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Purpose

The purpose of the Human Resource Management Guideline is to describe the processes required to make the most effective use of the people involved in the project. The project manager summarizes the human resource approach in the Project Plan.

Human Resource Management – includes obtaining staff, guiding, leading, directing and managing the team along with managing business interfaces.

It is the art and science of directing and coordinating human resources throughout the life of a project by using administration and behavioral knowledge to achieve predetermined project objectives of scope, cost, time, quality and participant satisfaction. 

Approach

The project manager will carry out activities in three (3) key areas on each project. These key activities include:

1. Project Staff Acquisition – negotiating and obtaining the human resources needed (individuals and internal/external groups) assigned to and/or working on the project’s activities.

2. Project Team Administration – providing formal guidance and control to the project team. Including resource planning, defining role descriptions, identifying/recruiting resources, and team administration. 

3. Project Team Management – managing the work and direction of the project team.
Key Steps

	Role
	Key Steps
	Tools
	Comments

	Staff Acquisition

	Project Manager
	Determine the skill set required based on project work.
	Consult the

Project Schedule

Requirements Specifications

Project Initiation Document – (objective and deliverable sections)
	Align skill sets with appropriate team members for assigning project work.

	Team Administration 

	Project Manager
	Define team roles.
	Consult the

Roles Matrix 
	Assign staff to the roles as they are identified.

	Project Manager
	Provide project background information and an orientation (On-Boarding) for the project team.

Typically, a kick off meeting is held. Key points to review:

· Roles and expectations

· Project Scope

· Requirements including user and functional specifications

· Project Organization

· Current activites and assignments

· Project change and communication procedures
· Storage of project information in a repository
	Use the

Project Plan,

Project Schedule, Timeline, Organization Chart, and Requirement Specifications
	Orientating new team members to the project vision, goals and procedures is important in order to develop a common framework and understanding for all members.

	Team Management

	Project Manager
	Manage the team by allocating, directing and reviewing the work.
	Use the
Status Report (Project)
	Facilitate reassignment of work as necessary.

Review work and progress as a team weekly or bi–weekly.

	Project Manager
	Collect lessons learned and communicate to the team.
	Use the

Lesson Learned Template
	Collect lessons learned from team members. This process is managed  throughout the project,  but is  focused, typically ,at the end of each project phase.

	Project Manager
	Administer Team recognition and rewards as applicable. 
	
	Though not necessarilly  applicable to every project, providing recognition and rewards helps to improve project management practices by rewarding good project management behavior.

	Project Manager
	Coordinate training as appropriate.
	
	The training should be related to the current project. 

	Project Manager
	Manage business interfaces.
	Consult the

Project Plan

Requirement Specification
	Communicate to other business resources how the project work aligns with the buiness goals and strategic objectives of the company to gauge “buy in”. 

Provide feedback to the functional areas related to project team performance and staffing requirements.


Summary

Effectively planning and managing human resources ensures that team members are assigned appropriately and involved at the correct times to make certain that the project vision is realized.
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