“Introduction to Resource Management”

DESIGN PLAN - 1/21/05
	Target Audience
	This course is designed for newly hired or inexperienced resource managers (non-supervisory).  This audience schedules associates and/or senior associates on audit and other engagements, and monitors their development and performance.  


	Course Objectives
	Upon completion of this course, participants will be able to:

· Understand the HR commitment and its impact on the resource management function.

· Understand the role, responsibilities and objectives of the resource management function.

· Apply the principles and procedures, and use applicable tools for an effective/efficient resource management process.

· Understand the methods for maintaining the information required for resource planning.

· Understand the impact of the resource management function on office/region profitability. 

· Understand the impact of the resource management function on staff development.

· Understand basic auditing terms and functions to allow the resource manager to realistically assess resource management requirements, and communicate effectively with client service staff.


	Knowledge Level
	Basic  


	Time to Complete
	7 hrs (worth 8 CPEs).
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Introduction to Resource Management - Design Plan

	Topic Area

(Section Heading)
	Topic Objectives


	Instructional Method(s)
	Approx.

Time
	Person Responsible

	Administrative Matters

· How to use the manual
	Table of contents, course description and objectives 
	Reading Text
	5 min.
	Beth 

	1. About Our Company 

· Org structure

· Regional structure

· Office structure

· Descriptions lines of service

· Overqall HR strategy


	· Understand the firm’s overall organizational structure as well as regional and office organizational structure.

· Distinguish between the various lines of service.

· Understand the firm’s human resources strategy.
	Reading Text

Matching Exercise – Line of Service to Type of Service
	30 min
	Tammy 



	2. Living Our Values

· Our corporate values

· Appreciating diversity

· Ethics – have ethics dept review
	· Understand the firm’s values.

· Understand firm’s diversity strategy.

· Review framework for ethical decision-making.


	Reading Text

Scenarios & Recommendations on ethical dilemmas
	15 min
	Beth 

	3. Overview of the Practice

· Roles of associates, seniors, mgrs, & partners on an engagement (exhibit #2, pages 3-18 to 3-22).

· Phases of an engagement (i.e., planning generally in summer, interim field work in the fall)
· Principles of client service
	· Understand the roles and responsibilities of each staff level within the engagement team.

· Identify the phases of a typical engagement.

· Review principles and expectations of client service.
	Reading Text

True/False exercise to distinguish partner, manager, senior, associate level roles on an engagement

 
	20 min
	Beth 

	4. Overview of the Resource Management Function

· Brief descriptions of annual forecasting and monthly monitoring functions

· Typical engagement staffing needs, common exceptions

· Resource assignment options

· Performance expectations of RMs

(pages 3-24 to 3-27)

· Annual Calendar of Events
	· Understand the roles and responsibilities of non-supervisory resource managers.

· Understand performance criteria and expectations for resource managers.

· Understand the timing of the annual events applicable to the practice that a resource manager must be aware of in order to perform his/her duties.
	Reading Text

Understanding expectations exercise – develop ?s for team leader, identify 3 performance goals for the period.

Look up terms in glossary
	30 min
	Janet 
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	Topic Area 

(Section Heading)
	Topic Objectives


	Instructional Method(s)
	Approx.

Time
	Person Responsible

	5. Impact of Resource Management on Profitability

· Client Service & Productivity

· Overtime & Availability

· Rates

· Utilization

· Other factors:  leveraging, continuity, timing, efficiency
	· Understand how a resource manager affects and contributes to the profitability of an engagement and the office/region.

· Identify best practices in increasing “utilization”.
	Reading Text

True/False exercise on availability, rates and utilization
	35 min
	Tammy 

	6. Annual Budget Process

· Why is there an annual budget process, why do this?

· Accuracy and best use practices of historical information vs. scheduling systems

· Turnover/recruiting trends

· How to talk to practice leaders to identify where the business is going
– What is the market place like?
– Clients lost/gained?
– Estimated amount of non-recurring work

· Flexible work arrangements, mid-yr. promotions & other issues in calculating headcount.

· “Calendarizing” the info.

· Monthly reporting and re-forecasting.
	· Understand the purpose of the annual budget process.

· Understand how to obtain information and calculate current resource headcount, including use of historical hr reports for last couple of yrs. 

· Understand turnover and recruiting trends.

· Understand how to handle inclusion of personnel on flexible work arrangements, and those due for mid-year promotions in the headcount.
· Understand how to “calendarize” information to identify resource overages/gaps. 

· Understand how the annual resource plan is presented to practice leadership.

· Understand how to perform monthly projections/reporting, - - Use of scheduling system (accuracy), and use of historical information, - - Using this info to make monthly projections.

· Understand use of  forecasting tools (regions do things differently)
	Reading Text

Multiple choice exercise on budgeting.
	50 min
	John 
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	Topic Area 

(Section Heading)
	Topic Objectives


	Instructional Method(s)
	Approx.

Time
	Person Responsible

	7. The Assignments Planning Process

· HR reports – frequency of production, how obtained, how used, importance, accuracy of data (reliability), alternative options, who receives them.

· Other reports

· Forecasting tools:  Headcount & Turnover database, Resource Plan, Projection worksheet (regional)

· Performance appraisal tracking forms/reports 
	· Know how to obtain reports from various systems.

· Understand how to complete and use forecasting (hrs, peaks/valleys during year). 
· Understand, and performance tracking forms/reports (Performance appraisal process, monitoring development). 

· Understand how to read the resource plan and identify questionable items.

· Understand timing issues and what drives changes in annual resource planning.

· Identify times of year best for training.

· Negotiate with practice leaders to move non-recurring work out of busy season. 
	Reading Text

Case Study – Present a scenario regarding someone wishing to change his/her assignment; identify, questions to ask the engagement manager; identify implications for reporting/forecasting reports.
	50 min
	Janet

	8. Staff Development

· Capabilities framework

· Annual plan

· Assignments in relation to the plan and capabilities framework

· Training requirements
	· Distinguish proficiency levels within the firm’s capabilities framework.

· Understand the annual career development process for staff, including the annual plan, assignments, and training.

· Identify specific responsibilities an RM has in contributing to staff development.
	Reading Text


	25 min
	Janet 

	9. Effective Communication for Resource Managers

· Listening skills
· Exchanging information
· Networking – know your resources
· Conflict resolution styles
· Interviewing skills (job aid)
· Negotiation skills
	· Complete, score and rank your own listening skills in accordance with the Listening Skills Questionnaire.

· Identify ten effective listening techniques.

· Identify your preferred conflict mgmt style.

· Distinguish between conflict management styles and understand circumstances that may warrant use of the different styles.

· Identify probing questions to ask when negotiating with engagement management for staff.
	Reading Text

Exercise – rate your listening skills

Exercise – turning negative statements into positive ones

Conflict Mgmt Instrument to identify conflict mgmt style
	55 min
	Beth 
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	Topic Area 

(Section Heading)
	Topic Objectives


	Instructional Method(s)
	Approx.

Time
	Person Responsible

	10. Case Study

· Scenarios to be developed linking deployment, development and realization.
	· Review formula for calculating capacity.

· Given several scenarios, address deployment, profitability and development issues, and devise solutions to realistic problems.
	Scenario #1- deployment & development

Scenario #2- Calculating realization

Scenario #3- Development

Scenario #4- Pulling it all together
	65 min 
	John 

	11. Exam, Summary & Evaluation

· Final Exam
· Review course objectives
· Complete evaluation form
· Discuss areas of course materials needing correction or revision.
	· Complete final exam

· Determine if course objectives were met.

· Complete course evaluation forms.

· Note errors in course materials &/or areas needing revision.
	Final exam – mult choice.  Need 75% to pass.

Review objectives, and complete evaluation form 
	35 min.
	Beth 

	Glossary

· Each person assigned to a chapter to send Tammy a list of words, terms, acronyms, etc. that need to be placed in the glossary.
	· Define terms and concepts applicable to the resource management function.
	- - -
	- - - 
	Tammy 


