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Strategic Staffing Handbook
Company Background
KDC is a fictitious company that I intend to discuss in this strategic staffing handbook. The organization is located in San Bernardino, California, in the United States. The company deals with rural development, where it acts as a link between the local people and the people in urban areas through deliveries and consulting services. The company, due to its distinct customer service, has managed to establish itself among the people of the San Bernardino and prides itself for distinguished customer service. As a result of this factor, it has a strong customer base that keeps growing day in day out.
The KDC was established in 1998 by Sir Elvis Rogers and his wife, Susan. The two had had bad experiences before on whom to send in the rural village and coordinate some of the activities there. The reason for this was that it is hard to trust strangers to your proper and vulnerable people like children and underage people. Due to this, they thought of starting a business for their village before they established it in the state. The business was a company-like that acted as connection between the urban people and the people in the rural areas. This company can be contracted to deliver goods to the people in the village or even carry out a task in the village according to description of the client.  Having grown to a big business today, KDC has some competitors at the moment and therefore has the challenge of remaining competitive in its brand. 
KDC has a total of around 800 employees. These employees include drivers, food specialists, nurses, electrical wiring specialists, constructors, agriculturalists, among other general duty staff. Due to this, the company has a large workforce to select, manage, and cater for to ensure proper running of the activities of the business. The company has been in operation for 22 years now. The mission of this local development company is to facilitate proper rapport between the people in the urban areas and those in the non-urban regions by sending services for them.
The company has a strategic focus of ensuring the safety of goods being delivered, quality service customers, and proper expert advice to the clients they handle. Therefore, let us say a client wants some goods delivered to their rural home and a person to make the garden for him while still in town. Here, the company takes the products to the people in the upcountry home and then engages its agricultural specialists on behalf of the client who make the garden and plant the right crops. In such a situation, the client will have been saved the burden of having to coordinate on the right product to plant, the correct timing, and the people to hire for the work of the garden. This reason is why the KDC exists.
As mentioned before, the company has around 800 employees who assist in the running of the organization. Eight hundred employees are not a significantly small number of people, and therefore they require proper management to ensure continuous service delivery and distinguished service. The company has three senior management positions, and therefore it calls for strategic staffing to ensure that not just anyone occupies these positions but the right kind of people. This reason proves why, as the human resource manager, it is prudent to develop a strategic staffing handbook for the organization.
Introduction to Strategic Staffing
	First of all, it is crucial to understand the meaning and the importance of strategic staffing so that it can be more comfortable as we proceed. Strategic staffing refers to the formal process that knowledgeable human resource managers use to identify and address the implications of the staffing needs of their business plans and strategies (Bratton & Gold, 2017). In other simpler words, strategic staffing is helpful to a company to realize and address the issue that comes along with staffing (Phillips, & Gully, 2015). These issues can be staffing gaps or surpluses within the organization. It is important to note that staffing gaps exist when the demand of these employees goes past the supply that is intended while surpluses when the amount of the employees present exceeds the demand.
 Strategic staffing is one very critical aspect of staffing that all human resource managers should endeavor to achieve. The reason for this is that it forms a sound basis for making decisions for the organization. It is important to note that strategic staffing assists in creating a long-term context in which short term decisions for the organization can be made (Armstrong, 2015). In other words, it involves considering the plans for the company and assessing the number and the skills of the required staff and then setting out to see how the staffing needs can be solved.
Strategic staffing plays a very crucial role in eliminating future staff-related problems for the organization (Armstrong, 2015). It works to reduce some of the future issues that the organization might not be able to realize unless it plans its staff well. One of the advantages of strategic staffing for the KDC is that it will help it in long-term planning of its activities. The fundamental reason behind this is that, while planning for the future, it becomes realistically possible to take into account the skills that will be required and therefore match them with the right kind of staff. 
Additionally, it is essential to note that the only way to boost the staff number in the KDC is through the proper staff recruitment process. Due to this, while recruiting, some candidates might have skills and talents that will prove to be very useful to the company soon. As a result of this, it becomes increasingly right to hire such candidates since the candidate has an idea of the future of the company. All this is possible only when there is strategic staffing in the KDC since it will have aligned with the present labor market. 
While doing strategic staffing at KDC, there are some critical issues related to the organization that should be considered. These issues include policies, staffing structure, budgets, legal requirements, information systems, procedures, and practices. All these are essential since strategic staffing is composed of all of these issues. The purpose of placing into account is to ensure that the strategic staffing does not act in isolation but works for the best interest of the KDC since all decisions are related to it.  
Additionally, policies can also be implemented as an integrated staffing management system of the KDC. Plans, in this case, are those principles that guide the running of activities in the company (Bratton & Gold, 2017). In KDC, for example, one policy that the recruitment staff should adequately understand is that the company values honesty and transparency in the recruitment process. Consequently, it becomes increasingly necessary for the human resource management recruitment department to understand this and ensure transparency in the recruitment process. Through adhering to these policies, the KDC is in a better position to achieve its goals since whatever is being done is the correct one and according to the policies of the organization
	It is vital that, in as much as we are doing strategic staffing, the staffing department will strive to adhere to the company's budget. The best way to adhere to will by recruiting the company's staff while ensuring that we are within the budget constraints of the organization. The purpose of this due to the reason that the company still has other critical departments to run and therefore, if the staff recruitment goes beyond the budgeted figure, it will be straining the organization. If the recruitment adheres to the company’s budget, it will facilitate proper running of activities within the organization since no single department at KDC will strain financially. 
	The recruitment department of the KDC should not just try to implement the above requirements only. Instead, the department dealing with strategic staffing should adhere to all other departments and policies within the organization. The core purpose of this is to ensure an environment where each department is actively involved in facilitating the achievement of the goals of the organization. The source of the support is majorly from an equal share of the organization's resources and adherence to the policies of the organization.
	In the process of staffing and organization, some fundamental factors should be considered. These factors are important since they influence how the organization is going to run and how the ultimate results are going to look like (Armstrong, 2015). Above everything, the staffing department of the KDC should do a proper job analysis of the organization. The purpose of this analysis is to know the required skills and competencies necessary for the organization. Also, the job analysis is essential to ensure that the organization does not have idle staff who are adding no value to the organization by doing nothing meaningful to the company. 
Job Analysis
As mentioned before, job analysis is fundamental in the staffing process of any organization. Due to this fact, the staff recruitment department of the KDC needs to do a proper job analysis before setting out for staff recruitment. It is important to note that the recruitment staff should carry out the job analysis in a manner that agrees with the policies and procedures of the company. The company requires that job analysis be done logically strictly following proper professional and management psychometric practices.
First of all, as per the policies of the KDC, job analysis involves gathering and recording the data that is related to the job whose staff you are looking for while recruiting (Phillips & Gully, 2015). The job-related data include the skills and knowledge that the team you are looking to hire should have to carry out the job, duties, and responsibilities satisfactorily. Other factors that the recruiting staff should try to look into are the educational qualifications as well as the work experience of the person the committee is looking forward to recruiting.
Additionally, a complete job analysis should also have the job content of the position the recruitment staff is looking to recruit. The job content is generally what the person going to be hired is going to be doing in the company. The purpose of being aware of the job content that the organization is looking for is to ensure that the company truly has a skill gap that requires urgent refilling. This knowledge will create some level of trust in the recruitment department by the management since it will understand that any staff that the department is seeking to recruit is of great use to the organization. 
In addition to job content, there are still other components of a full job analysis for the company. These components are compensation, competencies, and requirements. It is essential as a critical department of human resources to ensure that the selected candidate meets all the elements of these components. All these components, together with their specific requirements, will be enlisted in the advertisement page to ensure that candidates knows what they are required to have before applying for the job. This step is a noble one as it will form a strong basis while you will be interviewing the shortlisted candidates. Also, enlisting them earlier will lock the door for jokers trying their luck since they will be already knowing that their qualifications do not match the required one. 
Job analysis components
Numerous components, including the ones discussed above for part of a thorough job analysis that will be done at the KDC. These additional analyses directly relate to the goals of the employees, the vision, mission, and goals of the organization as well as job description (Phillips & Gully, 2015). By the KDC doing a job analysis, the organization will stand a chance to gather all the necessary information regarding a particular job in the organization, utilize the collected data to come up with the competencies, abilities, and skills that the staff to be selected should have. Also, the data from the job analysis will be helpful to the recruiting team since they will be able to develop the measures on how they will determine them during interviews. Also, KDC staff, once they have completed the job analysis, will ensure that a structure for compensation or a salary there depends on the skills for the position. Finally, job analysis will ensure that as an organization governed by the law complies with the federal guidelines by doing an unbiased job analysis. 
Data Collection Methods for Job Analysis
	There are different ways in which information regarding a specific job position can be collected. However, KDC will use interviews, observation, and expert opinions to generate this data. One of the unique characteristics of KDC is that it advocates for proper communication between the staff and the management. Due to this, KDC will involve other employees to do a job analysis that is completed by filling the questionnaires distributed to them. These employees will get a chance to suggest the identity of the job, equipment necessary to perform the job, job environment, and probable responsibilities. Also, KDC will collect information regarding a job through interviews. Here, the recruitment department of HR will try and get information from the interviewee regarding the post. At this step, the organization is better placed to handle all the requisite demands of the job and plan how to satisfy them.
Job Analysis Timing
	It is essential to understand that at KDC, job analysis will have to be done not only to the created positions but also for the existing. For the best interest of the goals of the company, information on job analysis for a particular place at KDC will always be continuously updated. These shall include new procedures, methodologies, policies regarding them, technological changes, and even changes in the organizational structure.
Roles and Responsibilities of Existing KDC Staff
One strategy of ensuring that an essential practice is built into the culture of a place is by involving key staff in the process. Therefore, to develop in the culture of job analysis at KDC, various employees will be charged with multiple job analysis-related responsibilities. One of the staff departments that will be having a considerable level of trust is human resource specialists in the HR office. Most definitely, these staffs have a distinct level of knowledge about the various position in the organization and therefore, will be crucial in job analysis. Also, the company's executive management will be involved in job analysis since they make critical decisions regarding employment at KDC. Also, distribution supervisors and managers will form part of the team responsible for job analysis since they are the ones who will be overseeing the employed staff on behalf of KDC. Finally, another essential staff will be involved in the job incumbent. This person has all the information regarding the specific job the company is analyzing.
Staffing Legal Aspects
Equally as important as other aspects of human resources are the legal issues of staffing. These are the laws and regulations that govern the process of hiring (Phillips & Gully, 2015). These laws relate to equal treatment of all applicants as well as the current staff of KDC. If KDC does not adhere to these rules and regulations, the chances are high that the company will find itself entangled in lawsuits regarding the employment of staff. 
 The first regulation that KDC will have to ensure that it adheres to is the Civil Rights Act of 1964 (Barnard, 2015). According to this act, it is illegal to discriminate against people seeking compensation or a job opportunity based on color, sex, religion, race, or even the country of origin. This regulation will prove to be useful since it bans all forms favoritism and hence ensure fairness in the selection process. 
Additionally, another regulation that the company has to follow is the amended Disabilities Act of 2008 (Barnard, 2015). According to this act, it is illegal to deny a person an employment opportunity simply because the person has an identifiable disability. If the person meets all the requirements and qualifications, the person should get the job opportunity (Shields, Kaine, Samuel, Samardzic, McLean, & Robinson, 2015). Due to this, the company has to strive to adhere to this by not discriminating based on disability.  Also, the Age Discrimination in Employment Act of 1967 is another regulation that warns employers against discrimination based on the age of a candidate (Barnard, 2015). All these regulations will have to be adhered to by the recruiting staff to prevent any possible legal struggle in the future. Also, adhering to them will make the company outstanding since the recruitment will fair. Also, it will add to the diversity in the organization by having employees from different backgrounds.
Recruiting
The management of the KDC should be oblivious to the fact that despite a rigorous job analysis followed by strict adherence to legal requirements, these recruitment activities would be meaningless without an active strategy of recruitment. All in all, the fundamental goal of the organization is to ensure that the competitive and most performing staff are retained in the organization for longer cooperation.
KDC Effective Recruitment Decisions
At KDC, one fundamental fact that everyone understands is that the right decision has an overall impact on selecting the correct pool of employees. In other words, these decisions have to be structured in a manner that will produce applicants who are highly qualified to run the affairs of the business. To guarantee a smooth process of recruitment, the recruiters of the KDC have to first agree on their target employees and how they will determine their suitability while recruiting them. The primary reason for the prior agreement is to ensure that there are minimized conflicts during the process of recruitment. 
Methods of Recruiting
Even though there very many ways of recruitment, the most proven effective recruitment method is employee referrals and internal promotions. The KDC will lay much emphasis on these two recruitment methods since they will know the kind of employee that we are employing as a company. In the cases where the internal promotions do not have any meaningful results, the KDC recruiters will turn to referrals and recommendations from fellow staff and other recruitment agencies. The reason for this is to ensure that the persons recruited are most likely going to be beneficial. Also, it will prevent the chances of employees who pretend to be people of different characters during the company’s interview process.
Selection
	In the selection process, it is those candidates that have advanced from the recruitment phase. Despite the many tools that can be useful to the KDC recruiters, interviewing will be the one to be used by KDC. The interview process will be used together with pre-employment assessments and tests to ensure that the interviewee is best suited to fill the account manager's job position in the organization (White, 2019).
Interview Process
The first step in the interview process will be the interviewing staff to go through interview training to ensure that there are no chances of variation from one candidate to another (Decramer, Smolders & Vanderstraeten, 2015). After this, the interviewers will decide on whether to proceed directly to the physical interview or first subject the candidates to phone interviews. Either way of interviewing, it is vital that the candidate going to be selected all the required skills of the organization. The interview panel will have a minimum of four members who are; at least two representatives from the human resource management, the supervisor, and the financial manager as the specialist. In the process of interviewing the candidate, the questions that the candidate is asked will be well-structured to ensure that the panel gets as much information as possible regarding the candidate. The various strategies that will be used will be the virtual simulation assessment, assessment of motivation level, and the background check. 
Performance Management
Having selected the right candidate to fill the position of leadership of the organization, the other thing that is left is the management of the performance of the employee (White, 2019). Due to this, it becomes increasingly important to make sure that the performance of the employees is continuously improved. One strategy that the KDC has found to work well is providing the employees with regular feedback on how they are progressing (Brown et al., 2015). Through this, they will be in an excellent position to improve continuously to the level that they require. Performance management will be a routine practice at KDC. One of the methods that will be geared towards performance management will be planning and setting the expectations of every employee. Also, continuously monitoring performance as well as developing the capacity to perform, will be a great way of managing the performance of these employees Shields, J., (Brown et al., 2015). Also, KDC will endeavor to continuously reward the well-performing employees as well as rating the performance of these employees correctly.  
Also, the managers of KDC will meet after every fortnight to evaluate the performance of these employees through performance calibration. The performance calibration will be composed of a rating scale of 1 to 5, where five will be the distinguished performance while one will be unsatisfactory. The performance calibration will involve first the managers undergoing training on the rating followed by actual calibration and the final managers meeting face-to-face with the employees to give them the feedback concerning their performance.
Retention 
Employee retention is one aspect that KDC will strive to achieve while carrying out its responsibilities. The purpose of it is to ensure continuous customer satisfaction, coworker's comfort, as well as productivity increase in the organization. One of the ways that KDC will use to retain its workers is proper practices of managing the workforce through internal promotions, rewards, socialization, and training. Also, utilizing some specific tools for retention, like providing room for employee advancement, will form a part of the strategy by KDC to retain its employees.
Closing Summary
In the wake of the changing economy, human resource management has to strive to keep up with it by proper management of resources. Despite this fact, if utilized well, these challenges come with lots of opportunities that, if used well, can be useful in using these resources well. This strategic staffing handbook is designed to help the human resource manager of the KDC to make smart decisions that positively impact the organizations. The author feels that all the guidelines provided herein together with the human resource experience can help make the employee enjoy their workplace.
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