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	 KEY TERMS


employment or 

The process of deciding what positions the firm will have to fill, and how

personnel planning

to fill them. 

trend analysis


Study of a firm's past employment needs over a period of years to predict future needs.

ratio analysis


A forecasting technique for determining future staff needs by using ratios between sales volume and number of employees needed.

scatter plot


A graphical method used to help identify the relationship between two variables.

computerized forecast

The determination of future staff needs by projecting a firm's sales, volume of production, and personnel required to maintain this volume of output, using computers and software packages.

qualifications inventories
Manual or computerized systematic records, listing employees' education, career and development interests, languages, special skills, and so on, to be used in forecasting inside candidates for promotion.

personnel replacement charts
Company records showing present performance and promotability of inside candidates for the most important positions
position replacement 
cards
A card prepared for each position in a company to show possible replacement candidates and their qualifications.

job posting


Posting notices of job openings on company bulletin boards is an effective recruiting method.

succession planning

The process of ensuring a suitable supply of successors for current and future senior or key jobs.

application form
The form that provides information on education, prior work record, and skills.
