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ABSTRACT

The purpose of this study was to assess the practices, which were carried
out by TVET Institutes of North Shoa Zone in managing their human
resource during the last five years. It was also to investigate those factors
which affect these efforts and thereby forward suggestions to improve the
situation. To this effect, the practices and major factors affecting
planning, recruitment and selection of the staff, their utilization,
professional assistance, training and development, and performance
appraisal of employees were the major areas of investigation.

A descriptive survey method was employed to reveal the present state of
staff management in the institutes. The sample TVET Institutes were
selected from North Shoa Zone of Amhara Region based on availability
sampling technique. The subjects of the study were 42 teachers
(trainers), 34 members of the non-teaching staff, 21 academic heads, 10
members of employment and promotion committee, 3 principals, and 3
TVET Commission experts. Purposive, availability, and guota sampling
techniques were used to select zone, institutes, and subjects of the
study. The required data were obtained through questionnaire, interview
and observation of documents. The data gathered were analyzed by
employing frequency counts, percentages and chi-square test.

The findings of the study revealed that practice of preparing human
resource plans and forecasting of staff needs were extremely low mainly
due to lack of attention and the necessary skills of the staff management.
Most of the members of EPC did not obtain any orientation on staff
planning, recruitment and selection techniques. The methods mostly
used to select staff were job advertisement, colleges candidates
graduated from, professional associations and transfers. The practices of
designing and implementing human resource plans, professional
assistance, training programs and staff utilization were extremely low
because of financial inadequacy and lack of skilled personnel.

In light of these findings, the following recommendations were forwarded.
(1) Developing managerial skills of principals and other concerned
personnel through constant training and providing more autonomy for
the institutes to mange their financial and human resources; (2)
Expanding colleges which train TVET professionals; encouraging private
colleges to provide training in various fields at different levels; (3)
allocating adequate budget as well as expanding income generating
activities in the institutes to improve financial scarcity; (4) improving
working conditions (5) providing a substantial attention to HRM
activities.
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CHAPTER ONE
THE PROBLEM AND ITS APPROACH

This part of the study deals with the background of the study, statement
of the problem, significance, delimitation, limitation, research
methodology and procedure of the study, definition of terms, and

organization of the study.

1.1. Background of the Study

People with a range of abilities, talents and attitudes are essential
elements of any organization. They set the over all strategies and goals,
design of work systems and produce goods and services. Thus, on
account of the roles they assume in organizations, people become human
resources (Bratton and Gold, 1994: 5). In short, managers and employees
taken together represent the human resource of an organization. Human
resources are the most important resources of an organization because
without effective human resources, it is simply impossible for the

organization to achieve its objectives (De Cenzo and Robbins, 1999:5).

According to Cowling and Mailer (1981: VI), the term ‘human resource’ is
chosen as it reflects a commendable modern emphasis on treating
employees as valuable resources requiring expert selection and
development. Accordingly, people employed in organizations are viewed as
resources that must be given careful and expert attention and should be
managed to produce the utmost benefit (Graham, 1983:1; Nininger, 1982;
1). Managing human resource effectively influences not only the expenses
associated with achieving the organization’s mission but also its
effectiveness. The ability of an organization in the process of planning,
organizing, directing and controlling the procurement, development,

compensation, integration, and maintenance of human resource and



finally the accomplishment of personal, organizational and effectiveness
(Flippo, 1984:5).

In an organization, management of human resource includes activities
such as staffing, recruiting, selecting, developing, utilizing, rewarding,
maintenance, and employee relations. The activities could be categorized
into four basic functions: staffing, training and development, motivation
and maintenance (De Cenzo and Robbins 1998: 12-18). The purpose of
these human resource management (HRM) activities is to improve
cmployee performance and to enhance organizational effectiveness by
bringing about well qualified, competent, and experienced people for jobs
at all levels and in all departments of an organization. Mondy and Noe
(1990:5) stated HRM as “utilization of the firm’s human resource to
achieve organizational objectives”. In general, an effective system of
human resource management must ensure conditions of service, which

are appropriate to the professional development of employees.

The Educational and Training Policy of Transitional Government of
Ethiopia (TGE, 1994) was formulated to employ conducive environment to
the management of the educational system. The policy has given special
attention to strengthen and expand education, decentralization of
management, efficient and professionally coordinated participatory
system. Technical and vocational training has been designed to prepare
trained manpower to be engaged in various branches of the economy in
the country, Ethiopia. Thus, technical and vocational education and
training (TVET) has been brought to the center stage of the educational
system. The government has attempted to obtain general public support of
the education and training reform including the new approach to school
governance and organizational structure. As a result, TVET has been
changed in almost all aspects of its historical composition, including

physical designs and training methodologies.



TVET Institutes, as any other social organizations, need effective human
resource management. They require trainers (teachers) with technical and
pedagogical skills and industrial work experience. They also require
competent non-teaching staff, which plays a variety of supportive role in
assisting the institutes, to achieve their objectives. Those qualified people
are costly to train or attract from external sources to the teaching
profession. But without such qualified people, even the best planned
training programs could not be effective. On the other hand, the TVET
program is devised to enable trainees develop working skills, knowledge,
and attitude that would enable them secure employment in the labor
market or create their own job (MoE, 1995E.C:11). Thus, to prepare these
trainees to be able to fit the requirements of work and further training, the
problems of qualified trainers (teachers) and the non-teaching staff need

to be alleviated.

The other issues and problems in managing human resource are related
to the educational reform and decentralization of management. Regarding
this issue, Webb and Norton (1999:3) clearly described the following.
“Developments like educational reform and restructuring, changes such
as decentralization of school system management and local decision
making have raised new issues and problems in human resource

management” (Webb and Norton, 1999:3).

These constant changes of environmental conditions, government policies
and regulations, uneven economic growth patterns, etc. have affected the
institutional performance. These changes and the continuous expansion
of TVET Institutes contributed to the desperate shortage of qualified
trainers, other professionals and talent administrative and support staff,

particularly in rural areas.
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The type and profile of trainers (teachers) and non-teaching staff at TVET
Institutes might be determined based on the country’s social, political,
and economic development level. In our country, the minimum
requirement to train in TVET Institutes for teachers, principals, guidance
& counselors is a first degree and for workshop assistants is diploma
(MOE, 1995 E.C.:51). Nevertheless, the inability of the Institutes to attract
and retain qualified professionals forced the institutes to fill vacant
positions with people who have minimal or no appropriate qualification
and practical expericnce (MoE, 2006:9). Closing the existing departments
and opening new fields of study also has a great impact on the matching
of demand and supply of labor. The practice of human resource
management in TVET Institutes, therefore, has remained a challenge since
a long time. The issues facing the human resource functions pose difficult
challenges for the institutes and their leaders. Therefore, practices of
human resource planning, recruitment and selection practices, methods
and criteria for the selection of competent personnel, their utilization,
training and development and performance appraisal are the major issues,

which demand thorough investigation.

1.2. Statement of the Problem

Organizations, even with a lot of buildings, expensive equipment and some
impressive bank balances cannot achieve their goals without human
resources. Management of human resource in organizations involves
policies, procedures and different activities that are adopted to obtain and
develop efficiency, to retain and stimulate the growth of those individuals
whose efforts are essential to the success of the organization (De Cenzo
&Robbins, 1998:3).

The implementation of the Education and Training Policy of Ethiopia and
the development of qualified manpower at various levels mainly depend on

the professional competence of teachers and placement of non-teaching



staff in the institute. However, the institutes faced different problems in
managing their human resource. These include desperate shortage of
qualified persons, poor management practices of the human resource, and

turnover of professionals, particularly in rural areas.

Although the government and authorities concerned with the issue have
attempted to match the demand and supply for labor, the management of
human resource in TVETI stayed to be one of the most challenging tasks.
However, there is hardly any systematic research conducted to alleviate
the problem. It necessitated the adoption of investigation to deal with the
practices and problem in the present situation. 1

The basic purpose of this study was, therefore, to assess and investigate
the current practice in managing human resource in TVET Institutes in
line with the Educational and Training Policy of Ethiopia. It also tried to
indicate the major problems with regard to human resource that affect the
implementation of the program and then propose ways to improve the

situation in the future.

To this end, the study has tried to answer the following basic research
questions:
1. How do TVET Institutes in North Shoa Zone determine their human
resource needs?
2. What are the methods and criteria that TVET institutes adopt in the
recruitment and selection of employees?
3. What are the processes of staff utilization, training and development
conducted in the TVET Institutes of North Shoa Zone?
4. To what extent do staff members in TVET institutes obtain
professional support from educational managers and other

concerned professionals?



5. What are the major problems that affect management of the human
resources in TVET Institutes?
6. What are the prospects of managing human resource in TVET

Institutes of North Shoa Zone?

1.3. Significance of the Study

This study will be important in the following manner:

1. It may increase awareness among educational managers, policy
makers, Regional TVET commission officials, members of EPC and
those who manage the institutes to see issues, practices and

problems in managing human resource of TVET Institutes.

2. It may provide some insight to show up means and ways as to how to
reduce the gaps between demand and supply of labor, upgrade the
human resource of the institute and utilize them with their full

capacity.

3. The study will add some knowledge and enrich the existing literature

in the area.

4. The findings of this study will invite other researchers to conduct

wider and deeper study in the area.

1.4. Delimitation of the Study

The task of managing an organization combines human, financial and
material resources for carrying out its objectives. The study of all these
resources at Regional and/or National level will make the findings of the

study more comprehensive and reliable. The study was; however,



delimited to the investigation of the practices and problems associated
with managing human resource in TVET (10+1 and 10+2) programs of
three Institutes namely: Debreberhan, Ataye, and Mehal Meda of North
Shoa Zone. The rationale behind this selection is to make the study

rhanageable by making the data source as accessible as possible.

1.5. Limitations of the Study

The researcher had a financial constraint for the study to cover the
regional level or the most parts of it. The other limitation the researcher
faced was shortage of related literature, particularly research work

materials in the area under consideration in Amhara Region.

1.6. Research Methodology and Procedure of the Study
1.6.1. The Research Method

A descriptive survey method was employed in this research study to reveal
the practices and problems of managing human resource in TVET
institutes of North Shoa Zone. This method is appropriate to describe
what is happening at present and to secure large amount of relevant data

as asserted by Seyoum and Ayalew (1989:17).

1.6.2. Sources of Data

In this study, the data were gathered from both primary and secondary
sources. As secondary sources, related literature was reviewed to acquire
more knowledge and gain adequate insight in the area of study and to
support the findings. Primary sources were also gathered from the
subjects including teachers, department heads, principals, non-teaching
staff, employment and promotion committee, and regional TVETC experts.

Moreover, many available documents that constitute policies, guidelines,



regulations, reports, procedures, statistical information were consulted to

get background data about the issue under study.

1.6.3. Sample Population and Sampling Technique

All the three TVET Institutes: Debreberhan, Mehal Meda and Ataye of
North Shoa Zone were involved in this study; therefore, the availability
sampling technique was adopted. The rationale behind selecting all the
three TVET Institutes was that the population size was manageable and
the Institutes represent relatively rural and urban areas. With regard to
the sample population, principals, department heads, teachers, and the
administrative staff (non-teaching staff) were involved in the study by
using availability, purposive and quota sampling techniques. Teachers
and the non-teaching staff were included in the study because they were
directly affected by the staff management and hence had reliable and

adequate information on the issue understudy.

Accordingly, of the total 80 teachers in the sample TVET Institutes,
48(60%) were included in the study by using quota sampling technique
proportional to the total size of teachers in each Institute. By applying the
same technique, among the total 76 non-teaching staff members in the
Institutes, 38 (50%) were included in the study. The rationale behind
taking 60 percent teachers and 50 percent non-teaching staff was to
increase the representative ness of the sample respondents of all
departments/sections. Table I shows the total and sample population of

teachers and the non-teaching staff in each institute.



Table I: Total and Sample Population of Teachers and Non-Teaching
Staff in the Study

Total Sample Percentages
Sample Institutes population population
T NTS T NTS T NTS
Ataye TVETI 14 22 8 11 57.14 | 50
Debre berhan TVETI | 50 32 30 16 60 50
MehalMeda TVETI 16 22 10 11 62.50 | 50
| Total 80 76 48 38 60 S0

Source: The Sample TVET Institutes
T= teachers; NTS=Non-teaching staff

The third group of respondents consisted of vice principals and
department heads. Among these respondents three vice principals from
cach sample Institute were involved based on availability sampling
technique. Whereas, of the total 24 department heads in the sample
Institutes, 18 (75%) were selected by using purposive sampling technique.
They were involved with an attempt to obtain their views ard the required
information since they were directly involved in managing the human

resource of those Institutes.

[In the fourth group, the Institutes’ staff employment and promotion
committee were included because they were involved in the decision of
human resource matters. Since they were small in number, all 12 (100%)
of them were selected by employing availability sampling techniquer_.\i
Moreover, three principals one from each institute & three Regional TVET
Commission experts were incorporated in the study based on purposive
sampling technique as they have direct relation with the issue under

study.



1.6.4. Instruments of Data Collection

Questionnaire and interview were employed as instruments of data
collection. Four sets of questionnaire involving both close ended and open
ended items were prepared and administered to gather quantitative and
qualitative data relevant to the study. Three sets of questionnaire for
teachers, academic heads, and employment and promotion committee
were prepared in English language because the respondents could read
and understand the question items. The question items for the non-
teaching staff were prepared in Amharic to avoid misinterpretation and

misunderstanding of concepts.

Interview was conducted with principals of each Institute and Regional
TVET Commission experts to elicit qualitative information regarding to
issues that require clarification. Thus, unstructured interview was
employed to obtain their views, opinions, problems and prospects to

assess the over all picture of HRM in TVET Institutes.

1.6.5. Procedures of Data Collection

The data collecting instruments were prepared and given to thesis advisor
and to two lecturers at Debre Berhan Teachers’ Education and Vocational
Training College to find out omissions, misunderstandings, and relevance
of each item. Based on their professional comments and suggestions

corrections were made.

The data collecting instruments were then pilot tested at Debre Berhan
TVET Institute to make necessary adjustments and to maintain their
validity before the final study was conducted. In the pilot study, 10 people
from the teaching staff and 8 from the non-teaching staff were selected.

This Institute was selected because it consists of relatively well

10



experienced stafl members who could provide relevant feedback. It was
also selected with an attempt to get respondents similar to those of the
main study. Based on the pilot test, corrections such as changing open-
ended items to close ended, improving ambiguous question items, and
omitting items were made. The sets of questionnaire were distributed to
the respondents at a convenient time (opening of institutes) in order to
increases the rate of its return. Moreover, a close follow-up was made to
obtain reliable data and information. Finally, the completed sets of

questionnaire were collected.

1.6.6. Data Analysis

After the collection of the data gathering instruments and ensuring the
responses, the process of tabulation was carried out, expressing in terms
of both numbers and percentages. The items of the questionnaire were
categorized into different tables based on the similarities of issues raised
to address the problem under consideration. Then, each of the issues was
analyzed and interpreted by employing counts and percentage. The chi-
square (y?) test was also employed to check whether there exist significant
differences between attitudes of the groups understudy on the practices
and problems of HRM in TVET Institutes or not. The existing differences

were tested for statistical significance at a= 0.05 level.

1.7. Definition of Terms

Human Resource- includes all employees in the institute irrespective of
their levels in the hierarchy of authority. It includes the professional,
administrative, and finance personnel and support staff of the institute.
Human resource Management- The sum of activities required to attract,
develop and retain people with the knowledge and skills needed to achieve

organizational objectives (Holt, 1993:370).

11



Management- The effort or activity necessary to direct the individual(s)
who work with and through people, who administer (s) farilities, funds,
materials and other resources to achieve organizational goals (Dejnozka,

1983:100).

Manager-in this study refers to principals, department heads, heads of
sections, units, etc. in the training institutes.

Non-teaching staffi - personnel who play the role of facilitating
implementation of activities of the teaching (training) staff by adjusting the

administrative, financial and support conditions.

Principals - administrative heads of the training institutes who, subject to
the institutional system policy and manages the institutes’ total program
(Dejzonka, 1983:127). The term in this study, also refers to vice principals
who assist the principals and functioning in staff rather than a line

capacity.

Recruitment-a term applied to the phase of HRM that involves reaching
out and attracting a supply of persons from which to select candidates for

job vacancies (Megginson, 1981:142).

Technical and Vocational Education and Training - education designed
to educate and train students in specific traditional and modern fields of
vocational skills for students who have completed grade 10 and show
sufficient desire and inclination to train in the fields of their Choice (MOE,
2002:44).

Turnover - process in which employees leave organizations and have to

be replaced (Mathis and Jackson, 1997:75).

12



1.8. Organization of the Study

This paper consists of four chapters. The first chapter deals with the
problem and its approach which covers background of the study,
statement of the problem, significance of the study, delimitation of the
study, limitation of the study, research ;nethodology and procedure of
the study. The second chapter consists of the review of the related
literature. The third chapter deals with presentation, analysis of data,
and interpretation of the findings. The last chapter presents the

summary, conclusions and recommendations of the study.
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CHAPTER TWO

REVIEW OF THE RELATED LITERATURE

This part of the thesis deals with the literature review related (¢ the
issues under the study. It provides a theoretical background on
managing human resource: Human resource planning in education, stafl
recruitment, selection, utilization, training, professional development and

performance appraisal of employees.

2.1 An Overview of Human Resource Management

[t seems appropriate to begin with defining the term “human resource
management”. As Ivancevich and Glueck (1989:2) defined human
resource management “is a function performed in organizatons thal
facilitate the most effective use of employees to achieve organizatonal
and individual objectives”. According to Dessler (1997.2), human
resource management refers to the performance of all manageriol
functions involved in planning, recruiting, selecting, developing, utilizing,
and maximizing the potential of the human rescurce tc the best

ichievement of the organization’s objectives.
£ ]

Like any other social organizations, educaticnal institutes must deal with
the tasks of structuring, managing, and giving direction to a complex mix
of hurnan and material resources. Human resource management in the
educational mstitutes is part of the process of management which
focuses on the people side of management to meet the objectives of the
Institute, In educatiolnal institutesy the focus con human resource
managernent 1s of the greatest importance, but not different i kind from
the problems and issues that face human resources elsewhers (Hanson,

1996:1; Riches & Morgan, 1989:12).

14



The purpose of human resource management, according to Grahoam
(1983:11), is to ensure that employees of an organization are used in
such a way that the organization obtains the greatest possible benelit
from their abilities and the employees obtain both material and
psychological rewards from their work. Human resource managenient
achieves its purposes by meeting the objectives of the society, the
organization and the people working to the organization. Hence, the day-
to-day activities of human resource management according to Glueck

(1982:13-15) are directed to the realization of:

1. Societal objectives: to be responsive to the challenges and nceds of

society while minimizing the negative impact of such demands.

2. Organizational objectives: to recognize that human resourcc
management exists to contribute to organizational effectiveness, so it is
not an end in itself rather a means of helping the organization achicve its

primarv objectives.

3. Personal objectives: to assist employees in achieving theur perscna
coals at least msofar as this goal enhances the individuals’ contribution

to the organization (Glueck, 1982:13-15).

2.2 Developing a Foundation for the Institutional Humaxn

Resource Decisions
2.2.1. Strategic Human Resource Planning In Education

Strategic human resource planning (SHRP) is a process of hinking the
efforts of human resource planning to the strategic direction of the
institute. SHRP focuses on current decisions and their [uiure

implications. Its purpose is to ensure the most effective use of human



2.2.2. Human Resource planning in Education

2.2.2.1 Conceptual Definition

Human resource planning (HRP) is the foundation for decision of institute
human resource needs of both the professional and the support staff.
Human resource planning, as stated by Cole (2002:138), 1s “any rational
and planned approach to ensure the recruitment of sufficient and suitable
staff, their retention in the organization, and the optimum utilization of
the staff and the improvement of their performance”. HRP is concerned
with identifying the institute’s human resource demand and devising
means to ensure sufficient supply of labor. Organizations use human
resource planning to (1) analyze business plans to establish future human
resource requirements, (2) estimate future human resource availability, (3)
reconcile requirements and availabilities, and (4) formulate action plans
that contribute to the organization plan achievements (Heneman III, et al.,
1996:204). Human resource planning, therefore, helps to make decision
about recruitment, avoidance of imbalances in distribution of manpower,
formulate transfers, training and development numbers and categories,

labor cost estimation =wid so forth.

The ultimate success in human resource planning, as stated by Cascio

(1991:117), depends upon several factors such as:

1. The degree of interaction of human resource planning with strategic
planning activilics;
2. The quality of data base used to produce the personnel inventory

and forecasts of human resource demand and supply;

w

The caliber of the programs established to achieve human resource
objectives, and
4. The organization’s ability to implement the program (Cascio,

1991:117).
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The efficient use of human resource is a continuous problem in TVET
Institutes. Some of the issues that occur repeatedly include the availability
of qualified persons to fill jobs, the maintenance of the quality managerial
talents in the face of rapid economic, social and technological changes,
and controlling the substantial labor costs of high talent personnel

(Simon, 2004: ).
2.2.2.2. The Human Resource Planning Process

As Cascio (1991: 218-220) suggested human resource planning is a two-

step process:

1. Anticipating and responding to needs emerging within and outside the
organization to determine priorities and to allocate resources where they
can do the best.

2. Planning programs fullows the analysis of need. Activities and programs
relate directly to current and anticipated issues and they must be

cvaluated in terms of needs, costs and expected results.

The steps involved in this process include forecasting future needs,
analyzing the availability and supply of people, drawing up plans to match

supply to demand, and monitoring the implementation of the plan.

2.2.2.3. Human Resource Planning Components

Human resource planning has two components, namely, human resource

requirements and human resource availability forecasting.

Requirement forecasting involves determining the number and type of
employees needed by skill level and location to realize the institute
objectives (Mondy et al., 1999:152). In forecasting process, institutes need

to consider the past use of human resource, future institutional plans,
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general economic trends and other factors such as anticipated internal
turnover, enrollment increase, budget constraints and allocations

(Chandan, 1997:275).

Aﬁailability forecasting, on the other hand, is “the process of determining
the source of employees with the necessary knowledge, skills and abilities
needed by the organization” (Mondy, et al., 1999:153). An institute may
secure such employees from with in it; form the outside, or from a
combination of the two sources. Thus, an an institute looks into both
internal sources (currently existing employees) and externa' sources (the

labor market).

By analyzing the requirements and availability, an institute will determine
whether it will have a surplus or shortage of employees. If surplus is
projected, methods such as restricted hiring, reduced hours, early
retirement and layolfs must be applied to reduce the number of employees
while shortage forecast calls for external recruitment and selection

(Mondy, et al., 1999:150).

The skill levels being sought determine the relevant labor market.
Forecasting can assist in identifying where potential employees may be
found as well as for predicting the types of individuals that would likely
succeed in the institutes. There are at least four basic terms used in

forecasting. These are:

a. Long- term trend: - projection of demand for the institute’s

labor requirements for five years or more into the future.

b. Cyclical variation: - reasonable predictable movements such

as change iIn economic conditions, societal pressure etc.
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about the trend line that occur over a period of one to five

years.

c. Seasonal variations: -are predictable changes that occur over

a period of one year.

d. Random variations: - refers to change, which occurs without

pattern. (Mondy, et al., 1999:150).
Thus, random variations cannot be planned. Institutes need only be
prepared to deal with these variations while the first three are predictable

and can be planned.

2.2.2.4. Factors Limiting the Implementation of Human

Resource Planning

In practice, human resource planning can be difficult and often
inaccurate. Some of the factors limiting implementation of human
resource planning according to Graham (1983:119) are:

> The type of institutes: some depend on political decisions; others

work on a tendering basis, so that plans can only be short-term;

> Resistance of employees to the change expressed in the plan;

» The difficulty of making accurate forecasts of social and economic

changes;

> The goals of the controlling interest in the Institute;

» The need to have very complete and accurate employee records,

maintained for at least the last five years;

» Recruitment plans, which may be impossible to put into practice due

to scarcity of finance.
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2.3 Recruitment and Selection
2.3.1 Recruitment

2.3.1.1 Conceptual Definition

Educational institutes enter into recruitment activities to add, to
maintain, and to readjust their total human resource in accordance with
the human resource requirements. According to Saiyadain (1988: 65),
recruitment may occur either due to transfer, promdtion, retirement,
termination (or death) of employees or the exi)ansion, -diversificatioﬁ, and

growth of the organization.

Recruitment, as Mondy, et al. (1999:147) defined, “is the process of
attracting individuals on a timely basis, in sufficient numbers and
appropriate qualifications, and encouraging them to apply for the jobs
within an organization”. It is the first part in the process of filling vacant
positions. The principal purpose of recruitment is to attract sufficient and
suitable potential employees to apply for vacancies in the organization
(Cole, 1997: 139; Prasad &Banerjee, 1981:93 and De Cenzo & Robbins,
1996: 158). The activity of planning for recruitment begins with
conducting job analysis to determine the qualification needed for each job
vacancy, determining where and how to recruit for each vacant position,
and establishing adequate policy guideline and procedure to direct each of

the activities to be undertaken (Kleiman, 2003:70).
2.3.1.2 Sources of Recruitment

There are two basic source of recruitment (internal and external), which
are used depending upon factors such as the qualified people available in
both sources, the economic condition and plans of the institute, its equal
employment opportunity (EEQ) condition and relative costs (Glueck,

1982:2595).
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2.3.1.2.1 Internal Recruitment

Internal recruitment is the most obvious source within the institute itself.
It is applied in the case of employee transfers, promotions or recalls from
layoffs (Chandan, 1987:278). Thus, internal recruitment looks for
applicants to vacant positions from among the employees who are
currently employed. Internal recruitment has both advantages and

disadvantages.

The advantages of internal recruitment are that, it enhances employee
utilization, motivation, job satisfaction, and better job performance; it
reduces turnover and increase effectiveness; better knowledge of the
internal candidates’ skills and abilities; it is less expensive and time
saving (job openings can be filled more quickly); internal candidates are
more familiar with the institutional policies, and practices and thus they
require less orientation (Bernardin, 2003: 96-97). The disadvantages are
that it creates vacancies elsewhere in the institute, it discourages
creativity and diversity, lack of new blood (insufficient supply of
candidate), and it may be based on nepotism or senibrity rather than

merit (Kleimén, 2003: 121 - 126)

2.3.1.2.2 External Recruitment

When recruiting externally, a training institute should first assess its
attractiveness in the eyes of potential applicants. Pay policies and
practices are likely to influence attraction of new employees, their
performance, retention and satisfaction. Hence, organizations may need to
increase the starting pay level, improve benefit package, and improve
working conditions and growth opportunities (Kleiman 2003: 70). The
external recruitment also has its advantages and disadvantages. Some of

the advantages according to Bernardin (2003: 96-98) include facilitating



the introduction of new ideas and thinking in to the institute’s decision-
making; increasing diversity/creativity and saving train‘ng time. Its
disadvantages are that the introduction of new personnel may have
negative impact on woirk group cohesion and morale; the new personnel
take longer to learn the chain of the jobs; it can be very costly and it

suppresses upward movement of personnel.

2.3.1.3 Methods of Recruitment

Whenever an institute recruits the required talent from either internal or
external sources, a variety of methods is available.

2.3.1.3.1 Internal Recruitment Methods

Glueck (1982:258) suggested three major internal recruiting methods: job

postings and self-selection, skills inventories and employee referrals.

1. Job posting: - This method allows employees to apply for other
positions in theinstitute. Employees respond to the announcements of the
vacancy and are considered for the position. Self-sclection is another
method that is based on employee request even when vacancy does not
exist. Therefore, employees may indicate the positions in which they feel

that they have the required talent and interest.

2. Skill Inventories: - organizations, instead of job vacancy notice, may
use skill inventories and search the files for potential qualified candidates.
The identified candidates are then contacted to see their interest for the
position to apply. In this method, supervisor recommendations will also be
taken in to account.

3. Employee Referrals: - friends of current employees will serve as source
of internal recruitment. This form of recruitment, however, will have

adverse consequence for working and social relations on the job. Because
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it reduces the chance for protected group members to bear about job

vacancies unless all applicants are treated equitably (Glueck, 1982:258).

2.3.1.3.2. External Recruitment Methods

No organization is able to meet all its human resource needs from internal
sources. It may not even be desirable. Thus, to meet the demand for
talent, desire for fresh ideas, or to replace workers who leave, institutes
frequently turn to the external labor market (Cascio, 2003: 212). There are
several methods of external recruitment. Bernardin (2003: 99 — 104) and
many other mentioned the following most common methods.

1. Walk-ins / Unsolicited Applicant Files: - Institutes may accept
applications or resumes from individuals interested in working for
the institute. This approach for candidate’s direct application is the
most common and least expensive. It can also provide a pool of
potential employces to meet future needs. While direct applications
are more effective in filling unskilled positions, some organizations
because of their reputation or geographical location, compile best

pools of potential employees for skilled positions.

2. Employee Referrals: -in this method, firms ask their employees to
solicit applications from qualified friends and associates. Thus, it is
a recruiting method through recommendations by present

employees.

3. Direct Links with Educational Establishments: - Educational
institutes at all levels (colleges, universities, schools) offer employers

the opportunities for recruiting recent graduates.

4. Employment Agencies: - There are two forms of employment

agencies: public or state agency and private agencies. They are used
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to identify potential applicants, to increase their pool and to perform
preliminary screening. Government Agencies are funded publicly
and provide free placement service. On the other hand, private
agencies charge eitlicr the employee or the employer for a placement
or referral. Privatc agencies are most effective when the
organization, (1) has had difficultly in building a pool of qualified
applicants, (2) is not equipped to develop a sophisticated
recruitment effort, (3) is explicitly recruiting minorities or females,

(4) is attempting to recruit individuals who are not actively seeking

employment and, (5) when there is a need to fill a position quickly.

5. Professional Associations: - this is professional societies or
associations within a specialized area. These include labor unions
and significantly affect and control the supply of prospective
applicants. They control the principal supply of particular type of

labor or give employment preferences to their members.

6. Advertising: - This is common method, which can range from a
simple classified advertisement to an elaborate media campaign
through radio or tclevision to attract applicants. It is often the only
source used by educational institutes to fill classified vacancies.
When selecting the proper vehicle radio, television, bulletins,
journals or newspapers the employer should rely heavily upon the

past results for any particular position (Kleiman, 2003:99-104).

The choice of an extcrnal recruitment method (Ivancevich &Glueck
1989:239; Kleiman, 2003: 134) depends largely on circumstances
surrounding the employment situation. Accordingly, to decide which
method to use, the organization should know the type of job to be filled,

how quickly the job neceds to be filled, the geographic region of
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recruitment, cost of implementing the method, and its attractiveness to

potential employees.

2.3.1.4. Factors Affecting the Recruitment Process

Several factors affect the process of recruitment. These factors can be

categorized in to two internal and external to the institutes.

2.3.1.4.1. Internal Factors Affecting Recruitment Process

As Glueck (1982: 251-52) suggested, the decision to recruit people with
certain qualification, recruitment polices, the source and methods of
recruitment, and the evaluation of the recruitment process are internal
factors that affect the recruitment. Human resource planning and job
analysis are the major factors in making decision to recruit. This is
because they guide the number and types of people needed, appropriate
recruiting sources, and methods, and the evaluation of recruiting process.
The institutional recruitment policies such as internal promotion, source
of recruits, who does the recruiting, and its overall apprbach to recruiting
also guide recruitment decision in organizations (Glueck, 1982: 250 -

252).

2.3.1.4.2. External Factors Affecting Recruitment Process

Factors external to theinstitute, according to Glueck (1982: 248) and
Ivancevich and Glueck (1989:223) include government and union

restriction, the labor market, and candidates’ preferences.

a) Labor Market Conditions: - These are major factors in the external
environment, which affect recruitment. When there is an excess

number of a workforce at recruiting time, even tight screening will



attract more than the required number of applicants. When there is
shortage of work force in the labor market, it may be necessary to

attract any applicants that fulfill the expectation of the institutes.

\ b) Governmental and Union Restrictions: - Laws and regulations are
other external factors that affect recruitment process. Government
restrictions may affect who can be recruited, how and where.
Unions may also restrict recruiting to the umbrella of hiring their

members.

c) The Candidates’ Preference: - Sometimes qualified applicants do
not want to be hired in the institutes. The reasons, as De Cenzo
(1996:158-159) suggested, include image of the training institutes

and attractiveness of the job.

o Image of the Oiganization: - A number of communities perceive
local institutes as if they are engaged in less effective activities, poor
quality services, unsafe working condition, or as being indifferent to
the need of workers. This attitude reduces the chance of attracting

application pool.

o Attractiveness of the Job: - job viewed, as boring, .ow paying or
lacking in promotion opportunity will rarely attract a qualified pool

of applicants.

Other factors include recruitment cost (budget constraints), the
composition of the labor, location of the organization and employment

&promotion committee unless it is well oriented and properly organized.
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2.3.2. Selection
2.3.2.1. Conceptual Definition

Once the recruitment activities of the institute have succeeded in
aftracting sufficient numbers of relevant applicants then follow the
selection activities. The purpose of selection is to identify the most
suitable applicants and persuading them to join the organization (Cole,
2002: 183). Selection, as defined by Chandan (1987: 281), is “a process of
choosing the right candidate from a pool of applicants, established to
achieve a good match between job requirements and the candidate’s skill
and motives”. An effective and efficient selection decision improves the

proportion of successful employees.

2.3.2.2 The Process of Selection

Organizations use a variety of selection methods and procedures in
making selection decision. The number of steps in the selection process
and their sequence varies with the type and level of job, the cost of
administering the particular activity at each step, and the effectiveness of
a step in eliminating unqualified candidates (Glueck, 1982:293).
According to Webb, et al. (1987: 77), selection process is important to
make improvements in the service of the institute. Therefore, vacant
positions in TVET Institutes offer a chance to improve the quality and
effectiveness of their training process; however, filling vacancy with
inappropriate candidate can cause serious professional and personal
problems. To this effect, selection has to be conducted in ways that ensure
the highest degree of success. Employment decision requires appropriete
and valid information about the candidates even though there is no one

best way for processing the applicants (Webb, et al., 1987: 77).
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The selection process may consist of various steps each of which
represents a decision point for the process to continue. Glueck (1982:
293-294) and De Cenzo &Robbins (1996:171-175) identified the following

series of steps through which applicants pass.

1. Initial Screening Interview

Initial screening is used when applicants are likely to walk into the
employment office or job location. The organization develops some rough
guidelines such as minimum education to be applied to reduce the time
and expense of actual selection by screening those who are obviously

unqualified.
2. Completion of Application Form

Once the initial screening has been completed applicants are asked to fill
an application form. The information required may be used to record the
applicant’s identifying data such as name, address, telephone number, job
for which he is applying. It also includes information covering education,

work experience, and other facts relating to his/ her background.

3. Employment Test

A candidate who fulfills the application form may be given one or more
tests of intellect, aptitude, personality (ability and interests) to provide
major input to the selection process. As Atwood and Dim Mock (1996:45)
stated “selection tests are used to provide standardized, reliable, and
objective measure of applicant’s skill”. The type of tests used must be
selected based on the job requirements and their value in predicting the

probable success of the candidate on the job.
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The selection process may consist of various steps each of which
represents a decision point for the process to continue. Glueck (1982:
293-294) and De Ccnzo &Robbins (1996:171-1795) identified the following

series of steps through which applicants pass.

1. Initial Screening Interview

Initial screening is used when applicants are likely to walk into the
employment office or job location. The organization develops some rough
guidelines such as minimum education to be applied to reduce the time
and expense of actual selection by screening those who are obviously

unqualified.
2. Completion of Application Form

Once the initial screening has been completed applicants are asked to fill
an application form. The information required may be used to record the
applicant’s identifying data such as name, address, telephone number, job
for which he is applying. It also includes information covering education,

work experience, and other facts relating to his/ her background.

3. Employment Test

A candidate who fulfills the application form may be given one or more
tests of intellect, aptitude, personality (ability and interests) to provide
major input to the selection process. As Atwood and Dim Mock (1996:45)
stated “selection tests are used to provide standardized, reliable, and
objective measure of applicant’s skill”. The type of tests used must be
selected based on the job requirements and their value in predicting the

probable success of the candidate on the job.
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4. Employment Interview

Employment interview is one of the most widely used tools in the selection
process. It is designed to explore areas such as applicant’s motivation,
ability to work under pressure, and ability to fit in with the institute,
which cannot be addressed easily by the application form or tests. The
process of developing and conducting an effective interview with a
prospective employee; therefore, requires extensive training, skill and

experience (Webb, et al., 1987: 78).
5. Background Investigation

This includes contacting former employers and other job- related and
personal references to confirm the candidate’s work record and to obtain

their appraisal of his/ her performance (Ivancevich &Glueck, 1989:298).
6. Physical Examination

Physical examinations are included in the selection process as a
protection to both the organization and the individual. They help the
organization in determining whether the applicant is physically capable of
performing the job. They also help to place the individual in the job that is

suitable to his/her physical conditions.

2.3.2.3. Criteria for Staff Selection

A well planned and carefully executed selection can identify a person, who
will bring new life into the institute (Webb, et al., 1987:77). Hence, criteria
are necessary in carrying out good selection. In setting criteria, the
characteristics of employees desired for effective job performance should
not be too long because it may be impossible to select anyone. On the

other hand, if there is no criteria the wrong prospects are likely to be
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selected. Thus, criteria should be set based on what the organization can
offer or on the objective of the management (Ivancevich and Glueck,
1989:269-272). The criteria for selection of suitable candidate can be
categorized in  several ways: education, experience, physical
characteristics, and personal characteristics of employees, who will

perform well in the position to be filled (Glueck, 1982: 289).

1. Education: -The person to be selected among the applicants for a
job should possess knowledge, abilities and skills, which match those

required on the job.

2. Experience: -Generally, candidates with relatively more and
relevant experience are preferable to those with less relevant

experience.

3. Physical characteristics: -This is practicing physical characteristics
such as age, sex, and physical fitness as relevant category of selection

criteria whenever they are directly related to work effectiveness.

4. Personal characteristics: -Personal characteristics include marital
status and age. Organizations may prefer married employees, assuming
low turnover and high performance. They may also set age limits

depending on the nature of the job to be performed.

These criteria are used to compare job applicants to select the best-
qualified candidate and determine his/ her potential to successfully
perform on the job. According to Bernardin (2003: 112-114), a successtul
standard should have the fallowing basic characteristics: reliability,

validity and utility.
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A Reliability: -It is an index reflecting the degree of consistency
among the selection scores earned by an individual under different
conditions. The reliability of selection methods can be affected by
administrative factors including emotional and physical state of
candidates, lack of rapport and inadequate knowledge of how to
respond to a measure. Technical factors such as individual
differences, question difficulty and length of measure also affect

reliability.

A Validity: - It is an index of selection effectiveness and reflects the
extent to which applicants would perform the job. It indicates the
appropriateness, meaningfulness and usefulness of the inference

made during the selection process.

> Utility:-concerns the economic gain derived from using a

particular method (Bernardin, 2003: 112-114).
2.3.2.4. Factors that Affect the Selection Process

There are various factors, both internal and external, that affect the

selection process. Glueck (1982: 286 — 288) has suggested the following:

a) The Sector: - The sector in which the institute operates affects the
process it practices. In public organizations such as TVET Institutes, the
selection may be made based on political merit or patronage rather than

pure merit selection.

b) The Nature of the Labor Market: - the number of applicants relative to
the job vacancies also affects selection process. When there are more
workers than jobs, employees find employment costs minimum. An €Xcess
of labor can reduce employee pressures for salary & benefit increases.

Nature of the labor market depends on the source it recruits (national,
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regional or local). Moreover, it is affected by the benefits or the conditions
the organization provides (relative wage paid, the job itself and the

organization’s image).

C) Location of the Organization: - The location of the organization
influences the type of people it hires and the HRM activities it carries out.
For example, A TVET Institute located in rural areas faces different

situations than one located in urban areas.
2.4. Induction

Induction as stated by Graham (1983: 136) is “the process of receiving the
employee when he/she begins work, introducing him/her to the
organization and to his/her colleagues, and informing him/her of the
activities, customs, and traditions of the organization”. It includes
comprehensive activities designed to match institute’s objectives and
employee needs. It begins with job application and continues as the
organization or the employee requires it.
The main purposes of induction, as stated by Glueck (1982: 324-326) are
as follows.
a) Facilitating the entry of employees by minimizing anxiety and other
troubles into their new positions
b) Reducing employee turnover, because initial impressions and
information are important to later attitude toward the job, the
colleagues, and the institute.
¢) Saving time for supervisors and coworkers
d) Increasing employee efficiency and effectiveness, and
e) Promoting the highest level of personal satisfactions and confidence

(Glueck, 1982: 324-326).
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[n the TVET institutes, the induction needs of support staff are greater
than those of the professional staff. Most of the professional staff is being
oriented to various aspects of institutes during their educational
preparation programs. While many of the support staff came to the job
with certain skills or training but without clear understanding of the role
of the institute, the educational process, or the working condition of the
educational system (Webb, et al.,, 1987:241). Accordingly, induction
program must be carefully planned, sequenced, and directed towards
helping the new employee see the picture of the institutes and the district

in which the institute is located.

2.5. Labor Turnover

Labor turnover, according Graham (1982:165), is “the movement of people
into and out of the organization”. When the number of workers who leave
the organization increases, a number of problems to the organization
arise. These include inciease in cost of recruitment, selection, training,
overtime payment to other workers and administrative costs, less
effectiveness of new employees, delay of work while waiting for
replacement, and possible division of efforts of qualified employees
(Graham, 1982: 165).

There 1s a very wide variety of possible reasons for employee turnover. As
stated by Taylor (1998: 235-238), people become dissatisfied with their
jobs because they may be bored with the job contents, frustrated by lack

of promotion, fed up with their supervisors or irritated by changes in their

working environment and lack of training.
Once the reasons for turnover have been established and analyzed the

next step must be to formulate plans to reduce it. Many authors [Graham,

(1982:165), Taylor (1998: 238-39) and Armstrong (1999:340)] suggested
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some methods to reduce or maintain a stable work force in organizations.
These include:-

a) Identification of various categories of employees
(departments, age groups, occupation), to see the turnover
rate;

b)Ensuring the adequacy and suitability of selection

procedures;

c) Checking the full utilization of employees;

d) Developing more equitable promotion procedure and
encouraging promotion from within;

e) Providing appropriate induction, training, and development

f) Ensuring that physical working conditions are adequate;

g) Communication with employees in a timely and frankly

mannecr

2.6. Staff Utilization

The primary concern of staff utilization is the placement of people in the
jobs that best match their skills and interests. Staff utilization, according
to Webb and Norton (1999:87), is the process that maximizes human

resource through the:

1. Assignment of talent and competency in the best interests of
all concerned; ,

2. Assignment of roles: including the identification of inhibitors
and facilitators;

3. Recognition of individual staff difference and implementation
of leadership styles that best fulfill the potential of all

personnel.
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4. Utilization of available research results and skills to provide
the best possible working conditions including work load,
effective staff supervision, and improvement practices; and

5. Development of a healthy organizational climate, and
evaluation methods that enhances the maximization of

human potential (Webb and Norton, 1999:87).
2.6.1. Position Assignment

Most of the time, applicants are employed for a specific position in a
department/unit of an organization. Sometimes the same vacancy may
call for many people. Hence, one should be placed under the supervision
of the other. This situation requires the best fit between the superior and
the subordinate because most people have competencies that they enjoy
utilizing and that tend to bring both the highest level of effectiveness and

highest level of personal satisfaction (Monappa & Saiyadain, 1999:157).

Appropriate position assignment is one of the effective means for an
organization to achieve its stated objectives and workers to maximize their
potentials. Position assignment needs various considerations: (1) the
specific nature of the position (2) the educational preparation,
competencies and interests of the employee (3) the relationship of the
position and the employees’ characteristics and competencies and (4) the
amount of employee motivation needed and the extent to v/hich success

can be realized in the position (Webb, et al., 1987:168 - 169).

2.6.2. Teacher’s Load Assignment

Teacher load has to be given careful attention for effective staff utilization.
Maximum effectiveness of the teachers will be realized only when each of

them is given work, which he/she can do best. Inequitable distribution of
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load seriously affects the maximization of resources. Summarized teacher
workload information is needed to make intelligent and defensible decision
of how the talents of each staff member are utilized, decision concerning
the assignment of extra duties, and provide evidence for the need of

additional staff (Ayalew, 1991: 118).

The factors that need to be considered in the actual load of teacher
include more than class size and number of classes, the number of pupils,
and the number of subject-matter preparations, the length of class
periods, the nature of subject /course taught and additional duty
assignments (Ayalew, 1991: 118 — 126). Although each employee does not
always consider these workload factors similarly, their make up have
certain common peoints that can be measured with a reasonable

objectivity.

2.7. Staff Training and Development

2.7.1. Conceptual Definition

Training and development (T&D) is necessary for all categories of
employees in all organizations. As Chandan (1997: 282) defined, training
and development “is the process of developing knowledge, skills, and
behaviors in people that will enable them to better perform their current
and future jobs” Thus, T&D is given to improve worker competency so as
to assure flexibility and adaptability at all times when need arises. The
two terms “training” and “development” are used interchangeably since
they are similar in the methods used to affect learning; however, they
differ in their time frames. Training is more current day oriented while
development is future oriented. Accordingly, Mondy, et al.( 1999:259) and
De Cenzo and Robbins (1996: 237- 38) stated training as an activity that
focuses on individuals’ present jobs, to enhance those specific skills and

abilities to immediately perform their jobs while development focuses on
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the personal growth (o carry out future jobs in the organization. In short,
training and development improves individual’s abilities and brings them
more in line with the present or anticipated job requirements of the

institute.
2.7.2. Identifying Training and Development Needs

The first step in employee development process is to examine training
needs. Such needs indicate the gaps between the actual and potential
performance, which can be improved through effective and efficient
training programs (Heneman III, ct al., 1996: 423).There are three levels of
analysis to determine organizational training and development needs:
organizational analysis, operations analysis and person analysis

(Bernardin, 2003: 168 — 169).

1. Organization Anmnalysis: - such analysis focuses on the entire
institute to determine when within the organization training and
development is needed. It includes the assessment of the strategic
plans of the institute along with the results of ‘human resource
planning to identity the inefficient organizational unit and the

appropriateness of training.

2. Operation Analysis: - This level involves identifying the content of
training and development for the employee to perform competently. It is
also necessary to determine the importance of tasks and proficiency of
employee’s competency in performing these tasks.

3. Person Analysis: - this is determining how well each worker is
performing the tasks that make up his/ her job. This analysis deals
with two questions” who needs to be trained”? And “what kind of
training is needed?” As many of the training needs as possible must be

met with the available resources (staff, facilities and funds).
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2.7.3. Objectives of Training and Development

Once training needs are determined, then follows establishment of
tangible, accurate, and measurable training objectives, which are clear to
both the management and employee (De Cenzo and Robbins, 1996: 243).
Objectives are set in order of priority until they are exhausted and then
integrated into work plans. Without clear and concise objectives, it would
not be possible to design meaningful T&D programs and to evaluate the
programs effectiveness. When the objectives are clearly established, the
management can determine the content of training, and whether the
trainee, has achieved the necessary knowledge from the training or not

(Mondy, et al., 1999: 232 - 233).
2.7.4. Training and Development Methods

There are varieties of training and development methods. Some methods
are more applicable to managers, professionals, and others to operative
employees. However, the majority of training and development methods
generally apply to all employees (Mondy, et al.,, 1999: 263). The most
popular training and development methods used by organizations can be
classified as either on the job or off the job training methods (techniques).
The decision on the methods (techniques) to use for the actual training is
often constrained by a number of factors. These include people, who must
be trained, the availability of facilities and technologies, budgetary
considerations, and the experience and flexibility of the trainer (Heneman

III, et al., 1996: 431).

2.7.4.1, Off- The-Job Training:-this training can take place on special
courses or training areas, which are equipped and staffed for training. Of

the job training is relatively efficient from learning point of view but
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relatively inefficient in transferring learning from the class room to the job

(Heneman, et al., 1996: 432:36).

2.7.4.2. On the-job Training: - On-the job, training is often used to
supplement off the job training in the interest of facilitating improvements
in job behavior and organizational results. According to Assey (1999: 161),
it is the only way to develop and practice specific managerial, technical
and administrative skills needed by an institute. On the job training
becomes effective and efficient when the situation is managed carefully
and skilled mentors offer continuous guidance and assistanice (Heneman,

et al., 1996:437-439).
2.7.5. Evaluation of Training and Development

Evaluation of training will be carried out to determine the successfulness
of several ftraining programs and the overall employee development
process. Bernardin (2003:180) stated the importance of evaluation as

follows,

It may be important to determine whether trainees are
capable of showing the appropriate level of skill, to know
whether or not trainees have changed their behavior and if
the change was due to training. Further, it may be critical to
know that if the organization places a new group of
supervisors in the same training program that they will also
improve their learning or behaviors.

Many (Cascio, 1991: 391; Heneman III, et al.,, 1996: 443 - 450;
Armstrong, 1999: 531 - 532; Bernardin, 2003: 180 - 182) and others
identified the following four levels in the evaluation of training and
development programs. In each case, trainees should be assessed both
before and after training to determine the extent to which leaning

objectives are achieved.
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1. Reaction: - is designed to assess trainees’ opinions impressions or
feelings regarding the training program. Trainees are asked to complete
reaction form or questionnaire at the end of the training to indicate the
extent they were satisfied with the trainer, subject matter and content, the

materials (books, handouts, etc.) and other facilities.

2. Learning: - intends to measure knowledge acquired, skill developed or
improved and attitude changed in the desired direction. Learning can be
measured using paper and pencil tests (for knowledge), questionnaires (for

attitudes), or simulation exercise (for skills).

3. Behavior: - this level measures how much the behavior has changed as
intended when workers who attended the training have returned to their

job.

4. Results: - organizational results provide a basis to assess the
contribution of training programs to the organizational objectives.
Evaluating results intends to examine the impact of training on the werk

group or entire institute.

2.8. Performance Appraisal

2.8.1. Conceptual Definition

Appraisal, according to Graham and Bennett (1990:203), is defined “as
judgment of an employee’s performance in his/her job, based on
considerations other than productivity alone”. Therefore, it is an activity
used to determine the extent of an employee to perform the job effectively.
Mondy, et al. (1999:336) also defined performance appraisal as “a formal
system of periodic review and evaluation of the individual’s job

performance”. It provides feedback on strengths and weaknesses of
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employees to improvc correct performance. It is used to assess the merits
of employees and identify what training they need to improve their

performance or meet new demand.

Monappa and Saityadain {1999:207) suggested the importance of appraisal

as follows.

1. To make decisions on what increases of pay shall be given based on
merit;

2. To determine the future use of employees (transfer, promote,
terminate);

3. To indicate training needs and potentials for improvement;

4. To motivate employee do better in his/her present job and

ultimately increase organizational performance.

2.8.2. Performance Appraisal Methods

A number of performance appraisal methods are available. Indeed, each
organization can have its own if the method meets the criteria of reliability
and validity (Chandan, 1997: 287). However, as Monappa &Saiyadain
(1999:215) revealed none of the methods for appraising is absolutely valid
or reliable. Most of these methods involve judgments of one kind or the
other. These appraisal inethods require employees to be matched against
the demands of their jobs. Performance appraisal is considered more
effective when it is objective, use appropriate methods, actively involve
employees, is well understood and is an accepted management

responsibility (Walker, 1992:278).



2.9. An Overview of Managing Human Resource of TVET

Institute in Ethiopia

TVET institutes, as any other educational institutions in Ethiopian, have
been given autonomy in their internal administration and in designing
and implementation of education and training programs (TGE, 1994: 30).
Thus, they manage the human resource including identifying human
resource needs, employing, [inancial administration, and determining
their internal organization. The education and training policy TGE (1994)
also set high standards [or teachers, and described a new approach to

education and training.

The MOE (1995 E.C.:51) has stressed the qualification and profile of the
human resource in the institutes and stated the requirement of teachers,
workshop assistants, principals, guidance and counselors with a
qualification in accordance with the technological development of the
country. It also stated that a sufficient number of supportive staff,
administrative and {inance workers are essential for the institutional goal
achievement. Teachers involved in any aspect of TVET are required to
possess the personal, ethical, professional and teaching qualities. They
need to have practical skills, experience in the occupational field and
special initiation concerning the objectives and requirement of TVET
besides their usual qualification, both in professional and teaching field.
With regard to people responsiblé for administrative and guidance
functions, teaching experience in TVET, proficiency acquired through
study, and knowledge of administrative and guidance techniques are

considered as necessary conditions (MOE, 1995 E.C.: 52).
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The educational sector strategy (1994:17) also devised ways to improve the
poor quality professionals particularly teachers (trainers). The strategy
emphasized.

I. The upgrading of teachers’ training and professional competency in
order to improve the quality and standard of education and training.

2. The provision of continuous upgrading of the level and yualification of
teachers through in-service (further) education.

3. The improvement of working condition by offering an acceptable,

altractive and realistic career promotion scheme.

This strategy is assumed to elevate the status of the professionals in the
community, and to enhance their motivation and professional attitude. In
this way, the human and non human resources will be managed
clfectively and elficiently for the success of the education and training

process,
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CHAPTER THREE
PRESENTATION AND ANALYSIS OF DATA

This chapter deals with the presentation and analysis of data. It consists
of two parts. The first part reveals the characteristics of respondents in
terms of sex, age, work experience and educational qualification. The

second part discloses the analysis of the data collected for the study.
3.1. Characteristics of Respondents

A total of 119 copies of questionnaire were distributec to teachers,
department heads, non-teaching staff and Employment and Promotion
Committee (EPC). Staff members with less than one-year work experience
in their respective institutes were excluded assuming that they would
have inadequate familiarity with the practices that had been carried out
and the problems that had been affecting the implementation of HRM

programs in the institutes.

Out of the total 119 copies of questionnaire, 107 (89.92%) were completed
and returned. Of the tutal 107 respondents, 42(39.25%) were teachers and
21 (19.63%) were academic heads while 34(31.78%) consisted of the non-
teaching staff. The rest 10(9.34%) were members of the EPC. This rate of
return of questionnaire was regarded as sufficient to conduct the study.
Teachers and department heads from each department and the non-
teaching staff from each Section/uﬁit were involved in filling out the
questionnaire. The respondents were; therefore, composed of various

groups for the data to be more reliable and comprehensive.
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Table II: Description of Respondents by Sex and Age

Respondents and Frequency of Responses
Teaching Non-teachin
Items staff & EPC staff g Total
No | % No Yo No Yo No Yo
Sex Male 55 8730 |7 70 21 61.76 83 77.57
" | Female |8 12.70 |3 30 13 38.24 24 22.43
Total 63 100 10 100 34 100 107 100
: <25 7 111 |- - 6 17.65 i3 12.15
Age | 25-30 24 38. ] 3 30 L5 44.12 42 39.25
in 31-36 14 2272 |3 30 6 17.65 23 21.49
yrs | 37-42 16 2540 |1 10 4 11.76 21 19.63
> 42 2 | 37 3 30 3 8.82 8 7.48
Total 63 100 10 100 34 100 107 100
Note: EPC=Employment & Promotion Committee

Item 1 of Table II indicates that among the 63 teaching staff (teachers and
academic heads), 87.30 percent were male and 12.70 percent were female.
Moreover, of the total 34 non-teaching staff, 61.76 percent were male
while the remaining 38.24 percent were female. With regard to the
employment and promotion committee members, 70 percent were males
and 30 percent were female. As shown in the Table, the number of female
was less than the nuwnber of males in each group of respondents,
particularly in the academic fields, which require more qualification. This
might be due to the low participation of girls in education, particularly in
the technical and vocational fields due to the previous cultural influences

imposed upon females.

[tem 2 of Table II shows the age distribution of respondents. As it can be
seen from this table, 78.50 percent of the total respondents are
categorized between the age ranges of 25 -42 years. Thus, it is safe to
generalize that the TVET Institutes consisted of young staff members who
have an appropriate age to carry out their responsibilities more efficiently

if they are handled properly.
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Table IT1I: Respondent’s Years of Service in these Institutes

Respondents& Frequency of Responses

Years Teaching | Non-teaching | Employment &promotion committee Total

of staff staff

service Teaching | Adminis | As member of

tration EPC
No | % No | % No |[% |[No|% |No|% No | %

<5 37 | 58.73 |32 94,12 |1 10 (4 |40 |10 | 100 19 | 7383
5-8 20 |.31.75 |2 5.88 - - 1 10 |- - 22 | 20,56
9-12 3 476 | - - - - 1 10 |- - 3 2.80
13-16 |2 3.17 |- - - - - - - - 2 1.87
> 16 1 1.59 | - - 3 30 |- - - - 1 0.94
Total |63 | 100 34 100 4 40 | 6 60 | 10 | 100 107 | 100

Table III depicts the services of the respondents in the training institutes.

Accordingly, 73.83 percent of the total respondents had less than 5 years

of work experiences whereas, 20.56 percent had served 5-8 years in these

institutes. As these data disclose, the majority (94.39%) of the total

respondents were with the work experience of not more than 8 years in

the institutes. Thus, most of the staff members have less work experience

in the institutes, which influences their job performance since practical

skill and experience are very important in providing tangible and complete

training.

Table I'V: Description of Respondent’s Educational Qualification

Respondents &Frequency of Responses

Qualification Teaching Non-teaching Employment and
staff staff promotion committee Total
No % | No % No % No | %
Below grade 12 - - 2 5.88 - y 2 1 187
Grade 12 - - 10 | 29.41 - - 10 9.35
Below diploma - - 13 | 38.24 4 40 17 15.89
Diploma 47 1 74.60 9 26.47 6 60 62 57.94
| First degree 16 2540 |- |- - - 16 | 14.95
Second degree & above - - - - - - - -
~ Others - - - - - - - -
‘{ Total |63 | 100 34 | 100 10 100 107 100




In Table IV, the educational qualification of respondents was treated. As
indicated in the table, while 74.60 percent of the teaching staff had
diploma, 25.40 percent had a first degree. On the other hand, 67.65
percent of the non-teaching staff members were grade 12 and certificate
Holders, while 26.47 percent were diploma holders. Of the total members
of employment and promotion committee, 40 percent were below diploma
while the remaining 60 percent had diploma. So, it may be inferred that
the TVET programs were conducted with staff members, most of which did
not have the required qualification; and this contradicts the guideline

stated by the Ministry of Education (MoE, 1995 E.C.: 51).

However, the records of employees in the institutes and the interview
results with the principals showed that most of the teachers are attending
in-service (summer) education to be upgraded to a first degree, where as,
the other staff members are rarely getting education (or training) to

improve their qualification.

3.2 Analysis of the Findings and Interpretation of the Study

In this section, variables related to the practices of staff need forecasting,
processes and methods of recruitment and selection, staff utilization,
training and development, and performance appraisal are addressed.

Moreover, factors that were severely affecting such practices are treated.

3.2.1. Determining Human Resource Needs of the Institutes
Kvery organization is established to attain some sort of objectives. The
achievement of their objectives requires strategic plan that consists of
strategies to determine its HR needs. Similarly, TVET institutes should
prepare human resource plan and integrate it with strategic plan activities

for its ultimate success.
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Table V: Integrating Human Resource Plans with the Strategic Plan

- Resp Responses Table | Calcul
. Items onde SA A up D SD Total value | ated | p-value
- nts [ No| % | No % No | % No| % |[No| % | No| % of y° -3
The institutes have | T 19 | 4524 | 14 | 33.33 6 1429 |2 476 |1 238 |42 | 100
I | clearly defined strategic | NTS | 11 | 32.35 | 13 | 38.24 7 20.59 | 2 588 |1 294 |34 | 100
plans. Total | 30 | 39.47 |27 | 35.53 13 | 17.11 | 4 526 {72 263 |76 | 100 9.49 1.42 84
The strategic plans are | T 7 16.67 | 14 | 33.23 10 | 26.19 |9 2143 |2 476 | 42 100
2 | communicated well with | NTS |4 [ 11.76 | 13 | 38.24 3 882 |7 20.59 |7 20.59 |34 | 100
all stalf members. Total | 11 | 1447 | 27 | 35.53 13 17.10 | 16 | 21.05 |9 11.84 | 76 | 100 9.49 6.88 14
The institutes have | T 4 9.52 8 19.05 11 26,19 | 12 2857 | 7 16.67 | 42 100
3 | clearly defined human "NTS™ 15 [ 1470 |6 | 17.65 6 1765 |9 | 2647 |8 | 2353 |34 | 100
resource plan. Total | 9 |11.84 | 14 | 18.42 17 | 2237 121 [2763 |15 |19.74 |76 | 100 949 | 1.53 82
The human resource | T 5 |11.90 |8 19.05 5 1191 |14 [3333 |10 |23.81 [42 | 100
4 | plan is linked with the | NTS |6 | 17.65 |5 14.71 3 882 |16 |47.06 |4 11.76 | 34 | 100
strategic plan. Total | 11 | 14.47 | 13 | 38.24 8 1013 |30 |3947 |14 | 1842 |76 | 100 949 | 15.08 |.005
Each department has | T « |- 16 | 38.10 5 1190 |11 [26.19 | 10 |23.81 |42 | 100
5 | well defined HR plan. NTS [~ |- 8 23.53 5 1470 | 15 |44.12 |6 17.65 | 34 | 100
Total |- |- 24 | 31.59 10 |13.16 |26 |3421 |16 [21.05 |76 | 100 949 | 349 39
6 | Managers of institutes | T 3 7.14 15 | 3571 14 13333 |4 9.52 6 1429 | 42 100
have clear direction in | NTS |3 |882 |12 |3529 9 2647 | 6 17.65 | 4 11.76 |34 | 100
advance. Total |6 |[7.89 |27 |3553 23 3026 |10 |13.16 | 10 | 13.16 | 76 | 100 9.49 1.39 84
Note: a=.05 T=Teachers; NTS=Non-Teaching Staff

SA=Strongly Agree; A=Agree; UD=Undecided; D=Disagree; SD=Strongly Disagree
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Best and Kahn (1999:247) suggested that the two categories “strongly agree”
and “agree”; &“disagree” and “strongly disagree” may be combined in
reporting percentage reports of Likert-type scale. Thus, items in this table

and other similar scaies will be discussed in the same manner.

In Table V, attempt was made to find out the existence of strategic plans, HR
plans, and how they were related to each other. As item 1 of Table V
indicates, 78.57 percent of the teachers and 70.59 percent of the non-
teaching staff showed their agreement that the institutes had clearly defined
strategic plans. Thus, managers of the training institutes might have
established the basis, which they require to achieve the objectives and

thereby mission of their institutes.

Discussing strategic plan with all staff members increases the likelihood of
the plan implementation since the staff members may develop a feeling of
commitment and use their full effort to achieve the Institutes’ missions. In
the second item of Table V, teachers and the non-teaching staff were asked
to assess this issue. Accordingly, 50 percent of the teachers and 50 percent
of the non-teaching stail reported that the strategic plans were widely
communicated with the staff members. On the other hand, 26.19 percent of
the teachers and 41.18 percent of the non-teaching staff rejected to accept
this idea. Based on these data, it may be observed that the strategic plans
were discussed among the staff members inadequately. Thus, employees
might not have a better understanding of the institutes’ mission and guiding

principles to put forth their maximum effort for attaining their objectives.

As shown in item 3 of Table V, 30.26 percent of the total respondents
disclosed that the institutes had clearly defined human resource plans while
47.37 percent rejected to accept this idea. On the other hand, only 31.59
percent of the total respondents (in item 5) confirmed that each department

had well defined human resource plan. As these data show, the institutes
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failed to have clearly defined human resource plans both at institutional and
departmental level. Thercfore, the staff management might have lacked to
show its effort in determining what HRM requirements exist for present and
future demands and supplies of workers.

In item 4 of Table V, 31.58 percent of the total respondents reported that the
human resource plan is linked with the strategic plan while 57.89 percent
opposed to accept this idea. The chi-square test shows that there is a
significant difference between the responses of teachers and non-teaching
staff. As these data show, there was weak linkage between the institute’s
human resource plan and its strategic plan. This would result in failure to
ensure the availability of appropriate personnel to meet the targeis set

during the strategic planning process.

In the same Table, item 6 deals with investigation of whether the principals,
department heads and administration heads of the institutes have clear
direction in managing their HR for the next five years or not. Accordingly,
43.42 of the total respondents showed their agreement while 26.32 revealed
their disagreement. The remaining 30.26 reserved to decide on this issue.
Thus, based on the responses of the majority, it is safe to infer that the staff
management might have set guidelines in order to perform activities

according to the importance of their priority.

The chi-square test results for items 1,2,3,5 and 6, at a =0.05 level of
significance and 4 degrees of freedom, revealed that in each item, there was
no statistically significant difference between the opinions of the teachers
and the non-teaching staff. Thus, teachers and the non-teaching staff had
similar opinions on the state of strategic planning and HRP as well as on

their integration in the training institutes of North Shoa Zone.
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Table VI: Identifying Factors that Affect the Activities of Staff Need Forecasting and the Implementation of HRP

Responses Table Caleul
No Items EPC(10) | Teachers(42) NTS(34) Total(86) DF | wvalue StEdd
No | % [ No| % | No| % |No| % of i ¥
| Does the institute estimate its HR needs?
a)Yes 3 30 10 | 23.81 15 44.12 28 | 32.56
b)No 6 60 |29 | 69.05 18 | 52.94 53 161.63
¢)Do not know 1 10 |3 7.14 1 2.94 5 5.81
Total 10 100 | 42 100 34 100 86 100 4 9.49 4.11
2 If the institute fails to project HR
requirements, the reasons could be:
a.lack of enough time - - - - - - - -
b. lack of attention 3 30 10 34.48 8 44 44 21 39.62
c. lack of talent people 1 10 |8 2059 - 2222 13 2453
d. lack of data on the expected number
of trainees 1 10 |9 31.03 5 27.78 15 28.30
e. others 1 10 2 6.90 i 5.56 - 7.55
Total 6 100 | 29 100 18 100 53 100 8 15.51 1.90
3 The factors limiting HRP practices : *
a. dependency of plans on political | 2 20 10 | 23.81 8 23.53 20 | 23.26
decisions
b. Difficulty to forecast social and
economic changes 3 30 14 | 33.33 9 26.47 26 |30.23
c. Difficulty to maintain employee | 1 10 |9 21.43 8 23.53 18 | 2093
records
d. Scarcity of finance 5 50 |16 | 38.10 15 [44.12 36 | 41.86
e. Lack of qualified people 3 30 11 26.19 5 14.70 19 |22.09
Others 1 10 |2 4.76 2 5.88 5 5.81
Note: - a=.05; * Multiple responses; NTS=Non-teaching staff
EPC= employment and promotion committee; In item 3 percentages were calculated from the No of Respondents
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Table VI deals with how TVET Institutes forecast to their human resource
needs and the factors that limit implementation of human resource plans. As
shown in the first item of this Table, 32.56 percent of the total respondents
supported that the institutes forecast their human resource needs; while a
considerable proportion (61.63%) reported the opposite. Thus, the training
institutes lacked to forecast their human resource needs in advance. This
might influence the decision made on the number and type of employees in

the recruitment and selection of the staff.

In the second item of tiie same Table, the respondents who reported the
failure of Institutes to forecast their staff needs were asked to explain their
reasons. As shown in the Table, 39.62 percent of the total respondents
reported lack of attention while 28.30 percent revealed shortage of data on
the expected number of trainees in the last five years. There were also some
(24.53%), who specified shortage of talent people to analyze staff needs.
Thus, the Institutes’ managers might have been reluctant to identify and
improve their deficiencies by developing a system of monitoring and

evaluation and then to fulfill their desired staff.

In items 1 and 2 the chi-square test results, for degrees of freedom 4 and 8
respectively at a =0.05 level of significance, revealed that in each case, there
was no statistically significant variation between the responses of the three
groups. This indicates an agreement of responses among the three groups of
respondents. For instance, in item 1, more than half of the teachers, EPC
and NTS asserted that TVET Institutes in North Shoa zone did not forecast
their HR needs.

In the third item of Table VI, an attempt was made to illustrate the factors
that restrict the implementation of human resource plans. Accordingly,
41.86 percent of the total respondents reported scarcity of finance while

30.23 percent disclosed difficulty to forecast social and economic changes.
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There were still others, who reported dependency of plans on political
decisions, lack of qualified people, and difficulty to maintain employee

records.

Therefore, as the responses of the majority and the interview results with the
institute principals indicated, the implementation of human resource plans
mainly failed due to scarcity of finance. The institutes request for budget
from Regional TVET commission to employ and to provide promotion for
workers. Regional TVET commission may or may not allocate budget to fulfill
staff requirements for a given position in the Institutes. It is quite
discouraging for the institutes because they could not fill vacant position
through any mechanism considered appropriate due to lack of budget
(finance highly centralized at regional level). This, in turn, may limit the

practice of decentralization at institutional level.

3.2.2. The Practice of Recruitment and Selection Activities

Having determined the requirements of human resource, the next steps are
identifying the potential applicants and then evaluating their qualification
and experience to make selection. These activities require the application of
civil service personnel policies, procedures, recruitment methods and
selection criteria to avoid unfair personnel decisions. Methods and criteria of
selection use to specify the experience, education, ability, skill or knowledge
sought in candidates, relative to position descriptions and requirements.
Policies and procedures are used to promote or employ people strictly based
on merit and qualification. According to Webb, et al. (1987:235) sound
recruitment and selection policies and practices maintain employee morale

and faith in the recruiting committee, commitment to equity and fairness.
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Table VII: Descriptions of Recruitment and Selection Practices

No Items Resp Responses Table | Calcul
onde SA A UD D Sb Total value ated p-value
nts No %Yo No %o No % No Yo No % No | % of xz XZ
1 All vacancies are announced | T 9 2143 | 11 26.19 | 7 16.67 | 10 | 2381 | 5 11.90 | 42 | 100
with appropriate media. NTS |24 7039 |8 23:53 | - - 1 2.94 ! 294 |34 | 100
EPC |2 20 5 50 - - 2 20 ] 10 10 | 100
Total | 35 4070 |24 |2791 |7 8.14 13 |15.12 |7 |8.14 86 | 100 15.51 | 27.78* | .001*
2. Candidates are subject to | T 9 2143 |12 | 2857 | 8 19.05 | 10 | 23.81 | 3 7.14 42 | 100
detailed selection procedures NTS 12 {3824 |15 |44.12 |4 11.76 | 2 5.88 i 2.94 34 | 100
EPC |2 20 4 40 - - 4 40 - - 10 | 100
Total |23 |26.74 |31 [36.05 |12 | 1395 | 16 | 1860 |4 | 465 |86 | 100 1551 [ 1242 | 134
3 The Civil Service Personnel | T 3 7.14 14 13333 |17 |4048 |5 1191 |3 7.14 |42 | 100
Policies and procedures are | NTS | 9 2647 | 11 3235 7 20.59 | 3 8.82 4 11.77 |34 | 100
strictly considered. EPC 2 20 7 70 1 10 - = - = 10 | 100
Total | 14 | 1628 |32 |37.21 |25 |29.07 |38 9.30 7 8.14 86 | 100 15.51 | 14.32 .074
. Promotions and transfers are | T 10 2381 (12 |2857 |5 11.90 | 11 | 26.19 | 4 9.53 42 | 100
based on personal relations | NTS | § 2353 | 6 17.65 | 8 23.53 | 7 20.59 | 5 1470 | 34 | 100
rather than merit. EPC |- - 2 20 1 10 4 140 3 (30 10 | 100
Total | 18 2093 |20 |23.26 |14 |1628 |22 |2558 |12 [ 13.95 |8 | 100 1551 | 8.82 358
) Employment policies are | T 2 4.76 10 2381 | 9 2143 | 15 | 3571 | 6 1429 | 42 | 100
widely communicated among [TS 1 2.94 5 1471 | 9 2647 |11 | 3235 | 8 23.53 | 34 | 100
staff members. EPC 1 10 2 20 e = 4 40 3 30 10 | 100
Total | 4 4.65 17 19.77 | 18 | 20.93 |30 | 34.88 |17 | 19.77 | 86 | 100 1351 |57 673
6 Internal recruitment is| T 6 1429 |19 | 4524 |10 | 2381 |6 1429 |1 2.38 42 1100
considered before external | NTS 7 20.59 |9 26.47 | 8 2353 |6 17.65 | 4 11.76 | 34 | 100
recruitment is exercised. EPC |2 20 3 30 : 30 1 10 1 10 10 | 100
Total | 15 17.44 | 31 36.05 |21 | 2442 {13 | 1512 |6 6.98 86 | 100 1551 | 5.12 712
Note: - a=.05; T=Teachers; NTS=Non-teaching staff, EPC=Employment and promotion committee

SA=Strongly Agree; A=Agree; UD=Undecided; D= Disagree; SD=Strongly Disagree
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opposite. The rest 16.28 preferred to be indifferent. Thus, although the
portion of respondents seems exaggerated, one can see lacked fairness and

transparency in promotion and transfer of employee in the institute.

Item S of Table VII was asked to identify whether employment policies were
widely communicated among staff members or not. As shown in the Table,
only 24.42 percent of the total respondents reported affirmatively while
54.65 percent rejected to accept this idea. Hence, the employment policies of
the institutes were not widely communicated among the staff members. This
situation might reduce the motivation and commitment of the staff members,
as they would not have clear vision of promotion or transfer opportunities to

prepare themselves.

As item 6 of Table VII indicates, 53.49 percent of the total respondents
agreed that internal recruitments were considered very carefully before
external recruits while 22.09 percent showed their disagreement. The rest
24.42 percent reserved to decide on this issue. As these data show, the
practice of assessing internal sources of recruitment before external recruits
was fairly considered. This might have substantial contribution to reduce

cost of recruitment, dissatisfaction and staff turnover.

Chi-square tests calculated for items 2, 3, 4, 5, and 6, at a=.05 level of
significance and & degree of freedom, show that there were no statistically
significant perceptual differences between teachers, non- teaching staff, and
members of employment and promotion committee. This shows an
agreement of responses among the three groups of respondents with regard

to the practices of staff recruitment and selection in TVET Institutes of North

Shoa zone.
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Table VIII: Methods and Views of Employees in Recruitment and Selection Process

N Respondents Table Gty
o Items EPC (10) | Teachers(42) | NTS (34) Total(86) value | = o 1
= No [ % | No % | No| % |No| % of !
1| Methods mostly applied to employ
from external sources include:-
a)Personal contact with employees | 1 10 |4 952 2 5.88 7 8.14
b)Educational institutes candidates
graduated from 2 20 | 15 3578 [3 8.82 20 | 23.25
c)Job advertisement S 50 |7 16.67 120 |58.82 |32 |37.21
d)Professional associations 1 10 13 3095 |- - 14 16.28
e)Friends or relatives - - - - - - - -
f)Others 1 10 |3 7.14 9 2647 |13 | 15.12
Total 10 | 100 | 42 100 34 | 100 86 | 100 1551 | 26.34*
2| Conditions that frequently attract
candidates to the institute: **
a. Better working conditions 2 20 |13 30.95 1471 120 |23.26
b.Personal interest in the job - 40 | 24 57.14 [12 [3529 |40 |46.51
c. Better growth opportunities 4 40 110 23.81 |4 11.76 | 18 | 20.93
d.Fair management 1 10 |5 11.90 |2 5.88 8 9.30
e. Better payment - - 6 1429 |2 5.88 8 9.30
f. Absence of other job - - 11 26.19 |13 |[3824 |24 |2791
opportunities
g.others - - - - 5 1471 |5 5.81
NB: a=.05; **Multiple responses; NTS= Non-teaching staff;

*Significant Difference; EPC=Employment & Promotion Committee

In item 2 proportions were calculated from No of respondent
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In Table VIII, the methods and views of employees on recruitment and
selection processes were treated. As indicated in item 1 of Table VIII, 50
percent of the employment and promotion committee members and 58.82
percent of the non-teaching staff reported that the most commonly used
method of recruitmenl was job advertisement. On the other hand, 35.71
percent of the teachers were employed through educational institutes they
graduated from while 30.95 percent revealed professional associations. The
chi-square test result for 8 degree of freedom at a=0.05 level of significance
revealed that there was a significant difference between the responses of
teachers and the non-teaching staff. That is a considerable proportion of
teachers revealed educational Institutes as method or source of external
recruitment while 58.82 percent of the non-teaching staff pointed out job
advertisement. Thus, it may be fair to infer that the training institutes used
limited number of methods in the process of recruitment, which in turn

might restrict the attempt to attract as many quality applicants as possible.

Itemm 2 of the same Table discloses the conditions that were frequently used
to attract employees to the institutes. Hence, 46.51 percent of the total
respondents reported personal interest in the job. On the contrary, 27.91
percent reported absence of other job opportunities. It was also found that
working conditions, management, growth opportunities, payment and other
benefit conditions were unsatisfactory. As a result, workers might have low
morale and commitment to perform their tasks and they would leave their
jobs within short period. Thus, it may be inferred that the competition for
the consumption of candidates, particularly those scarce professionals,
might be very low due to the poor condition exercised to attract the desired

applicants.
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Table IX: Identifying Bodies Responsible for Recruitment and Selection Activities

[ Respondents (EPC)
; Items Human Resource Recruitment Selection
planning* process?* process?*
| No Yo No Yo No Yo
o Regional TVET Commission | 8 61.54 6 42.86 5 35.71
b. Committee established from
different department 3 23.08 8 57.14 8 57.14
¢. HR department - - - - 1 7.14
d. The Management Committee | - - - - - -
e. Others 2 15.38 - - - -

* Multiple responses

As Table IX depicts, both the Regional TVET Commission and committees
established in the institutes were responsible for planning, recruitment, and
selection of the professional workers. The Institutes were given full authority
to employ staff members with a qualification of diploma or less. The
interview held with the principals and the Regional TVET Commission
cxperts revealed that most of the time the commission employs the
professional staff for the institutes. However, the professionals were
reluctant to go to remote areas. This situational employment practice, both
at regional and local level, is important to attract as a number of applicants
as possible since the geographic region of recruitment (labor market)
influences both the pool of candidates and the cost of implementing selection
process. Here it should be noted that the practice of employing workers by
the two organizations independently would create redundancy unless it is

managed very carefully.
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Table X: Description of the Employment and Promotion Committee

. Respondents(EPC)
No liems No %
| Whether or not committee members receive adequate
orientation:

a. Yes , 3 30

b. No 7 70

Total 10 100
2 Reason for orientation was not given:

a) The committee members have the required skills - -

b) They are well cxperienced - -

c¢) No attention is given 5 71.43

d)Others 2 28.57

Total B 7 100
3 Whether or not committees succeed to attract good quality
of candidates:

a._ yes 4 40

b. No 5 50 N

c. Notsure 1 10

Total 10 100 N
4 Reason for failing to attract quality candidates:*

a) The Institutes low credibility - -

b)Unattractive working conditions 3 60

¢)Poor vacancy advertisements 2 40

d) low salary package 4 80

e) Others I 20 ]
Note: * Multiple responses;

In item 4 percentages are calculated from the No of respondents

As indicated in item 1 of Table X, 70 percent of the members of employment
and promotion committee confirmed that they received inadequate
orientation (or training) while the rest 30 percent opposed the same idea.
Thus, it is safe to infer that the committee members did not get adequate
training in accordance with their tasks so that they might have lacked the
basic skills in systematic selection techniques, which would result in unfair

selection decisions.

In 1tem 2 of the same Table, those who reported the inadequacy of
orientation were asked to argue the reasons. As depicted in the table, 71.43
percent reported that the superiors gave no attention. While the remaining

28.57 percent revealed lack ol skilled people to plan and provide orientation.

61



As the data show, the committee did not receive adequate orientation to
carry out its tasks effectively mainly due to lack of attention. Thus, the staff
management might have failed to identify weaknesses and strengths of the
committee to improve their efficiency and effectiveness in staff employment,
bromotion and development. However, as Webb, et al. (1987:78) stated the
process of developing and conducting all effective selection procedure

requires an extensive training, skill and experience.

In item 3 of Table X, the respondents were asked to assess whether
candidates attracted to the institutes have right qualification and practical
skills or not. Accordingly, 40 percent of the total respondents replied that
they had succeeded in employing people with the required knowledge, skills,
abilities and experience while 50 percent reported negatively. The main
reason for the failure to attract such quality people, as revealed by 80
percent of these respondents, was the low salary of employees, which lacks
flexibility. On the other hand, 60 percent reported unattractive working

conditions and 40 percent mentioned poor vacancy advertisement methods.

Interview with the principals revealed that the practice of recruiting
cmployees having the required qualification and relevant experience was
unsatisfactory. The Regional TVET Commission experts also emphasized
lack of professionals in the labor market, staff turnover, low salary and other
benefits as great challenges to attract and retain these personnel in the
institutes. Therefore, the institutes might have failed to examine their
attractiveness in terms of pay policies and practices as well as to improve

working conditions.
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Table XI: Methods and Criteria used in selecting the Staff

EPC=Employment and promotion committee

63

Respond High Average Low No Total DF | Table | Calcula
No Items ents value ted y* | p-value
No % No % No % No % No % of ¥
1 Experience EPC . 4 3 30 6 60 1 10 10 100 |
Relevant  to | T 11 26.19 |21 50 7 16.67 |3 7.14 | 42 100 |
the job NTS 9 26.47 |17 50 6 17.65 |2 588 |34 100 o
| Total 20 23.26 | 41 47.67 |19 22.09 |6 6.98 |86 100 | 6 12.59 | 10.93 .09
2 Interview EPC _ 1 10 5 50 3 30 1 10 10 100 ]
T 4 9.52 18 42.86 |10 23.81 10 [ 2381 |42 100 ]
NTS 4 11.76 |15 44.12 |8 o353 | 7 20.59 | 34 100 s
Total [ © 1046 |38 44.19 |21 24.42 18 [20.93 [ 86 100 [ 6 12.59 [ 1.07 98 |
3 Letter of | EPC 2 20 4 40 2 20 2 20 10 100 L
Recommendati | T 4 9.52 13 3095 [8 19.05 |17 [40.48 |42 100
on NTS 3 8.82 10 29.41 9 26.47 12 [35.29 |34 100
Total 9 10.46 | 27 31.40 [19 22.09 |31 36.05 | 86 100 [ 6 1259 | 271 .84
4 Practical skill | EPC 3 30 6 60 1 10 . - 10 100
T 14 33.33 |15 35.71 |9 21.43 |4 9.52 |42 100
NTS 4 11.76 [ 14 41.18 |6 1765 |10 [29.41 | 34 100
Total 21 24.42 |35 40.70 [ 16 18.60 | 14 16.28 | 86 100 |6 12.59 | 11.90 .06
5 Aptitude Test | EPC 2 20 2 20 5 50 1 10 10 100
T 3 7.14 10 23.81 16 38.10 113 [30.95 |42 100
NTS 7 20.59 |7 20.59 | 11 1447 |9 26.47 | 34 100
Total 12 13.95 |19 22.09 |32 37.21 |23 [26.74 | 86 100 [ 6 12.59 [4.83 .56
6 Interest in the | EPC 1 10 5 50 3 30 1 10 10 100
job T 12 28.57 |16 38.10 [ 10 23.81 |4 9.52 |42 100
NTS 5 1470 [13 3824 |10 2941 |6 17.65 | 34 100
Total 18 20.93 [31 36.05 [23 26.74 |11 12.79 [ 86 100 | 6 12.59 [4.00 68
7 Educational EPC 5 50 3 30 |2 20 - - 10 100
Qualification | T 23 54.76 [ 15 3571 [ 4 9.52 - - 42 100
NTS 16 47.06 | 10 2941 [8 93658 |- - 34 100
Total 44 51.16 |28 32.56 [ 14 16.28 |- - 86 100 [ 6 12.59 [ 2.84 .59
Note: - o=.05; T=Teachers; NTS=Non-teaching staff;



In Table XI, attempt was made to identify the methods and criteria used to
select both the teaching and non-teaching staff. As the table indicates, 83.72
percent of the total respondents confirmed that the criterion for staff
selection was educational qualification while 70.93 percent revealed relevant
ei{perience. Selection methods like practical skills, interest in the job and
interview also were given at least an average consideration in the process of
staff selection. Letter of recommendation and selection test, as reported by
58.14 percent and 63.95 percent of the total respondents respectively, were

given either low or no consideration during the selection process of staff

The chi-square test results calculated for each item (items 1 to 7) in table XI,
for a =0 .05 level of significance and 6 degree of freedom imply that there
was no statistically significant difference between the responses of the three
groups of respondents. Therefore, the institutes had used various criteria
and selection methods though each of those was not given strong attention.
The application of these different methods and criteria might increase the
chance of identifying candidate with suitable characteristics for selection and

those shortcomings to reject him/her from consideration,

3.2.3. Staff Utilization

Staff utilization requircs proper assignment of employees. Maximum
effectiveness of the staff could be realized only when everyone is placed to a
job which he can perform well. On contrary, misplacement of workers
contributes to low morale and commitments of workers who will end up in

psychological or physical withdraw (Ayalew, 1991:116).
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revealed the number of courses the teacher is teaching. The number of
students in a given seclion and non-classroom responsibilities were given
very low consideration. Hence, such assignment of teachers without
arranging balanced load distribution might have resulted in shortage of time

and energy to provide the training task effectively.

Table XIII: Teachers’ Assignment with regard to subject area of

training
Teachers
No Items No %
1 Teachers were assigned to teach in their:
a. Major areas 21 50
b. Minor areas 6 14.28
¢. Both major and minor 8 19.05
d. Neither major nor minor areas 7 16.67
Total 42 100
2 Reasons to assign teachers outside their major area:
a. Department in major area was closed 5 23.81
b. Shorlage of teachers 10 47.62
c. Simply assigned by superiors 4 19.05
d. others 2 9.52
Total 21 100

In item 1 of Table XIII, Leachers were asked concerning the subjects they
were teaching. Accordingly, 50 percent of the teachers reported that they
were teaching in their major areas, while the remaining 50 percent were
assigned outside their field of specialization. As teachers differ in ability,
interest, experience, etc., such assignment might have resulted in low
utilization of their knowledge, skills and abilities to improve quality of

training.

In the second item, those teachers who were teaching outside their rajor
arcas were asked to explain the reasons for such an assignment. As shown
in the Table, they described various reasons. Thus, 47.62 percent of these

respondents disclosed shortage of teachers in some fields. Some (23.81%)
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revealed that the departments in their major areas were closed while a few
reported that the departments in major areas were not opened yet.
Therefore, it may be inferred that the reasons for teachers assignment
outside their field of training among other things was the opening and
closing of departments without conducting critical study of the existing

workforce.

Table XIV: Conditions of Professional Support for the Staff

Academic . Nur-
kG Teachers teaching Total p| Table | Calcu
No Items staff F valu;e l:;ted
No |[% |Na |% |No |% No | % of x|
1 Do staff members
receive professional
support? 13 16190 |24 |57.14 {19 | 5588 56 | 57.73
a.  yes
b. No 8 38.10 | I8 | 4286 | 15 | 44.12 41 42.27
‘ Total 21 100 42 100 34 100 97 100 21599 0.21
[ 2 [[“yes”, the
professional support is
mostly provided by
a. Senior staff
members 5 38.46 | 11 4583 | 8 42.10 24 42.86
b. Department heads | 3 23.08 |3 12.50 | 5 26.32 11 19.64
c. Vice
Principal/administrators 3 23.08 | 5 2083 | 2 10.53 10 17.86
d. Regional TVETC
officials /experts 2 1538 |5 2083 | 4 21.05 11 19.64
e. Others - - - - - - - -
Total 13 100 24 100 19 100 56 100 8| 15.51 2.23
3 Is the professional
support adequate to help
staff development?
a. Yes 4 3077 | 9 37.50 | 7 36.84 20 | 35.71
b. No 9 69.23 | 15 | 6250 | 12 | 63.16 36 | 64.29
Total 13 100 24 100 19 100 56 100 2] 599 0.18

Note: a=0.05

In Table XIV, the current state of professional assistance to the staff was
treated. As the first item of this table shows, 57.73 percent of the total
respondents confirmed that both the teaching and non-teaching staff
received assistance, while the remaining 42.27 percent reported that no

professional assistance was given. Only 35.71 percent replied that the
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professional assistauice given was adequate while the remaining 64.29
reported the opposite (item 3). Hence, it was found that the professional
assistance given was insufficient to facilitate staff development. Therefore, it
may be concluded that staff management might have failed to provide the
riecessary support of employees to improve their personal performance and

institutional results.

In the second item of the same Table, those respondents wno reported item
1, positively were asked to specify the providers of the assistance. Thus,
42.86 percent mentioncd the senior staff members and 19.64 percent
revealed department heads. Moreover, 19.64 percent specified the Regional

TVET commission experts.

The chi-square test results for items 1, 2, and 3 at a = 0.05 and degrees of
freedom 2, 8 and 2 respectively, revealed that there were no statistically
significant variations between the responses of the teaching staff and non-
teaching staff. The respondents further explained that the inadequacy of the
professional assistance was occurred due to lack of budget, lack of technical

skills from educational managers and giving low attention to the assistance.
3.2.4. Arranging Induction Programs

Induction is an important activity to success of organizations. Because new
employees who undergone an effective induction program are likely to
perform their jobs better and quickly than those having no induction. They
are also less likely to leave their institutes at an early stage. According to
Glueck (1982: 326), orientation may increase the efficiency and effectiveness

of employees, and develop their satisfaction as well as feeling of certainty.

68



Table XV: State of providing Iuduction to Employees

‘ Iicspomlents & Frequency of Responses D Table | Calc
| No Items Teachers NTS Heads Total F value | ulate
! No| % |No| % | No| % |No| % ofy | dy

L

1 Whether or not
institutes provide
[ induction service: 19 4524 |16 |47.06 |12 |57.14 |47 | 48.45

a. Yes )
b. No 23 15476 | 18 52949 42.86 | 50 | 51.55
Total 42 | 100 34 | 100 21 100 97 | 100 2 15.99 0.83

Reason for not
offering induction:
a. It was costly . - -

b.It was time 2 8.70 1 5.56 1 [1.11 | 4 8

~_consuming
| ¢.No altention 19 | 8260 |16 | 88.89 |6 66.67 | 41 | 82
F was given 1\
d.Others 2 Is870 |1 [556 |2 2222 |5 |10 ‘
Total 23 | 100 18 100 |9 100 50 | 100 |6 | 12.59 2.36

Note: a = 0.05

As item 1 of Table XV depicts, 48.45 percent of the total respondents
confirmed that orientation was given whenever new employees come to the
institutes while the remaining 51.55 percent refused to support this idea.
The orientation program, as replied by the majority (82%) in item 2 of the
same table, was given no attention by the Institutes staff management. The
degrees of freedom for items 1 and 2 were respectively 2 and 6. The critical
value of o for each item was found to be greater than the calculated value of
v at a= .05 level of significance. Hence, there was no statistically significant

difference between the responses of the three study groups.

The training institutes [ailed to conduct orientation programs mainly
because of giving low attention to such programs. Hence, the staff
management might not help employees to develop a favorable attitude

towards the Institutes and to settle themselves into their new jobs.
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Table XVI: State of Staff Turnover in TVET Institutes

| Respondents D Table Caleul
| No Items Teachers(42) | Heads(21) | Total(63) F valuze of stedy’
No % | No % | No %o p g
| Staff turnover was:-
a. High 7 16.67 4 19.05 | 11 | 17.46
b. Medium 29 | 69.05 14 | 66.67 | 43 | 68.25
¢c. Low 6 14.28 3 14.28 | 9 14.29
~_d. Notatall - - - - - -
Total 42 1100 21 [ 100 |63 | 100 |2 ]5.99 0.06
' 2| Reason(s) for “High” staff
turnover: *
a. Dissatisfaction with the work | - - - - - -
itself
b.Dissatisfaction with the - - - - - -
supervision
¢. lack of promotion opportunity | 4 57.14 2 50 6 54.54
% d.Changes in working conditions | 2 28.57 1 g5 3 27.27
e. Low pay opportunity 5 71.43 3 75 8 72.73
t. Others - - - - - -
Note: - 0=.05; * Multiple Responses

In item 2 percentages are calculated from No of respondents

Table XVI reveals the state of staff turnover and investigation of the reason(s)
for high turnover. As the first item of Table XVI indicates, 68.28 percent of
the total respondents reported that staff turnover was medium. On the other
hand, 17.46 percent replied that the turnover rate was high while the rest
14.29 percent revealed that it was low. The chi-square test result, at a =.05
level of significance and 2 degree of freedom, showed that there was no
statistically significant perceptual difference between the respondents. From
these data, it may be observed that staff turnover was medium. This,
however, was not encouraging to the management of the institutes’ human
resource, particularly in the rural areas, where it was difficult either to

replace or to hire workers on the part-time basis.

The interview with principals and Regional TVET Commission experts also

disclosed severity of staff turnover in the institutes. This situation created
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problems to the management of human resource in institutes, particularly to

those having one person (trainer) in a department.

In the second item of Table XVI, those who reported “high” staff turnover
were asked to specify reason(s). As depicted in the table, 72.73 percent of
these respondents revealed dissatisfaction with low pay opportunities.
Moreover, 54.54 perceint replied lack of promotion opportunities and 27.27
percent revealed inconvenience of the working conditions. Surprisingly,
interview conducted with Regional TVET Commission experts disclosed the
above reasons in one or the other way for high turnover of staff. Therefore, it
is secure to infer that staff managers might not have identified and analyzed
the factors associated with staff turnover and correct them to reduce its rate.
As a result, employees leave their jobs whenever they obtain other

employment opportunities.
3.2.5. Staff Training and Development programs

Training &development (T&D) plans help an organization to balance the
available resources with its identified needs. Thus, TVET Institutes, being
organizations, should plan T&D programs by taking the internal and
external resources available as well as qualification required into
consideration (Martin and Jackson, 2000:87). Based on these plans and
need assessment, employees must adapt, learn new skills and acquire new

knowledge to enable them cope with different pressures.
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Table XVII: Provision of Staff Development Opportunities

Table

Respondents Calcul
No Items Teachers Heads NTS Total value R
No | % | No| % |No| % |[No| % of 2 | Med 2
1 Whether or not institutes had HR
development plans:
a) Yes 13 3095 |6 28.57 |17 20.59 126 26.80
b) No 28 66.67 | 15 71.43 | 25 73.53 | 68 70.10
c¢) I do not know 1 2.38 - - 2 5.88 3 3.10
Total 42 100 21 100 34 100 97 100 9.49 2.49
2 Whether or 1ot members had attended | |
training program for the last five years:
a)Yes 27 64.29 |19 90.48 |5 14.70 | 51 52.58
b)No 15 35.71 |2 9:52 29 8530 | 46 47.42
Total 42 100 21 100 34 100 97 100 5.99 33.99#
3 If “Yes”, the nature of the program was:
a) On the job training 4 1481 |2 10.53 |5 100 11 21.57
b) Off the job training 1 3.70 1 5.26 - - 2 3.92
¢) Further(in-service) training 15 55:56 | 13 68.42 | - - 28 54.90
d) Both on the job and off the job 7 2593 |3 1579 |- - 10 19.61
training
Total 27 100 19 100 5 100 51 100 12.59 | 24.14%
4 The organization that provided
opportunity of training program was: **
a)The Ministry of Education 30 7143 |13 61.90 | - - 43 68.25
b)The Institutional Effort 6 1429 |1 4.76 - - 7 11.11
c) Personal Effort 8 19.05 |2 9.52 - - 10 15.87
d)The Regional TVET Commission 14 3333 | 11 52.38 |- - 25 36.68
¢)Others 1 2.38 - - - - 1 1.59

Note: a=.05; * Significant difference; **Multiple Responses;

In item 4 percentages are calculated from No of respondents
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In the first item of Table XVII, the respondents were asked on the existence
of T&D plans. Accordingly, a few (26.80%) replied affirmatively while a
considerable portion (70.10%) reacted in opposite manner. The chi-square
test result, for a=.05 level of significance at 2 degree of freedom, showed that
there was no statistically significant variation between the responses of these
oroup of respondents. As the Table shows, the institutes did not have clear
training and development plans. Thus, it is secure to infer that these
programs in the training Institutes might have lacked the full support of

principals (top management) and involvement of other staff managers.

As shown in the second item of Table XVII, 64.29 percent of the teachers,
14.70 percent of the non-teaching staff and 90.48 percent of the academic
heads confirmed their participation in training programs. While 35.71
percent of the teachers and 85.30 percent of the non-teaching staff refused
to accept the same idea. The chi-square test result at a= .05 level of
significance for 2 degrec of freedom implies that there was statistically
significant perceptual dilference between the teachers, non-teaching staff

and the academic heads in the provision of staff T & D programs.

In the third item of this Table, the respondents who replied item 2 positively
were asked to sort the type of programs they were attending. As displayed in
the Table, 55.56 percent of the teachers and 68.42 percent of the
department heads revealed in-service (summer) education, which was
provided to up grade them from diploma to a first degree. On the other hand,
only 14.70 percent of the non-teaching staff reported that they had attended
on the job training and nothing else. So, it seems logical to mention that the
non-teaching staff had received little attention to improve their required
knowledge, skills and abilities. The reasons for such very low T& D programs
for the non-teaching staff might be lack of finance (budget) and giving
priority to the teaching staff. However; as Webb, et al. (1987: 240) suggested

the finance expended in training programs for the non-teaching staff is small
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as compared to the dissatisfaction, inefficiency, ineffectiveness and staff

turnover resulting from lack of such programs.

The chi-square test result revealed that there was a statistically significant
difference between the responses of these groups. The variation might have
occurred because of the difference between the responses of the teaching
staff and the non-teaching staff. Therefore, the training and development
programs offercd to improve the qualification of the staff members were
inadequate to satisfy both the institutes’ objectives and personal needs of the
staff. Hence, staff managers might have lacked one of the core elements in
the process of developing employees since training and development provides

job-related skills and knowledge to improve their performance.

As disclosed in item 4 of Table XVII, 68.25 of the total respondents
acknowledged the Ministry of Education for providing opportunity to training
programs while 39.68 percent specified the Regional TVET Commission. It is
only 11.11 percent, who revealed Institutional efforts. Hence, the TVET
Institutes had a minimum role in conducting training programs. This might
have indicated low commitment of the institutes to provide the necessary

skills for their employees to perform their jobs competently.
3.2.6. Performance Appraisal of Employees

Performance appraisal should be prepared based on both employees and
their supervisors’ agreement. Employees need to understend its purposes
and perform their jobs based on such pre-determined plans so that
evaluation will be fair and transparent. Regarding this issue, teachers and
non-teaching staff were asked how they were appraised and what its

intention was in the institutes.
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Table XVIII: Purpose and methods of Employees’ Performance Appraisal

Teachers NTS Total D | Table | Calcu
' No Items F | value | lated

No | % No | % No | % of 2 |2

Whether or not I[nstitutes

appraise employees based |

on their job: '

a. yes, always 22 | 52.38 15 | 44.12 37 | 48.68

b. yes, some times 13 13095 |9 26.47 |22 | 28.95

c. No 7 16.67 |10 | 29.41 17 | 22.37

B Total 42 | 100 34 | 100 76 | 100 21599 1.76
2 The purpose of

appraising in the institute

Was:

a. to determine future use

of employees 17 | 40.48 |12 | 3529 |29 |38.16

b. to assess training needs | - - - - -

c. to increase payment | - - - - -

based on merit

d. to motivate employees to

do better on the present job ‘
11 |26.19 |9 26.47 |20 | 26.32

e. | do not know 6 14.28 |7 20.59 13 | 17.10

{. Others 3 19.05 |6 17.65 14 | 18.42

Total 42 | 100 34 | 100 76 | 100 5111.07 ]0.58

Note: a=.05; NTS= Non-teaching staff

As item 1 of Table XVIII indicates, the question was asked to identify how
employees were appraised in TVET institutes. Accordingly, 48.68 percent of
the total respondents revealed that employees were always appraised based
on their job performance. On the other hand, 22.37 percent opposed this
idea while 28.95 percent pointed out that they were sometimes appraised on
their job performance. The chi-square test result, at 2 degree of freedom and
a =.05 level of significance, implies that there was no statistically significant
difference in the perceptions of teachers and non-teaching staff. Thus, about
51.32 percent of the employees were appraised either by disregarding duties
specified in their jobs or by adding other factors not specified in their jobs.
This probably would have lead to subjectivity and unfair evaluation of

employees’ performance.
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In the second item of Table XVIII, teachers and non-teaching staff were
asked to disclose the purposes of performance appraisal in the institutes. As
shown in the table, 38.16 percent of the total respondents replied that it was
used to determine future use of employees while 26.32 percent revealed that
it was used to motivate employees to do better on their current jobs. The x2
test result, at 5 degree of freedom and a=.05 level of significance, shows no
statistically significant perceptual difference between the two group of
respondents regarding the purposes of performance appraisal in the training
institutes of North sliva Zone. Decisions about payment, training needs,
poor performance, etc. were not based on results of appraisals. Therefore,
appraisal in the training institutes might have been conducted in a way,
which neither enhance workers’ potential nor link individual performance to

attainment of institutional objectives.
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CHAPTER FOUR
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

This chapter presents the summary of the major findings of the study,
conclusions drawn from these findings and recommendations that are

suggested to alleviate the problems.
4.1 Summary

The purpose of this study was to assess the practices, problems and
prospects of managing human resource in TVET Institutes of North Showa
Zone. The study focused particularly on planning, recruitment, selection,
utilization, training and development and performance appraisal of the staff

in the Institutes of North Shoa zone.

In order to achieve this purpose of the study, the data were collected from
three TVET Institutes mainly through questionnaire. Interviews were also
conducted with principals of Institutes and experts from the Regional TVET
Commission. The data were analyzed by employing relevant statistical tools
such as percentages and chi-square test. Based on the analysis made, the

major findings of the study were summarized as follows.

4.1.1. Out of the total teaching staff of the training institutes, 25.40 percent
had the requisite qualification. Almost all the non-teaching staff had a

qualification of diploma or less.

4.1.2. The majority of teachers (78.57%) and non-teaching staff (70.59%)
agreed that there were well developed strategic plans at Institutional level,
which were fairly communicated among the staff members. However, human
resource plans, as revealed by 47.37 percent of the respondents, were not
well developed at both institutional and departmental levels. Moreover, the

existing human resource plans were not integrated into the strategic plans.
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41.3. The TVET Institutes, as revealed by a considerable proportion
(61.63%) of the total respondents, lacked an organized practice of forecasting
staff needs in both number and type of employees. This was due to firstly,
the low attention given to this activity; secondly, lack of data on the expected
number of trainees to be enrolled in advance; and thirdly, the shortage of

skilled personnel to analyze staff needs.

4.1.4. Of the total respondents, 41.86 percent revealed that the main factor
affecting implementation of human resource plans was financial scarcity
while 30.23 percent reported difficulty to forecast social and economic
changes. Other factors included dependency of plans on political decisions,
lack of well-established database for personnel decisions and the lack of

qualified personnel in the labor market.

4.1.5. As 53.49 percent of the total respondents revealed, the civil service
personnel policies and procedures, though not communicated widely among
the staff, were considered to some extent in dealing with human resource
matters. Moreover, internal recruitment potentials and selection procedures
were fairly considered in relation to vacant positions. However, the practice
of advertising vacant positions was not satisfactory to attract as many
applicants in the professional fields as possible. Promotion and transfer, as
44.17 percent of the total respondents indicated, were not free from personal

relations with decisive bodies.

4.1.6. There was a practice of applying a few methods in the recruitment
process. These include contacts with colleges candidates graduated from (as
reported by 35.71% teachers) and professional associations (reported by
30.95% teachers) to attract the professional staff. Conversely, 58.82 percent
of the non-teaching stafl reported Job advertisement while 26.47 percent
revealed transfers from other organizations as the most widely used methods

in the employment process. The institutes failed to use many recruitment
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methods such as referrals, contact with employees, employment agencies,
ctc. which might increase the opportunity of obtaining an adequate pool of

desired applicants.

4.1.7. Most of the staff members (46.51%) were frequently attracted to apply
for working in the institutes due to their personal interests in the job while
some (27.91%) came due to absence of other job opportunities. The
recruitment programs in the training institutes failed to attract an adequate
number of qualified applicant pool. The main constraint for the failure to
attract such personnel, as majority (80%) of the total respondents revealed,
was the low salary scheme. On the other hand, 60 percent reported
unattractive working conditions and 40 percent revealed poor vacancy

advertisement practices.

4.1.8. The Institutes had employment and promotion committee (EPC) for
staff planning, recruitment and selection. As 70 percent revealed, the
committee members were not given adequate training or orientation in
systematic recruitment and selection methods. The main reason for this, as
71.43 percent ol the respondents reported, was lack of attention from staff
management. Another reason, as 28.57 percent revealed, was shortage of

skilled person to plan and provide orientation program.

4.1.9. In the Institutes, 83.72 percent of the total respondents reported
educational qualification and 70.93 percent revealed work experience as the
main selection criteria. While 65.12 percent replied practical skills, 56.98
percent revealed interest in the job. Moreover, as 54.65 percent revealed
interview was given [air consideration in the process of staff selection.
However, each criterion and method was not given equal weight of
application. For instance, letter of recommendations, selection tests, etc.

were given very low considerations.
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4.1.10. Teaching load, as reported by 57.14 percent, was determined by the
department heads and members of the department together. The vice
principal and department heads had some contributions. The major factors
considered in this assignment, as revealed by 61.90 percent and 60.32
pércent of the respondents, were nature of the course and the number of
courses the teacher is teaching respectively. Factors such as number of
trainees in a section and non-classroom responsibilities were given low
consideration. Moreover, about 50 percent of the teachers were assigned to
teach outside their field of training. The main reason for this was shortage of
teachers in some fields. They also revealed that the departments in their

major areas were either closed or not opened yet.

4.1.11. Slightly more than 50 percent of the respondents asserted that the
professional assistance, mostly provided by senior staff members and
sometimes by department heads and Regional TVET Commission, was not
adequate to help for stafl development. The major constraints to this were
lack of adequate budget, shortage of technical skills from educational

managers and the low consideration given to this program.

4.1.12. Staff turnover in the training institutes, as confirmed by 68.28
percent of the total respondents, was medium. This, however, had been
severe problem for the Institutes, particularly located in the rural areas, as
there was no opportunity to either replace or obtain an overtime worker. It
was reported that dissatisfaction with low salary, lack of promotion
opportunities and inconvenience of the working conditions were the major
factors for the staff members to leave their jobs. The low salary of employees,
as reported by the majority (72.73%), could not satisfy their personal needs,

therefore, they prefer to leave jobs whenever they get the opportunity.
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4.1.13. As 70.10 percent of the total respondents revealed, the Institutes did
not have staff development plans. However, 64.29 percent teachers, 90.48
percent academic heads and 14.70 percent non-teaching staff reported their
participation in training programs for the last five years. In other words,
tfaining programs were provided without balancing the availability of
resources and training needs. As a result, 60.87 percent of the teaching
(training) staff revealed that in-service (summer) education was offered to up-
grade them from diploma to a first degree while the non-teaching staff was
given almost no training. Shortage of finance to conduct this program, lack
of competent people to identify training needs and remoteness of the
institutes from colleges that provide training were the main factors to this
failure. The majority (68.25%) of the respondents revealed that most of the
training and development opportunities had been provided through the MoE
while the training Institutes had a minimum role in arranging these

programs.

4.1.14. As more than 50 percent of the total respondents reported
performance appraisal was not conducted based on job performance.
Employees were not involved in the process of appraisal so that it was not
well understood. It was used to some extent in determining future use of
employees and in motivating them to perform better on their present jobs. It
did not address decisions about promotion, training, payment and other

benefits.

4.2, Conclusions

Based on the findings of the study the following conclusions are drawn.

4.2.1. The training institutes of North Shoa zone failed to plan HR needs
appropriately. Thus, recruitment and selection of the staff was conducted
without a predetermined plan, which might result in an inappropriate

recruitment, selection and assignment of employees.
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4.2.2. Recruitment policies and practices had been applied in ways that

improve fair decision in external recruitment. However, they failed to address

appropriate promotion and transfer of employees.

4.2.3. The training institutes did not plan as many methods for attracting
sufficient flow of desired applicants as well as did not define and apply
relevant recruiting requirements as possible. Therefore, recruitment methods
and conditions applied were not efficient and effective to attract an adequate
pool of qualified applicants. This, in turn might result in failure to compete
for the share of those talent personnel with other organizations by applying

only a few mechanisms.

4.2.4. The members of EPC would not have the competence on recruitment
and selection methods due to lack of relevant orientation. This situation
might open door for the selection of candidates with inappropriate

qualification and rejection of those with the desired qualification.

4.2.5. Selection of candidates for employment requires methods and criteria
to identify skills, knowledge, experience and attributes of employees needed
for effective performance. Therefore, TVET Institutes of North Shoa zone
devised and applied certain useful criteria and methods of employee
selection. The application of these methods and criteria although, each was
not given equal weight, might have a substantial contribution to increase

reliability and validity of selection methods.

4.2.6. The Institutes failed to assess their potentials (demand and supply) of
trainers in detail before beginning various new occupational and training
fields. Moreover, the assignment of employees did not give emphasis to their
qualification, experience, ability and interest. As a result, training institutes

of North shoa zone failed to identify and plan opportunitics for improving
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staff utilization. This might influence the provision of quality training

because the potentials employees were not exploited properly.

4.2.7. Employees need regular guidance and support for the implementation
of their institutional objectives. The staff management, however, did not
organize, motivate, equip and direct workers to perform with their highest
possible levels. Thus, the professional support of employees might influence

the improvement of personal performance and institutional results.

4.2.8. The principals and other concerned educational managers of the
training institutes seemed to be reluctant to help employees settle and
become effective workers by identifying factors, which were associated with

staff turnover and correcting them.

4.2.9, Training and development programs help employees perform
effectively and give a chance of personal growth and satisfaction. These
programs also have a useful stake in enhancing employee retention and
loyalty. The institutes’ managers, could not manage both performance (short
term) and adaptability (long-term) needs. Therefore, training and
development program lacked the support of top management (principals, vice

principals) and commitment of the institutes to their employees.

4.3. Recommendations

Based on the findings obtained and conclusions drawn, the following
suggestions are forwarded to improve practices of managing human resource

and to alleviate the above-mentioned problems of TVET Institutes.

4.3.1. To improve the management of human resource in the area, the
personnel concerned with those activities (including those in the EPC)
should be well qualified and experienced. Moreover, these personnel should

be trained regularly to acquire the necessary skills for improving their
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accuracy and fairness. Most of the HRM functions in the institutes failed due
to lack of attention. Hence, they should be given a fair share of educational
managers’ attention to attain the objectives of the Institutes. The Regional
TVET Commission also has to develop the managerial skills of principals and
pfovide more autonoimy to the TVET Institutes for managing their human

and financial resources.

4.3.2. For improving the shortage of qualified staff, the REB, Regional
Capacity Building Burecau and MOE together should find ways to expand
colleges that train teachers and other professionals of TVET Institutes. In
addition to this, private colleges should be encouraged to provide training for
technical and vocational professionals on various fields. Increasing salary
and other benefits for those professionals, particularly to those in the rural
areas, will help to attract the desired applicants. This, in turn, enables the
Institutes to compete and share those scarce personnel with other

organizations.

4.3.3. TVET institutes demand financial investment. To improve the financial
problems of the Institutes, the Regional TVET Commission should allocate
adequate budget. It also requests the Institutes to create and expand their
own income generating activities such as production unit, cost sharing with
those who use training products, and other service giving activities (e.g.

providing training to individuals or organizations in different fields).

4.3.4. Every employee should obtain appropriate promotion and transfer
opportunities. Vacant positions should be advertised in appropriate media
(newspaper, radio, etc.); labor market information system and application of
different recruitment and selection methods must be strengthened so that

maximum applicants will be attracted.

4.3.5. For effective utilization of the staff, TVET Institutes and Regional TVET

Commission should have a strong communication link. The Regional TVET
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Commission also should develop monitoring and evaluation system and
extend this to Institutional level. Before training fields are opened and/or
closed, analysis to determine the number and type of labor required and
available in various occupational fields may be important. However, it should
be noted that training is offered in line with the regional development plan.
Such an analysis will help the Institutes to enroll trainees according to their
plans, to improve the assignment of employees on their field of training and
enhances staff utilization by reducing the mismatch between supply and
demand of labor. Moreover, all newly recruited employees should be oriented

(trained) properly, particularly with job they are assigned to perform.

4.3.6. The professional assistance given to the staff will be improved by first
training senior staff members, academic heads and administrative heads
with the techniques of supervision. The Regional TVET Commission also
should assign well-qualified and skilled supervisors at regional level and

provide unreserved support to the Institutes.

4.3.7. The staff management should make training and development plan by
conducting need assessment. This activity requires assignment of skilled
personnel. Thus, TVET Institutes, Regional TVET Commission, Regional
Capacity Building Burcau and REB officials should work together in
preparing training and development plans. A continuous and objective
performance appraisal of employees will help to identify training needs.
Based on needs assessment, employees should be provided with continuous
and complete training Lo keep up-to-date their knowledge, skills and ability.
It may also be appropriate to provide managers of the institutes and other
staff with refresher courses to introduce themselves with technological

changes.

4.3.8. Working conditions including workload assignment, staff selection
decisions, staff supervision, improvement practices, facilities, etc. should be

revised constantly and immediate improvements must be made.
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Appendix A

ADDIS ARABA UNIVERSITY .
School of Graduate Studies

Department of Educational Planning and Management

Questionnaire to be completed by Trainers (Teachers) of TVET

institutes
Dear respondent,

The purpose of this research questionnaire is to collect informatior.
ideas and opinions of TVET teachers (trainers; about the practices,
problems and prospects of managing human resources in TV
institttes, particularly in North Shoa Zone. Your responses o all items
in this guestionnraire would be of great importance to the success of this
study. Therefore, you arve kindly requested to respond honesty and

rankiy (o the question items provided

vour responses will be kept strictly confidential and will bhe uscd for

aendemic purpose enly
Thank you for vour cooperation!

General Directlions
. You do not have 10 write vour name
[f. Indicate your opinion by putting an “X” mark {or questions witi

rating scole {choices) or write your response in briet whernwve:

necessary 1 the blank space provided.



Personal Information

1. Age a) Less than 25 yrs [ ]
(] d)37-42yrs []

2. Sex a) Male

3. Academic qualification a) Below Diploma [ ]
C) First degree []

b) Female

4. Total years of service in teaching

b) 25-30 yrs [ |
e) 43 yrs and above [ ]

d) second degree & above [ ]

b) Diploma

¢) 31-36 yrs

[]

| Service Less than 5 | 5-8 9-12  [13-16 | Over 16 Li
In this institute ‘
in other organization “Jl

| Total ﬁr

, _

iI. Issues on Human Resource Management

1. The following items are asked to identify whether they are practiced or

not Please indicate the extent of your agrecrment or disagreement by

putting an “X” mark avainst each statement. The numbers indicate:
& s

5= Strongly Agree;

2= Disagree;

4= horee:

3= Uncertain;

I= Strongly Disagree

| No . . | Scale |
! Question items 4132 }J
[ 1.1 | The institute has a clearly defined strategic plan. |
| 1.2] The strategic plan is well communicated with all .
| members of the institute. | N
1.3 | The institute has a clearly defined human resource |
L | plan. | L
| 1.4 |ihe institute human resource plan is linked with its | E I
| |stategic plan. —
1.5 Fach department has well defined human resource | |
. _r_plans.___ B ! J” |
1561 Principals of this institute have a clear direction for Lhe N
! | next five vears in advance, | ! o

Bassea




Does the institute forecast its human resource requirement at least

for five years?  a)Yes [] b) No [] ¢/ Idon’t know! |

- if your response to question No 2 is “No”, what do you think would be

the possible reason (s)? (One or more response is possible)

a} Lack of attention to identity staff needs [ ]

b) Lack of enough time to identity staff needs [ ]

¢} Lack of talent people to analyze staff needs [ ]

dj Lack of data on the expected number of trainees that wilj b
enrolled in the next five years [ ]

¢) Other (please specify)

What factors do you think limit implementation of human resource
plans in your institute? (One or more response is possible)

a} The plans depended on political decisions [ ]

b} Difficulty to forecast social and ecconomic changes L

¢} Difficulty to maintain complete and accurate employee records for
the last five years [}

d) The scarcity of finance []

¢} Lack of qualified people in the labor marlket [ ]

i) Others (please specify)

Ul

For the following list of statements, please indicate your agreement
or disagreement, by marking an “X” against cach item 1o show the

application of each statement in your anstitute. The numbera

indicate:
o= Strongly Agree; 4= Agree; 3= Undecided;

2= Disagree; I=strongly Disagree



|

ILNO ll Items PS
‘!“5.1 All vacancies are announced with appropriate
i | media before they are occupied _

! | Candidates are subject to detailed selection
procedures in relation to the vacant position | |
| before they are employed. |
| The Civil Service Personal Policies and
!procedures are strictly considered in dealingl

ﬁg__‘

| with human resource matters.
5.4 |
| personal

relationships with superiors or

_| influential political bodies rather than merit, |
Employment policies are widely |

_cemmunicated among the staff members. 0

Internal capabilities are considered very
_| carelully before external recruits are hired.

|
Promotions and transfers are based on" f

6. How did you get employed in this institute? Through

a) Personal contact with the institute [ |
D} Bducational establishment you graduated from [ ]

R |

¢) Job advertisement (newspaper, notice board ete) |

dl Professional Associations [
¢} riends or relatives [

f) Others (piease specify)

7. What are the condition

s that attracted you most to be emploved ir

this institute? (

Ycu can give more than response).

1

a) Better working conclusions [7]
b} Personal interest in the job []

) Better growth opportunities []

d) Fair management [ ]

¢) Better payment ||

) Absernice of other job opportunities L]

) Others {please specily)



8. The following items are factors that need to be considered in selection
and employee process. Indicate the degree of their consideration, by
putting an “X” mark against each item, in selecting staff members in
vour institute. The scale indicates:

4= High consideration; 3= Average consideration;

2=Low consideration; 1= No consideration at all

:
‘ Scale
No Items
. - 4 13/2 |1
8.1 | Experience relevant to the job/teaching )
8.2 | Interview _ 1
8.3 | Letter of recommendation ]
| 8.4 | Practical /industrial skills
. : o
| 8.5 | Selection tests
) = . v e T T
‘__{3)“.0 | Interest in the 10b or training N
lF“j Educational qualification J
‘78.8 If any other (describe a indicate the consideration)
1 8.9
ls1of LT
9 Does the institute arrange induction (orientation) program whenever
new employees join the institute?
aj Yes [ b) No ]
1C. If your response in question No 9 is “No” what do vou think 1s (are)
the reason(s)? (More than one responses is possiblej
a) it is costly [ ] b) It is time consuming [ ]
¢) The mstitute does not give attention to orientation pregrams [ |
d) Others (please specify) i e
11 At present you are teaching in:
a) Your major area [ ] b) Your minor arca |
¢} Both your major and minor area [ ] d) outside your fieid of

training | |



17. Do staff members receive professional support from education

managers and other concerned bodies?
a) Yes [ ] b) No [ ]
18. If your response in question no 1% is “Yes”, who provide professional
most of the time?
aj Senior staff members [7] b) Department heads [ ]
¢) Vice principals []

dj Regional TVET commission officials] |

1S. Do you think the support offered is adequate to help for staff

development? a)Yes [ ] b) No []
20. Does the institute have a clearly defined human resource
development plan?  a) Yes [ ] b) No [ ] ¢) I don’t know []

21. Do staff members in the institute obtain training to improve their

T T . <7 [~ —y

abilities? a) Yes [ ] b) No [ ]
22. 1f your response in question No 21 is “Yes”, what was the training
program?

|

a) On the job training [] b) Off the job training ||

¢) Summey (in-service) training ]
d) Both on the job and off the job training []
23. In the past five years most of the opportunities of further education
are provided (More than one response 1s possible)
aj By the Ministry of Education L]
b} Through the institutional effort L]
¢) Through personal effort [7]
d) By the Regional TVET Commission [7]
e} Others (please specify)



1. Personal Information

1. Age a) Less than 25 yrs [[] Db) 25-30 yrs [ ¢) 31-36 yrs [_

d) 37-42 yrs [] ¢) 43 yrs and above [ ]
2.Sex  a) Male[_| b) Female [_|
3. Academic gualification
a) Below Diploma [ ] b) Diploma []
C) First degree [_] d) second degree and above (]

4. Total years of service

Over 16 |

13- 1707

f————

|r Service B TWL(:SS than5 |5-8

| In this 1;1%[1tut€
| In other institute
_Total

T
7
F

i), Issucs on Staff utilization and Professional Development

t In vyour institute, who decide on the number of teaching ioads for
canh teacher /trainer?
a) Vice Principal [] b) Department Head [ ]

¢} Department head and members of the deparumnent ]

d) Others (please specify)

5 What are the factors considered in determining teaching load of
teachers m vour institute?

a) Number of students in a given section L]

b) Nacure of the courses [_]

) The number of preparaticns jcourses of the teacher ]

d) Other non-class room responsibilities []

¢) Others {please specily)
. Did teachers get professional assistance from educatonal managers

and or other concerned professionals?

@) Yes [ b) No [ ]



11. Does the institute have staff development plan?

a) Yes [ ] b)No [] c¢)Idont know [ ]

12. Do staff members in the institute obtain training to improve their
abilities? a) Yes [] b) No []

13. If your response in question No 12 is “Yes”, what was the training
program?
a) On the job training [ ] b) Off the job training []

¢) Summer (in-service) training [ ]
d) Both on the job and off the job training [ ]
14. Most of the opportunities of further training are provided
(More than one response is possible)
a) By the Ministry of Education [ ] d) through personal effort [ ]
b) By the Regional TVET Commission [ ]
¢) Through the institutional effort ]

¢} Others (please specify)

I5. In your opinion, what are the major problems in the utilization of

tecachers?

16. In your opinion, what are the major problems in the professional
cdevelopment of teachers (trainers)?

a)

b) .

o) _ ) o

17. What do you suggest to solve the aforementioned problems?

a .
b) _

) R




. Personal data

1. Age a) Less than 25 yrs[] b) 25-30 yrs []
¢) 31-36 Yrs [ | d) 37-42 Yrs [ ]
€) 43 Yrs and above []

2. Sex a) Male ] b ) Female[ ]

3. Academic qualification
a) Below grade12 [] b) Grad12  c¢) Below diploma [ ]
d) Diploma [ ] e) First Degree []
f) Second degree and above [ ]
4. Current position
a) Clerical employee [] - b) Professional employee |
¢) Administration ] d) Support staff L]
¢} Senior management [_| 1) others (specify) _ e
. Total years of service
E_ meloymegt _L Lass than S“E—EEM;T 12 12-16 | , [ Over 15 |

| A ;\3 a teacher - | ! ___%___ - : _—:—_—J
I Admuy_by_ ation ' b — __H___.ﬁ4
As a mmember of f | |

employment and
LPromotion committee

il Issues on Human Resource Management
1. Who is responsible in the human resource planning in your institute?
a) The Regional TVET Commission []
b) The committee established froin different departments []
¢) The human resource department [
d) The institute management committee L]
¢} Others (please specify) —
2. Does the institute anticipate the Institutional human resource needs
for at least five years?

a) Yes [] b) No[] ¢) I den’t know [



“,

3. I your response in question No 2 is “Ne” what do you think is (are)

the reason(s)? (More than one responses is possible)

a) Lack of enough time to identify staff needs [ ]

b) Lack of competent personnel to identify staff needs []

¢) Lack of information on the expected number of student enrollment L]
d) Not certain [

¢} Others (please specify)

What factors do you think limit implementation of human resour:

plans in your institute? (One or more response is possible)

B,

a) The plans depended on political decisions (]

b) Difficulty to forecast social and economic changes |[]

¢) Difficulty to maintain complete and accurate employee records for
the last five years [ ]

d) The scarcity of finance [ ]

e) Lack of qualiied people in the labor market L]

fy Cthers iplease specify) _

5. Recruitment of the institutional staff is a responsibility of:

aj The Regional TVET Commission L

b) The committee established from different departments L]
¢) The hurman resource department L]

d} The institute management committee ||

e) Others (please specify)

Who c:firries out the selection process to fill the Institutes’ vacant
positions?

a) The Regional TVET commission [7]

b) The committee established form different departments [

¢) The human resource department []

d) The institute management committee[ |

e) Other (please specity)



7. As you are concerned with recruitment and selection process, did you
get training or orientation in systematic selection techniques?

a)Yes [] b) No []

8. If your response in question No 7 is “No”, what do you think is (are)
the reason(s)?

a) The committee members have the necessary skills

b) The committee members have the experience

c) No attention is given to the orientation programs

d) Others (please specify)

9. What is (are) the method(s) the institute use most to recruit its staff?

(More than are response a possible)

a) through educational establishments L]
bj Job advertisement [ ]

¢) Through professional associations| ]

d) Personal contact with employees []

e) Other (specify)

i@ The following list of statements is some of the recruitment and

selection practices. Please indicate your agreement or disagreement, by
marking an “X” against each statement to show the application of each

statement in your institute. The numbers indicate:
5= Strongly Agree; 4= Agree; 3= Undecided:

2= Disagree; I=strongly Disagrce



No Items 5 (4 (3 |2 1

10.1 | All vacancies are announced with appropriate E
media before they are occupied !
|

10.2 | Candidates are subject to detailed selection
procedures in relation to the vacant position
before they are employed.

10.3 | The Civil Service Personal Policies and
procedures are strictly considered in dealing
with human resource matters.

10.4 | Promotions and transfers are based on
personal relationships with superiors or
influential political bodies rather than merit.

10.5 | Employment policies are widely
communicated among the staff members.

10.6 | Internal recruitment is considered very
carefully before external recruits are hired.

11. The following items are factors that need to be considered in
sclection and employment process. Indicate the degree of their
consideration by putting an “X” mark against each item, in selecting

staff members in your institute. The scale indicates:

4= High consideration; 3= Average consideration
2=Low consideration 1= No consideration at all
_ Scale .
No Items 4 3|2 ¢ j

11.1 Experience relevant to the job

11.2 | Interview

11.3 | Letter of recommendation
11.4 | Practical /industrial skills

—————

11.5 | Selection tests

11.6 | Interest in teaching (training )

11.7 | Educational qualification

11.8 | If any other (describe a indicate the consideration)

11.9




12. How does the institute attract potential applicants? (One or more
response is possible)

a) Practicing better working conditions

b) Providing growth opportunities

c) Encouraging candidates to develop interest in the job

d) Providing better payment

e) Exercising better payment

f) Others (please specify

13. Do you think that good quality (high caliber) applicants apply for

vacant positions in your institute? a) Yes [ ] b) No [ ]

14. If your response in question No 13 is “No”, what do you think is (are)
the reason(s)? (One or more response is possible)

a) Low credibility of the institutes [ ]

b) Unattractive working conditions [ ]

¢) Poor vacancy advertisement [ ]

d) Low salary package [ ]

e) Others (please specity)

15. What should be done in the future regarding the management of
human resource in the institutes?

a) Training more teachers for RVET institutes [ |

b) Increasing salary and other fringe benefits [ ]

¢} Improving the institutes’ working conditions [ |

d) Others (please specify) __




16 In your opinion, what are the strengths of the institutional staff

planning, recruitment and selection practice?

17. In your opinion, what are the weaknesses of the institutional steff

recruitment and selection practice?




Appendix D

ADDIS ABABA UNIVERSITY
School of Graduate Studies

Department of Educational Planning and Management

Questionnaire to be Completed by Members of the Non-Teaching

Staff in TVET Institutes

Dear respondent,

The purpose of this research questionnaire is to collect information,
ideas and opinions of the non-teaching staff about the practices,
problems and prospects of managing human resources in TVET
Institutes, particularly in North Shoa Zone. Your responses to all items
in this questionnaire would be of great importance to the success of this
study. Therefore, you are kindly requested to respond honestly and

frankly to all question items provided.

Your responses will be kept strictly confidential and will be used for

acadernic purpose only.
Thank you for your cooperation!

General Directions

[II.  you do not have to write your name

IV, Indicate your opinion by putting an “X” mark for questions
with rating scale (choices) or write your response in brief

whenever necessary in the blank space provided.



I. Personal Information

L.

4.

Age a)Llessthan25yrs[]  b)25-30 yrs [ ]
c)31-36yrs [ ] d)37-42yrs [] e)43yrs and above []

Sex a) Male b) Female

Academic qualification a) Below grade 12 [] b) Grade 12 ]
C) Below diploma [] d) Diploma[] e)First degree [ ]

f) Second degree &above []

Total years of service

Service ' i Less than 5 | 5-8 9-12
In this institute

13- 16

Over 16

In other institute

Total

II. Issues on Human Resource Management

1. The following items are asked for identifying practices of human

resource planning in your institute. Please indicate the extent GL

your agreement or disagreement by putting an “X” mark against

each statement. The numbers in the scale indicate:

5= Strongly Agree; 4= Agree; 3= Uncertain;

2= Disagree; 1= Strongly Disagree

No

Items

H

Scale

5

The institute has a clearly defined strategic plan.

The strategic plan is well communicated with all
members of the institute.

1,8

The institute has a clearly defined human
resource planning.

1.4

The institute human resource planning is linked
with its strategic plan.

1.5

Each department has defined human resource
plans to achieve the institutional objectives.

1.6

Principals of this institute have a clear direction
for the next five years.




2. Does the institute forecast its human resource requirement at least for
five years?  a) Yes [] b No [ ] c) Idon’t know[ ]
3. If your response to question No 2 is “Ne”, what do you think would be
the possible reason (s)?
a) Lack of attention to identity staff needs (]
b) Lack of enough time to identity staff needs []
¢) Lack of talent people to analyze staff needs []
d) Lack of data on the expected number of trainees that will be
enrolled in the next five years [ ]

€) Other (please specify)

4. What factors do you think limit implementation of human resource
plans in your institute? (One or more respoﬁse Is possible)

a) The plans depended on political decisions [ ]

b) Difficulty to forecast social and economic changes [ |

c) Difficulty to maintain complete and accurate employee records for

the last five years [] |

d) The scarcity of finance [ ]

e) Lack of qualified people in the labor market [ ]

f) Others (please specify)

S. For the following list of statements, please indicate your agreernént

or disagreement, by marking an “X” against each item to show the

application of each statement in your institute. The numbers indicate:
o= Strongly Agree; 4= Agree; 3= Undecided;

2= Disagree; I=strongly Disagree



| No | Items

5.1 | All vacancies are announced with appropriate
media before they are occupied

5.2 | Candidates are subject to detailed selection

procedures in relation to the vacant position

before they are employed.

5.3 | The Civil Service Personal Policies and |
procedures are strictly considered in dealing |

with human resource matters. }

5.4 | Promotions and transfers are based on !
personal relationships with superiors or |
influential political bodies rather than merit. ’

5.5 | Employment policies are widely |
communicated among the staff members. !

5.6 | Internal recruitments are considered very

carefully before external recruits are hired.

0. How did you get employed in this institute? Through

a) Personal contact with the institute [ ]
b} Educational establishment you graduated from [ ]
c) Job advertisement (newspaper, notice board etc )| ]
d) Professional Associations [ |
e} Friends or relatives [ ]

f) Others (please specity)

7. What are the conditions that attracted you most to be employed in
this institute? {You can give more than response).
a) Better working conclusions [ d) Fair management ||
b) Personal interest in the job [ ] e) Better payment [
¢j Better growth opportunities []

i} Absence of other job opportunities

g) Others (specify)
3. Does the institute arrange induction (orientation) program whenever
new employees join the institute?

a) Yes [ ] b) No [|




9. If your response in question No 8 is “No”, what do you think is (are)
the reason(s)? (More than one responses is possible)
a) It is costly [j b) It is time consuming [ |

c¢) The institute does not give attention to orientation programs [ |

d) Others (please specify)

10. The following items are factors that need to be considered in
selection and employment process. Indicate the degree of their
consideration, by putting an “X” mark against each item, in selecting
staff members in your institl,_lte. The scale indicates:

4= High consideration; 3= Average consideration;

2=Low comnsideration; 1= No consideration at all
| ! Scale |
. Neo Items . i
L ‘ 4 (3/2 |1
' 10.1 | Experierice relevant to the job/teaching ] -
| Interview L

=2
bo

1 10.3 | Letter of recommendation
10.4 | Practical /industrial skills

1 10.5 | Selection iests

10.6 | Interest in the job or training
1 10.7 | Educational qualification |
1 10.8 If any (describe a indicate the consideration) |

11. Do staff members receive professional support from education
managers and other concerned bodies?

a) Yes [ ] b) No []
12. If your response in question no 11 is “Yes”, who provide professional

most of the time?

a) Senior staff members [ ] b) Department heads [ ]

¢) Vice principals []

dj Regional TVET commission officials ]

e¢) Others (please specify)




13. Do you think the support offered is adequate to heip for stall
development? a) Yes [ ] b) No []

14. Does the institute have a defined human resource development plan
for the non- teaching staff? a) Yes [ ] b) No [}

15. If your response in question No 14 is “No”, what do you think is the

reason? aj
b)

c)

16. Do staff members in the institute obtain training to improve their

abilities? a) Yes [] b) No []

17. I your response in question No 16 is “Yes”, what was the training
program?
a) On the job training { ] b) Off the job trainin
J ) ;
o1 Summer (in-service) training ||

d) Both on the job and off the job training [ ]

18. Does the institute appraise employees based on their job

performance?

a) Yes, always [_] b) Yes, sometimes [ c) No []

19. What do you think is the importance of performance appraisal in
your institute?
a) To determine future use of employees| |
) To increase payment based on merit]_|]
¢) To motivate employees to do better on their present job[ |

d) To assess training needs [_] e) 1 don’t know[ |

it Others {please specily)



20. What should be done in the future regarding the management of
teachers in the institutes?
a) Training more teachers for RVET institutes [ ]
b) Increasing salary and other fringe benefits [ ]
c) Improving the institutes’ working conditions [ ]

d) Others (please specify)

21. In your opinion, what are the major practical activities to determine

the non-teaching staff needs?

22. What are the major problems in the non- teaching staff utilization,

training and development in your institute?

a)

b)

c)




W]

n

6.

7.

Appendix E

Interview for the Principals of the Institute

.How do you forecast human resource requirements and

availabilities in your institute?

. Who is responsible in determining these human resource needs

(i.e., planning, recruitment and selection) of the staff in the

institute?

. What methods do you apply to announce vacant positions before

they are occupied? Do you think that they are appropriate and
sufficient enough to attract as many good quality applicants as

possible?

.Do you think that the institute is utilizing its human resource

elfectively and efficiently? If no, what do you think are the

reasons?

. Does the institute provide professional support to the staff? If no,

why? If yes, in which specific areas?

Are training needs of the staff periodically assessed? Are they
implemented effectively? If no, why? If yes, do you think that the
short term and long term training needs of each member
attained? Do you evaluate the training and development process?

What are the major practices and encountered problems of the
staff managernent in your institute with regard to:

Determining the human resource needs?

Recruitment and election of staff members?

Staff atilization, training and development?

_What solutions do you suggest to improve the problems you

mentioned?

.What are your prospects (positive result expectations) of

managing human resource in your institute?



Appendix F

Interview for the Regional TVET Commission Experts

1. What are the major roles of Regional TVET Commission in:-

- Determining human resource needs (planning, recruitment and

selection)?
- Providing staff Training and professional development?

2. Does the commission allocate enough budgets to the institutes? If
not, how do TVET Institutes in the Region obtain money to fill vacant
positions which may be through employment, transfer or promotion?
Do you encourage the institutes to create and expand income

generating activities to improve the scarcity of finance?

3. Do you think that the institutes are utilizing their human resource

effectively and efficiently? If no, what do you think are the reasons?
4. What do you think are the major problems of TVET Institutes:-
aj To determine their human resource needs?

b) To satisly institutional objectives and personal needs of staff
training and development?
c¢) To develop a strong communication link with the regional TVET

Commission and with other training institutes?

5. What do you suggest to solve or improve the problems of TVET
Institures in managing their human resource?
6. What are your prospects of human resource management in TVIEY

institutes?
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