of time. This can be in the form of Money or
Position. This will encourage the fellow employees
as well whether they are interested in money or position, they will feel fascinated.
6-Giving a voice to the Knowledge Banks- First of
all you should try to retain your workforce intact, as
they are the intellectual asset of the company. And
above that you can’t afford losing your knowledge
banks. These are the people who stabilize the process. You can involve them in some of the decisions.

7-Employee Recreation- You should also let your
employees enjoy in a light mood. You can take your
employees to a trip or for an outing every year or
bi-yearly. You can make use of this trip as well. You
can start this trip with an opening note about the
management views and plans, strategies etc. At the
same time you can involve your top management
into some of the fun activities as this will make feel
the employees that they are very close to the management and everybody is same.
8-Gifts at some Occasions- You can give some gifts
at the time of one or two festivals to the employees making them feel good and understand that the
management is concerned about them.
9-Accountability- You should make each employee
accountable so that he can also feel that he is as important as his manager. If he/she will be ﬁlled with
this sense, he/she will seldom think of leaving the
company.
10-Making the managers effective and easily accessible- You should make the management easily accessible so that the employee expectations can be
clearly communicated to the top management, as it
is impossible for the top management to reach each
employee frequently.
11- Surveys- You should conduct regular surveys
for feedbacks from employee about their superiors
as well as other issues like food, development plans
and other suggestions. This will make them feel of
their importance and the caring nature of the company. Some of the suggestions might be of real good
use for the company.
For a company, the workforce is like an intellectual property, both in terms of skills and money. A
trained and content workforce can lead a company
to new heights while a opposite one can hamper it
badly. So, every resignation saved is every dollar
earned.

24

Employee Retention Tools
Contributed By: Nesrin Al Monzer
Silika Mining Company
Business Development Manager
By: Rohit Minton
In the present scenario, world is turning into a global village and the whole globe is reachable from any
destination. In this small world even companies are
reachable to the people and vice versa. And so their
jobs are also easily accessible for everyone. In this
situation, the biggest challenge for a company is to
retain its workforce intact especially the Knowledge Banks.
All the companies are planning to increase their
turnover every moment of time. While in all this
workout of increasing the turnover they forget
about their loss incurred by the resignation of employees and the expenses of hiring new employees (Hiring Cost, Training Cost, Productivity Loss
etc.). This hiring of a new employee normally costs
around 35% or more of the average employee salary. For example- let us consider average salary of
an employee per year as Rs.20, 000, and then the
cost of hiring a new employee and other expenses
come around Rs.7, 000. If you have 2 employees
resigning per month the cost comes to Rs.14, 000
and taking the same for 12 months comes to around
Rs.168, 000, which is a direct loss from the turnover
of the company. And after all this there is always a
risk of getting a right employee for the right position with a right attitude.
For all these and many other reasons you need to
retain your employees. For retaining your employees, you need to understand the requirements of the
employees and at the same time should make them
clear about the expectations of the company from
them. It’s a general human tendency that
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each human being thinks himself as important and
expects the same from the other side, so the company management should make their employees accountable for their respective jobs and make them
feel that they are very important for the smooth
processing of that process(At the same time create
a backup for him). Care and importance are two
things of which every human being is mad of.
Below are few of the tools for Employee Retention:1-Employee Reward Program- You can make a provision of Monthly or Quarterly Award (depending
upon the budget) for the best employee, Awarding 2
or 3 best workers each month. The award can be in
terms of gifts or money.
If it is money then it should be divided into two
parts, ﬁrst part to be given with the next month salary and the remaining after 6 months. In this way
he/she can be retained for 6 more months. These
rewards shall be considered at the time of appraisal.
2-Career Development Program- Every individual
is worried about his/her career. You can provide
them conditional assistance for certain courses
which are beneﬁcial from your business point of
view. Conditional assistance means the company
will bear the expenses only if he/she gets an aggregate of certain percentage of marks. And entrance
to that course should be on the basis of a Test and

ORGANIZATIOAL DEVELOPMENT…..ON
THE RIGHT TRACK
Contribution by: Ghaith Dalati
OD & HR Manager
SKY Joud Panasonic
www.hrzone.com
There was always something a bit fringe about Organizational Development (OD). But no more it
seems. Maybe it’s something to do with the realization that we need to make organizations attractive
places where people can grow and learn as well as
work. Places, where people want to be part of and
whose objectives they can identify with. Where
they can be happy and will hence be willing to perform – a win-win for everyone.

but there are no absolutes.

As a result OD with its focus on behavior and cul-

Not unlike the argument I came across when dis-

ture has moved into the HR space, informing the

cussing on human capital – that human capital man-

systems and processes that will help create these

agement was just another way of describing strate-

kinds of organizations. We are seeing more and

gic HRM – there are some who argue that OD has

more HR people taking on an OD role, and a posi-

become subsumed within the business partner role.

tive organization culture rather than a ‘nice to have’

It’s an interesting time and clearly more and more

idea is now seen as a prerequisite to successful or-

HR practitioners are keen to get closer to the OD

ganizations.

ﬁeld. However, whether this means OD has been

Not a surprise then that a current preoccupation for

subsumed into HR professionalism or HR is now

me and others in the HR/OD space is how the re-

more conﬁdent about embracing the multi-faceted

lationship is likely to develop. There are no quick

world of OD is debatable. What is clear is that good

answers to this but what I have discovered in the

quality information and insight is one of the cor-

short time I have been looking at this issue is there

nerstones of good people management, and com-

are no clear lines between the HR space and the OD

ing up with models that will enable organizations

space. There are lots of ways of cutting the ground

to identify, analyze and use information to inform

whether it’s between the operational and the strategic,

future direction is certainly a respectable aim that

organization and individual or formal and informal

OD skills will help to achieve.
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Human Resource Department
Contributed By: Mouhannad Al.Zein
HRD can be deﬁned as "a set of systematic and activities designed by an organization to provide its
member with the opportunities to learn necessary
skills to meet current and future job demands"
And because our employees are precious and we
treat them as a human assets; we follow the new
strategy which can make the employees distinctive
people in the Syrian market.
And all that under one slogan how can we make
them as a competitive advantage.
Strategic/organizational analysis:
- Components: determine what needs to be done
to achieve.
- Methods: A)-identify areas that can beneﬁt from
training
B)-Prioritize areas that can beneﬁt from training or
HRD
As previously mentioned we design an effective
HRD program can be useful and appropriate for the
employees
The design process includes at least six activities:
1- ) Setting Objective.
2- ) Selecting the trainer or vendor.
3- ) developing a lesson plan.
4- ) selecting program methods and techniques.
5- ) preparing materials and scheduling the program.
After the designing effective HRD came the evaluating HRD phase;
The purpose of HRD evaluation is the systematic
collection of descriptive and judgmental information necessary to make effective HRD decision related to the selection, adaptation, value and modiﬁcation of various instructional activities.
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The latest study for the HRD department is coaching and performance management which is about
the process that used to encourage employees to accept responsibility for their own performance,
To enable them to achieve and sustain superior performance and to treat them as partners in working
toward organizational goals and effectiveness.
And we can not forget coaching to improve poor
performance; poor performance is deﬁned as specific, agreed-upon deviation from expected behavior
Finally, we can mention the effectiveness of coaching
While there is little direct research on the effectiveness of workplace coaching,
Research on the performance appraisal interview
support the effectiveness of the techniques used
in coaching, eg. employee participation, supervisory support, providing constructive criticism, setting clear performance goals, training supervisors
to effectively coach heir employees, and providing
strong organizational support for coaching and performance management.
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Sabri Arnaout
Administration Director
Universal Tempered Glass Company
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Vitamins for the Mind
By: Kenneth Blanchard, Ph.D & Spencer Johnson, M.D.
“People Who Feel Good About Themselves – Produce Good Results”
“Everyone is a Potential Winner, Some People are Disguised as Losers, Don’t Let Their Appearances
Fool You”
“Help People Reach Their Full Potential – Catch Them Doing Something Right”
“Goals Begin Behaviors – Consequences Maintain Behavior”
“We Are Not Just Our Behavior – We Are The Person Managing Our Behavior”
“The Best Minute I Spend is The One I Invest In People”
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