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Preface 

 

The Learning Scenario “Setting up a BBE company” has been developed as part of the 

Erasmus project BioComp. 

In BioComp, the most relevant competencies for professions in this scenario are analyzed, 

described and ranked. See http://navigator.biocompetences.eu 

This Navigator contains an overview of personal, digital and technical competencies.  

Based on these competencies this Learning Scenario has been developed. It has four 

modules. The focus is on technical competencies. Annexe to these four modules, the teacher 

can also use the Didactical Guidance, where he can find learning activities for personal and 

transversal competencies. Each module has a text document, a trailer, didactic guidance and 

a wiki with background information. All material can be found on Navigator. 

The 4 modules are: 

1. Circular economy 

2. Business plan  

3. Management, HRM and Legislation  

4. Marketing plan 

For “Setting up a BBE company”, the final ranking list of competencies gives the following 
results. The 10 competencies are covered by the 4 modules. 

Nr Ranked technical competences module 

B1 Business plan - To Identify, monitor and develop a BBE-strategy. 2 

B2 Business plan - To analyse BBE-resources, markets, financial and technical 

aspects. 

2 

B3 Circular economy - To know about the bio-based value chains. 1 

B4 Circular economy - To Identify European and regional strategies. 1 

B5 Business plan - To Identify legal and financial aspects for setting up a BBE-

company. 

2 

B6 Business plan - To monitor market activities. 2 

B7 Marketing plan - To identify measures and marketing tools to create a 

marketing plan. 

4 

B8 Human Resource plan - Identifying measures and methods to develop a 

human resource plan/management. 

3 

B9 Marketing plan - To establish a partnership. 4 

B10 Control- Identifying control mechanisms. 3 

 

 

http://navigator.biocompetences.eu/
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1. Management 

Management is important for a starting entrepreneur.  

But what is management? What are management skills?  

 

You find management aspects in all four modules of this Learning Scenario.  

Starting a BBE course needs skills related to a circular economy (module 1), for a good 

business plan (module 2), for management and Human Resources Management skills 

(module 3) and marketing (module 4).  

What does management mean? 

 

Management means directing and controlling a group of people or an organization to reach 

a goal. Management often means the deployment and manipulation of human resources, 

financial resources, technological resources, and natural resources. 

Management includes the activities of setting the strategy of an organization and 

coordinating the efforts of its employees (or of volunteers) to accomplish its objectives 

through the application of available resources, such as financial, natural, technological, and 

human resources. 

Views on the definition of management by many different management people in their own 

words are as follows: 

Ghislain Deslandes1 defines management as “a vulnerable force, under pressure to achieve 

results and endowed with the triple power of constraint, imitation, and imagination, 

operating on subjective, interpersonal, institutional and environmental levels”. 

 
1 Ghislain Deslandes (1970) is a French philosopher with an interdisciplinary discourse that spans such topics as 
Business ethics, Leadership studies and postmodern theology. 
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Henri Fayol2 defined management as “to manage is to forecast and to plan, to organize, to 

command, to coordinate and to control”. 

Peter Drucker3 defines management as “Nevertheless, innovation is also linked to marketing 

(product innovation is a central strategic marketing issue). Peter Drucker identifies 

marketing as a key essence for business success, but management and marketing are 

generally understood as two different branches of business administration knowledge”. 

The concept of management 

Management is a multifunction structure that manages a business, which also manages 

managers, workers, and work. Management is a category of individual knowledge from 

different sections like psychology, social science, economics, and other professional training. 

Management is the well-defined process consisting of planning and controlling to decide and 

to achieve the targets by the use of people and sources. 

Picture: the concept of management 

 

Source: SSIM – Siva Sivani Institute of Management 

Basic of management 

According to Henri Fayol, management handles five basics of management: 

❖ Planning: Is the process of thinking about the actions required to gain the required 

target? 

❖ Organizing: Arranging human, physical and financial resources are put into place. 

 
2 Henri Fayol (1841 – 1925), Founder of the (French) management or administrative theory 
3 Peter Ferdinand Drucker (1909 – 2005) American economist and is regarded as a pioneer of modern 
management theory 
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❖ Coordinating: this is the combination, union, integration of a group of people that 

provide unity of action to reach common goals. 

❖ Commanding: Deciding what should be done in the situation and telling people to do it. 

❖ Controlling: Supervising improvement against plans. 

Basic Management Roles 

Three different Management Roles can be described: 

❖ Informational: Roles that associate distribution, supervision and analyzing information. 

❖ Inter-Personal: Roles that connect interaction and coordination with the staff members. 

❖ Decision: Roles that need decision-making. 

Levels of Management 

Most organisations have three levels of management: 

❖ First level 

❖ Middle level 

❖ Top-level 

First Level Managers: First-line managers are the lowest level of management who manages 

the work of non-managerial employees. They are directly involved with the manufacturing of 

organization products. These managers are usually called supervisors, and also called line 

managers, office managers, and foremen. 

Middle-level Managers: Middle-level manager covers management between the first level 

and top level of the organisation. These managers manage the work of first-level managers 

and they are called division managers, project managers, department heads and plant 

managers. 

Top-Level Managers: An organization consisting of top-level management which is made up 

of senior-level executives. They are responsible for making wise decisions for organizations 

and starting new plans and goals that influence the entire organization. 4 

Management skills pyramid 

This course tells that there are four basic management skills; you must have to become a 

successful manager – management skills pyramid  

 
4 Henri Fayol (1841 – 1925), Founder of the (French) management or administrative theory 



 
 

   page 8 of 36 

These skills are: 

- to plan,  

- to organize,  

- to direct, 

- to control. 

A closer look: 

Planning 

Planning is the first and most important step in management. It also is the most often 
overlooked step. To skip this task is to invite sure disaster except by blind luck. Some people 
speak about the 6 P’s for planning: Prior, Planning and Preparation, Prevents, Poor, 
Performance.  
Although most people associate the term planning with general business planning, three 
different levels of planning exist: 

- Strategic planning 
- Tactical planning 
- Operational planning 

 
For this planning, these are the needed skills: 

- Envision a future state, for example setting up your BBE company 

- Mentally organize the mission and vision for this future state 

- Formulate an overall strategy that will achieve the future state desired 

- Select goals and activities to realize them.  

Organizing 

A manager has to organize tasks and projects to get the team's work done most efficiently 

and effectively. As a beginning manager, you may be organizing a small work team or a 

project team. These same skills will be required later in your career when you have to 

organize a department or a new division of the company. Clearly, overlap exists between 

planning the work and organizing it. Where planning focuses on what you need to do, 

organizing is more operational and is more focused on how to get the work done best.  

To organize, the following skills are needed: 

- Determine the roles needed to accomplish the plan 

- Assign tasks to the roles 

- Determine the best resource (people or equipment) for the role 

- Obtain the resources and connect them to the roles 

-  Assign resources to the roles and delegate authority and responsibility to them. 
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You may not be able to physically move people around to get your team together, but you 

should consider the possibility. On the other hand, you may need to move several people 

into a small space and you will have to organize things so the team can work effectively 

within that space.  

Later in your career, you may need to organize an office to accommodate teams from 

several different departments and their specific needs. You will also need to be able to 

organize all of the computer systems that will handle the data your team needs to collect or 

distribute. You must decide whether, for example, you need to set up shared web pages on 

the company's intranet or just a shared folder on the file server. Decide how you are going 

to organize the systems so everyone who needs information has access to it (and that it is 

not available to those who should not see it, like your competitors). 

If your team needs or produces something other than information, you must organize so 

that your team gets what they need, when they need it, and can get out to others what your 

team produces at the right time. 

Don't forget about organizing yourself. This is covered at a higher level in Level 3 of the 

Management Skills Pyramid, but even as a beginning manager you must be able to organize 

yourself, your time, and your space so that you can be most effective.  

Finally, you will find that it is seldom enough to organize projects once. With constant 
changes in resources, goals, and external factors you will usually need to reorganize to adjust 
for them. 

Direction 

Directing is the action step. You have planned and organized the work. Now you have to 

direct your team to get the work done. Start by making sure the goal is clear to everyone on 

the team. Do they all know what the goal is? Do they all know what their role is in getting 

the team to the goal? Do they have everything they need (resources, authority, time, etc.) to 

do their part?  

Pull, don’t push you will be more effective at directing the team toward your goal if you pull 

(lead them) rather than push (sit back and gives orders). You want to motivate the people on 

your team and assist and inspire them toward the team goals. 

To organize, the following skills are needed 

- Provide clear direction so the team can succeed, 

- Make certain that team members are clear about the role they need to play for the 

team to succeed, 

https://www.thebalancecareers.com/level-3-management-skills-2275892
https://www.thebalancecareers.com/level-3-management-skills-2275892
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- Provide the least amount of direction to the team so the team is empowered to 

succeed, 

- Provide inspiration and follow-up to maintain a presence in support of the team. 

Controlling 

Some writers try to "soften" this basic management skill by calling it "coordinate" or similar 

terms. The stronger term, control, is essential, though, so that the manager can control the 

team’s activities. 

In the steps above, you have planned the work, organized the resources to make it happen 

most efficiently, and directed the team to start work. In the control step, you monitor the 

work being done. You compare the actual progress to the plan. You verify that the 

organization is working as you designed it. 

If everything is going well, you do not need to do anything but monitor. However, that 

seldom happens. An employee gets sick, the database sort takes longer each iteration than 

projected, a key competitor drops their prices, a fire destroys the building next door and you 

have to evacuate for several days, or some other factor impacts your plan. 

The control step now dictates that you have to take action to minimize the impact and bring 

your project back on to the desired goal as quickly as possible. Often this means going back 

to the planning stage and adjusting plans. Sometimes it may require a change in the 

organization. And you will have to re-direct everyone toward the new goals and inspire 

them. Then, of course, you control the new plan and adjust if needed. This cycle continues 

until you complete the task. 

To organize, the following skills are needed:  

- Monitor the progress of the team and projects 

- Ascertain that each role is accomplished by an employee 

- Set standards for performance and quality 

- Help the team solve problems and remove barriers to their success 

- Provide feedback on actions taken and the team's progress 

- Provide rewards and recognition for the team’s success and progress 

- Make adjustments to decisions made at the planning, organizing, and directing 

phases as needed 
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See more: In case you want to learn more; go to the website. 

On https://www.classcentral.com/course/management-leadership-english-7409 you also 

can find online management courses for free. This course is built up around a virtual person 

Elizabeth. Also here you find examples of management skills: 

- Staffing and Hiring Decisions 

In this module, you’ll follow Elizabeth through the process of building her team. 

You’ll look at the way she communicates depending on the situation. From this 

observation, you’ll be better equipped to make requests using direct and indirect 

approaches. By analyzing her interactions with her team, her language choices, and 

the communication patterns she follows. Through the discussion boards and peer-

reviewed assignments, you will synthesize your new skills in real-life conversations 

and activities. 

- Meeting Management 

- Effective business meetings require planning, leadership, and language skills and 

without these skills, meetings can be unproductive or even boring.  

Although this module covers topics related to meeting management, it’s definitely 

not boring because we have Elizabeth and her team to guide us through the learning 

process. In this module, you’ll watch and learn from Elizabeth and her team. After 

completing Meeting Management, you’ll be able to plan and facilitate an effective 

meeting; summarize key points of an agenda item, and begin to develop strategies to 

help you to be better understood. 

- Leading and Teaming 

- Interrupt with confidence ask for clarification and get the answer you want; hold the 

floor and keep it: these are some of the skills you’ll learn and apply in Leading and 

Teaming. 

- Planning, organizing, and delegating 

- Keeping the business or project running as projected requires planning. This requires 

information to be organized in convenient packages, like status reports and emails. 

Planning, organizing, and delegating focus on the language of both. After completing 

this module, you’ll be able to use concise language to summarize key pieces of 

information into smaller packages. 

- Managing and Coaching 

- Facilitating employee success is a management skill that can be even more 

challenging when communicating in a second language. After completing Managing 

and Coaching, you’ll be able to recognize the importance of active listening, use key 

phrases and language to facilitate the coaching and mentoring process. 

The last example of a free online course can be found on 

https://alison.com/courses/leadership-and-management 

https://www.classcentral.com/course/management-leadership-english-7409
https://alison.com/courses/leadership-and-management
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This is about the course “Management of change”. After completing this module, you will be 

able to: 

- List the steps needed for developing an effective communications system, during 
periods of organizational change. 

- Summarize the traits of an "accountable" culture. 
- Explain the difference between innovation and creativity, in an organizational change 

context. 
- Discuss which factors need to be in place, for an organizational culture to be 

considered "innovative". 

Outline the functions of systems-thinking, during the organizational change process.  

Essential skills for a good manager 

Generally speaking, management skills describe the ability to lead others and thus to solve 

problems together or to be successful in terms of given objectives. 

Experts define ten essential skills or behaviours that distinguish good managers, and not only 

them but all employees:  

❖ They inspire and motivate others. 

❖ They have integrity and honesty. 

❖ They solve problems and work analytically. 

❖ They are goal-oriented and actively create results instead of just reacting. 

❖ You are strong in communication and can express yourself clearly and purposefully. 

❖ You are good "networkers" and maintain contacts. 

❖ They actively develop their skills and are experts in their field. 

❖ They have a clear idea of their goals or the goals of the company and act strategically. 

❖ They promote and develop their employees. 

❖ They are innovative and create changes. 

Manager skills consist of: 

❖ Motivation as a requirement for success 

❖ Professionality, foresight and solution orientation 

❖ Communication as a key competence 

❖ Expertise, creativity and readiness or willingness to change 

Controlling 
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2. Human Resource Management  

Huma Resources Management (HRM) becomes more important when the company grows. 

HRM is also a strategic and comprehensive approach to managing people and the workplace 

culture and environment. Done well, it enables employees to contribute effectively and 

productively to the overall company direction and the accomplishment of the organization's 

goals and objectives. 

The HRM provides the knowledge, necessary tools, training, administrative services, 

coaching, legal and management advice, and talent management oversight that the rest of 

the organization needs for successful operation. 

What is Human Resources Management? 

 
 

Human Resource Management involves management functions like planning, organizing, 

directing and controlling.  

• It involves procurement, development, maintenance of human resources, 

• It helps to achieve individual, organizational and social objectives, 

• HRM is a multidisciplinary subject. It includes the study of management, psychology, 

communication, economics and sociology, 

• It involves team spirit and teamwork, 

• It motivates employees, 

• It is orientated on welfare and health measures in compliance with labour laws, 

• It follows the Orders / Judgements, 

• It is a continuous process. 

See more: What is HRM (Human Resource Management)? 

https://www.youtube.com/watch?v=eiLRZfcHovA 
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In case the student/trainee wants to know more, he can go to the Internet. A good example 

of a complete HRM module can be found on www.gov.mb.ca/agriculture/business-and-

economics/business-management/pubs/interactive_e1.pdf. This is a governmental product 

from the Canadian province of Manitoba. As long as there is no commercial use, this course 

is free to be used. 

Human Resources Management process 

 

Source: www.whatishumanresource.com/human-resource-management  

This Canadian HRM module has the following chapters:  

- Self-Evaluation.  

What are human resources? Why do you need to implement human resources into 

your business? Does your company really need a human resources plan? What is a 

human resources evaluation? Four steps to complete a self-evaluation and HR 

priorities for your company. 

- Developing an Identity for Your Business.  

- Creating an identity for your company. 

- Recruiting. What is recruiting? How do I recruit? How does recruiting work when I 

hire family members? The recruitment strategy. 

- Hiring.  

What is hiring? Hiring family employees? A four-step hiring process.  

- New Employee Orientation and Training.  

What is new employee orientation and training? How do new employees feel when 

they arrive at your farm to begin work? Planning your new employee orientation and 

training program.  

 

http://www.gov.mb.ca/agriculture/business-and-economics/business-management/pubs/interactive_e1.pdf
http://www.gov.mb.ca/agriculture/business-and-economics/business-management/pubs/interactive_e1.pdf
http://www.whatishumanresource.com/human-resource-management
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- Communication.  

What is communication? What is miscommunication? What’s your communication 

style? Ways to implement communication on your farm. What type of communicator 

are you?  

- Motivate Employee Performance.  

What are the attributes of motivated employees? Learn about your employees. What 

motivates and demotivates an employee. Ways to motivate employees, motivation 

and performance management. 

- Standard Operating Procedures (SOPs).  

Do I need an SOP manual? Where do I start? Discipline Issues. Dealing with 

employees can give problems.  

Coach your employee before disciplinary action.  

Implement a progressive discipline procedure. 

 
 

Exercise 

In module 2 you have made a business plan. Now, in addition to this plan, you can make an 

HRM plan. Go to the website. 

After you have done this, you will agree with: A skilled and effective employee is key to your 

company’s success. HRM helps you to select, attract and keep employees by leading them 

appropriately and successfully, and aligning them with your farm’s objectives and goals. And 

you will understand that all businesses - no matter their size or structure - benefit from 

HRM. The key is to create and implement a successful human resources plan. 
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3. Human Resource Planning 

Human resource planning enables businesses to meet their current and future demands for 
talent, allowing human resource managers to anticipate and develop the skills most valuable 
to an organization, and providing the enterprise with the optimal balance of staff in terms of 
available skill-sets and numbers of personnel. 

Beyond a simple consideration as the workforce, the human resources of an organization 
represent the sum of knowledge, skills, aptitude, creative abilities, and talents available to 
the enterprise, in addition to the values, attitudes, and benefits that each individual 
contributes to the business. 

What is Human Resource Planning (HRP)? 

Human resource planning (HRP) is the continuous process of systematic planning ahead to 
achieve optimum use of an organization's most valuable asset—quality employees. Human 
resources planning ensure the best fit between employees and jobs while avoiding 
manpower shortages or surpluses. 

 

Human resource planning is a systematic and strategic process aimed at evaluating the 

current state of an organization’s human resources and predicting its future workforce 

requirements and is the development of strategies for matching the size and skills of the 

workforce to organizational needs.  

Human Resource Planning HRP planning assists organisations to recruit, retaining, and 

optimising the deployment of the personnel needed to meet business objectives and to 

respond to changes in the external environment. Human resource planning (or HRP for 

short) is the ongoing process of systematically planning to optimize and maximize your 

business’s most valuable asset — high-quality employees. The process involves carrying out 

a skills analysis of the existing workforce, carrying out manpower forecasting, and taking 

action to ensure that supply meets demand. This may consist of the development of training 

and retraining strategies. Human resource planning has typically been used by organizations 

to confirm that the right person is in the right job at the right time. 
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Steps in Human Resource Planning 

 

1) Analyse Organizational Strategy 

Therefore, you should always start your HRP process by analysing the goals and plans 

of your organization. With those strategies in mind, you can then move on to crafting 

a general human resources mission statement. 

2) Inventory Current Human Resources 

Invent data from:  a) Total number of team members you employ 

   b) Who works in what department? 

   c) Skills of each employee 

   d) Performance reviews 

   e) Team and individual potential 

With that data in hand, you then make sure that your existing workforce is large 

enough and skilled enough to cover current demands before moving on to the next 

step in this guide. 

3) Forecast The Future Of Your Workforce 

Step three is all about planning, prediction, and preparing for the future. Be sure to 

incorporate any goals and plans into your forecast. 

Examine variables such as: 

- Expansion 

- New product offerings 

- New services 

- A second (or third) location 

- technical costs 

- Vendor and supplier relations 

- Cost of goods sold 

- Inventory. 

A forecast of this type, coupled with the workforce data from step two, gives you an 

accurate picture of where your business is right now and where you want it to be 

five, 10, even 15 years down the road. 
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4) Estimate Gaps 

Based on the information you’ve produced so far, you can now estimate whether or 

not there are any gaps in your human resource strategy. 

Will you need more employees to get your business from the present to where you 

want it to be in the future? If so, how many? Will you need fewer employees? If so, 

how many? 

5) Formulate An Action Plan 

Your action plan should take into account all the analysis that came before it — 

organizational strategies, current HR inventory, HR forecast, and gaps between 

present and future — to create a step-by-step system for taking your business from 

point A to point B. 

The action plan will be different for every business. Some businesses may need to 

begin recruiting and training. Other businesses may need to promote or transition 

their existing workforce. 

When crafting your plan, start with the theoretical — evolve from X to Y — and then 

move on to actionable steps that your HR department can take — hire and retain two 

new team members every year, for example — to transform the theory into reality. 

With these steps in mind, you can implement a successful human resource planning 

system into your business, no matter how many employees you have. 

6) Integrate With The Rest Of The Company 

Now that you’ve got an action plan, your human resource planning efforts will start 

to yield results. 

One of the best ways to integrate human resource planning into the rest of the 

company is to start with the recruitment, hiring, and training practices in your 

business. Once you’ve brought in new, high-potential employees and have begun 

funnelling them into the various departments, you can start to make other changes 

to accommodate these new hires. Integrating slowly and pairing the changes with 

new employees who will further the goals and productivity of each department make 

putting your new human resource planning into place much easier. 

7) Monitor, Evaluate, And Adjust 

The final step in human resource planning is to monitor the new practices, evaluate 

them for their effectiveness, and adjust as necessary. 

Monitoring and evaluating in this way will help you get a detailed view of how any 

new policies, procedures, and practices affect the men and women in the trenches. 

Once you have all the information you need, you can then take steps to adjust your 

human resource planning accordingly.5 

 

 
5 Sling Team: Human Resource Planning: Definition, Objectives, And Steps 
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The five business management functions of planning, organizing, leading, directing, and 

controlling rely on the oversight and action of human resources planners for their effective 

execution. At the organizational level, good HR planning enables the enterprise to optimize 

its deployment and utilization of available talent and to recognize earlier and in more detail 

the need for additional or alternative skills. 

A key part of human resource planning is projecting future workforce requirements and 

developing strategies for deploying this talent to avoid skills shortages or surpluses 

proactively. The aim is to achieve a balance of skills based on the needs and objectives of the 

enterprise. HR planning must, therefore, be a continuous process, with a structure and 

monitoring system that enables the organization to provide sufficient lead time for the 

recruitment and training of employees to meet its future requirements. 

“Human resource planning and organizational strategy connect at the hip. You can’t deliver 

business strategy without making sure you have the right human capital you need in the 

right places for the task at hand.”6  

The Benefits and Implications of Human Resource Planning 

In a globalized economy influenced by technological innovation, changing work patterns, 

demographic or cultural shifts, and changes in customer behaviour, the life cycles of 

business designs and products are short and organizations must be able to adapt swiftly. 

Human capital is more flexible in this regard than physical infrastructure or finance, and the 

strategies that a business adopts to survive and thrive must take the management of this 

vital human resource into account. 

Moving forward, human resource planners will not only have to face the adoption of new 

digital processes and technologies — but they will also have to accommodate new methods 

of doing business, and new realities such as the ongoing COVID-19 pandemic, with its 

movement restrictions and emphasis on remote working and collaboration. They will likely 

have to develop new methodologies for nurturing and retaining existing skills and cast a 

broader net in discovering new talent. 

“The war for talent around the world continues to grow. To win the human capital 

competition, companies should use a strategic human resource plan as a roadmap to 

achieve three- to five-year goals. Strategic plans influence the development of tactical 

resource planning. For example, a human resources strategic plan may include long-term 

aims to recruit and retain excellent staff with a high level of technical expertise.”7  

 
6 Darrin Murriner, the author of Corporate Bravery 
7 Matthew Burr, Moderator of the Upstate HR Podcast and Principal at human resource consulting firm Burr 
Consulting, LLC 

https://itchronicles.com/wfh/will-the-coronavirus-pandemic-be-the-tipping-point-for-remote-work/?utm_source=MarkitWrite
https://www.linkedin.com/in/murriner
https://www.linkedin.com/in/matthewwburr
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HR Planning Methodology 

While the forecast of labour requirements is at the heart of human resource planning, 

human resource professionals need a comprehensive and deep view of their organisation 

and an understanding of numerous factors to draw up a plan. The Smartsheet.com identifies 

seven key steps in the planning process that can be applied to a particular organisation in 

terms of its relevance to the circumstances 

• Step One: Analyse the objectives of your organization 

• Step Two: Make an inventory of current human resources 

• Step Three: Forecast your HR demand 

• Step Four: Determine the number and extent of skills gaps 

• Step Five: Draw up an action plan 

• Step Six: Integrate and implement the plan 

• Step Seven: Monitoring, measurement, and feedback 

 
 
https://www.deputy.com/blog/7-steps-to-strategic-human-resource-management 
 
  

https://www.deputy.com/blog/7-steps-to-strategic-human-resource-management


 
 

   page 21 of 36 

Human Resources Planning process 
 
Picture: Human Resources planning process 
 

 
Source: businessjargons.com 

Thus, human resource planning is a continuous process that begins with the objectives of 

Human Resource planning and ends with the appraisal or feedback and control of the 

planning process. 

1. Determining the objectives of Human Resource Planning: The foremost step in 

every process is the determination of the objectives for which the process is to be 

carried on. The objective for which the manpower planning is to be done should be 

defined precisely, to ensure that the right number of people for the right kind of job 

is selected.  

The objectives can vary across the several departments in the organization such as 

the personnel demand may differ in marketing, finance, production, HR department, 

based on their roles or functions. 

2. Analysing Current Manpower Inventory: The next step is to analyse the current 

manpower supply in the organization through the stored information about the 

employees in terms of their experience, proficiency, skills, etc. required to perform a 

particular job.  

Also, the future vacancies can be estimated, to plan for the manpower from both the 

internal (within the current employees) and the external (hiring candidates from 

outside) sources. Thus, it is to be ensured that reservoir of talent is maintained to 

meet any vacancy arising in the near future. 
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3. Forecasting Demand and Supply of Human Resources: Once the inventory of 

talented manpower is maintained; the next step is to match the demand for the 

manpower arising in the future with the supply of available resources with the 

organization.  

Here, the required skills of personnel for a particular job are matched with the job 

description and specification. 

4. Analysing the Manpower Gaps: After forecasting the demand and supply, the 

manpower gaps can be easily evaluated. In case the demand is more than the supply 

of human resources, which means there is a deficit, and thus, new candidates are to 

be hired.  

Whereas, if the Demand is less than supply, there arises a surplus in the human 

resources, and hence, the employees have to be removed either in the form of 

termination, retirement, layoff, transfer, etc. 

5. Employment Plan/Action Plan: Once the manpower gaps are evaluated, the action 

plan is to be formulated accordingly. In a case of a deficit, the firm may go either for 

recruitment, training, interdepartmental transfer plans whereas in the case of a 

surplus, the voluntary retirement schemes, redeployment, transfer, layoff, could be 

followed. 

6. Training and Development: The training is not only for the new joiners but also for 

the existing employees who are required to update their skills from time to time.  

After the employment plan, the training programmes are conducted to equip the 

new employees as well as the old ones with the requisite skills to be performed on a 

particular job. 

7. Appraisal of Manpower Planning: Finally, the effectiveness of the manpower 

planning process is to be evaluated. Here the human resource plan is compared with 

its actual implementation to ensure the availability of a number of employees for 

several jobs.  

At this stage, the firm has to decide the success of the plan and control the 

deficiencies, if any. 

 

See more: Developing the Human Resources Plan 

http://www.free-management-ebooks.com/faqpm/team-02.htm 
  

http://www.free-management-ebooks.com/faqpm/team-02.htm
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Why is Human Resource Planning Important? 

Businesses are therefore wise to lay greater emphasis on building a healthy organizational 
structure that motivates the workforce, and on promoting healthy communications between 
management and employees. Effective management and planning for human resources can 
assist in this.  

Human resource planning enables businesses to meet their current and future demands for 
talent, allowing human resource managers to anticipate and develop the skills most valuable 
to an organization, and providing the enterprise with the optimal balance of staff in terms of 
available skill-sets and numbers of personnel.  

Proper planning also provides a path for future development by establishing a reservoir of 
talent capable of filling leadership roles. And in the long term, human resource planning 
helps align human capital management more closely with business strategy.  

HR Planning Methodology:  

❖ Step One: Analyse the objectives of your organization  
❖ Step Two: Make an inventory of current human resources  
❖ Step Three: Forecast your HR demand  
❖ Step Four: Determine the number and extent of skills gaps  
❖ Step Five: Draw up an action plan  
❖ Step Six: Integrate and implement the plan Step Seven: Monitoring, measurement, 

and feedback. 

See more: Video HRM 

https://slideplayer.com/slide/8099391/ 

 

  

https://slideplayer.com/slide/8099391/
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4. Legislation of Biobased economy 

European legislation 

The European Union has several regulations related to the Biobased Economy. Especially the 
regulations related to waste management, renewable resources and pollution are 
important. 

In this section, we will summarise the most important 
ones. But be aware. The regulations are permanently 
changing. You must keep an eye on the latest regulations 
by following the EU law and publications yourself through 
the site of the publication office of the EU.  

See: http://publications.europa.eu/en/home  

Just try it, to get familiar with it. 

 

You can search the EU laws and regulations: http://publications.europa.eu/en/search-centre  
Or browse them by subject: http://publications.europa.eu/en/browse-by-subject  
The main regulations can be found within the domain of agriculture, forestry and fisheries. 

Directive 1999/31/EC of 26 April 1999 on the landfill of waste 

This Directive is intended to prevent or reduce as far as possible negative effects on the 
environment from the landfilling of waste, by introducing stringent technical requirements 
for waste and landfills. 
Directive 1999/31/EC on the landfill of waste 

Directive 2008/98/EC of the European Parliament and of the Council of 19 November 2008 
on waste 

This Directive provides for a general framework of waste management requirements and 
sets the basic waste management definitions for the EU. 
Directive 2008/98/EC on waste 

Directive 2009/28/EC of the European Parliament and of the Council of 23 April 2009 on 
the promotion of the use of energy from renewable sources 

Promotion and production of the use of energy from renewable sources and amending and 
subsequently is regulated in Directives 2001/77/EC and 2003/30/EC. This Directive 
establishes a legislative common framework for the use of energy from renewable sources 
to limit greenhouse gas emissions and to promote cleaner transport. 

 

http://publications.europa.eu/en/home
http://publications.europa.eu/en/search-centre
http://publications.europa.eu/en/browse-by-subject
http://eur-lex.europa.eu/legal-content/EN/TXT/?uri=CELEX%3A31999L0031&qid=1422263347528
http://eur-lex.europa.eu/legal-content/EN/TXT/?qid=1422263150959&uri=CELEX:32008L0098
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Directive 2010/75/EU of the European Parliament and of the Council of 24 November 2010 
on industrial emissions (integrated pollution prevention 

This Directive defines the obligations with which industrial and agricultural activities with a 
high pollution potential must comply. 

Directive 2012/27/EU of the European Parliament and of the Council of 25 October 2012 
on energy efficiency 

This Directive establishes a common framework of measures for the promotion of energy 
efficiency within the Union to ensure the achievement of the Union's 2020 20% headline 
target on energy efficiency and to pave the way for further energy efficiency improvements 
beyond that date. 

National legislation 

A starting entrepreneur will not immediately need European legislation. The first step 
towards a new company is registered at the Chamber of Commerce. There (mostly also 
online) you can find information about relevant national legislation. Places where you can 
find information about BBE companies, such as conditions, rules, certification and subsidies, 
differ from country to country. Try the website from your national Ministry of Economic 
Affairs. In other countries, special organizations deal with the promotion of the circular 
economy. 
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5. SIMPLE TIPS FOR AN EFFECTIVE TEAM MANAGEMENT 

 

Leading a team can be inspiring, rewarding and exhausting. Busy working environments can 

leave little time for team leaders to check in with team members and ensure they’re feeling 

happy, creative and on track. But with these 6 simple and effective team management tips, 

there’s an alternative. 

How to Achieve Effective Team Management 

 

With good communication channels and plenty of opportunities to give feedback, you can 

provide your team with a strong support system. With this, team leaders can develop 

accountability, trust, and a less hierarchical approach. 

Here are our six tips for achieving a happier and more productive team via some supportive 

workflows: 

Business Tip No. 1: Be transparent 

Transparent working environments have been found to make teams more accountable, 

happy and creative. 

It sounds like a big claim but transparent environments help to develop a feeling of mutual 

respect between team members and team leaders. Via open and consistent communication, 

transparent and authentic workplaces help employees to feel secure in their positions. In 

turn, team members feel freer to contribute ideas and suggestions, enhancing creativity. 

Transparency in the workplace is hugely important. 

Using transparent tools 

James Hannam, the team management consultant, agrees that transparency is a 

cornerstone to high-functioning teams. James explains that on his projects, teams use 

MeisterTask to achieve effective team and project management.  
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MeisterTask ist ein Online-Task-Management-Tool für Teams. 

https://www.meistertask.com/de?r_campaign=busi-simple-team-management  

Business Tip No. 2: Keep communicating 

You must have heard this one before: the basis of a cooperative and productive team is good 

communication. The aim is to create an environment in which team leaders feel able to 

provide honest and constructive feedback, and team members feel confident to voice 

concerns and communicate with one another. 

8 tools for managing remote team communication 

 

Business Tip No.3: Provide valuable feedback 

Providing feedback to team members is one of the best ways you can support them to 

develop professionally and personally. 

 

  

https://www.meistertask.com/de?r_campaign=busi-simple-team-management
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Even if you have no negative feedback to give, make sure to hold regular opportunities to 

check-in. This way, you can provide advice on how you feel your team members are 

progressing and could grow further. If there are any areas of work that you feel could be 

improved, these discussions also provide a good opportunity to share your constructive 

feedback. 

 

8 Steps to Create a Business Facebook / Zoom / Linkedin Group that Gets “Likes” 

1. Defined statement & objective 

2. Make your group public 

3. Reach out to other groups 

4. Regularly curated content 

5. Promote interaction & communication 

6. Cross-media promotion 

7. Reward your followers 

8. Gather feedback & reinvent. 

 

Business Tip No. 4: Encourage collaboration 

Your people are your greatest assets and their creative power drives your success. 

But company culture can seriously affect creativity. As a small business owner, it’s your 

responsibility to understand the best ways to encourage free-flowing ideas within the 

structure of your business. This understanding needs to start before you make your first hire. 

Forcing creativity rarely works. It not only stresses you out, but, likely, you won’t create 

anything useful – trust me on this one – creativity requires time and space to happen. 
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Understand what creativity is from your business' standpoint and then identify people who 

have the characteristics to be creative in that system. Incorporate that discovery into your 

hiring process, by searching for candidates that are open to thinking about things differently. 

Once you start hiring, create an environment that constantly promotes the creative process. 

Seek out ideas and discuss them often. 

By bringing people and ideas to the table, and encouraging open discussion, you're creating 

an environment that's designed for collaboration. That employee interaction will spawn 

good creativity and great ideas. 

But don’t just celebrate success and punish failure. 

This approach is unlikely to see new ideas come from employees. Channelling creativity into 

useful outcomes is about seeing what happens, knowing what’s possible, learning from that 

process, and pushing a little beyond it every time. 

Finally, diversity is the key to creativity. Age, race, and background don’t necessarily affect 

your employees’ potential for creativity. They do, however, impact the way a person 

approaches the creative process. By coming at issues very differently you’ll walk away with a 

greater potential for success. 

Promoting creativity in the workplace (In a nutshell): 

▪ Foster an environment where diversity and creativity are valued. 

▪ Give employees the tools, techniques, and time to come up with new ideas. 

▪ Make sure employees understand your goals, products and services. 

▪ Bring people together; conversation creates problem-solving and even greater ideas. 

▪ Recognize, reward and celebrate great ideas (and learn from your failures!). 

 

Business Tip No. 5: Trust your team to do their job 
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Does Your Team Trust You? – Make a check 

Leaders are often unaware of how much — or how little — team members are on board 

with the leader’s strategy, goals, and plans. Even worse, they often assume they have the 

team’s trust when that is not always the case.  

Make a check if your team trusts you: 

▪ Team members sometimes take a different view from yours and express it freely. 

▪ Team members keep you informed of their progress. They are comfortable coming to 

you for help or suggestions.  

▪ Team members appear comfortable admitting mistakes and are willing to discuss 

their problems rather than hiding or minimizing them, or concealing them in fancy 

PowerPoints. 

▪ Team members approach you when they have a non-work problem, to request time 

off or support. 

▪ Team members are not obviously defensive or over-critical about statements you 

make. 

▪ Team meetings are relatively open and there is wide participation, with everyone 

contributing. 

▪ Team members speak up — often privately — if they have a problem with one of 

your decisions or your behaviour and are prepared to discuss their concerns. 

▪ There does not appear to be excessive gossip in the team. 

 

6. Prevent team burn-out 

 

What is a burn-out? 

<Burn-out is a syndrome conceptualized as resulting from chronic workplace stress that has 

not been successfully managed. It is characterized by three dimensions: 1) feelings of energy 

depletion or exhaustion; 2) increased mental distance from one’s job, or feelings of 

negativism or cynicism related to one's job; and 3) reduced professional efficacy. Burn-out 

refers specifically to phenomena in the occupational context and should not be applied to 

describe experiences in other areas of life.> 
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What can you do to prevent burn-out in the Workplace? 

1. Be Realistic. When Assigning Tasks. Delegate an amount of work that is challenging, but 

not overwhelming. 

2. Follow the Passion. Ensure that each member of your team is in the position they feel 

most passionate about. Create new positions or be willing to move skilled employees to 

different positions if they feel more passionate about them. 

3. Allow Side Projects. Allow your employees to spend some time working on a work-related 

side project that they feel passionate about. Some of Google’s most innovative ideas came 

from an employee’s side project. 

4. Keep Reasonable Work Hours. When deciding to send employees to the home office, 

check the working hours, how many hours each person should work, contact each employee 

regularly online to ask about motivation, problems and progress and be in constant contact. 

5. Schedule Breaks. Allow and encourage your employees to have a full one hour lunch as 

well as 15-minute breaks throughout the day. They should use the time to take a walk, 

socialize, make personal phone calls, or stretch. 

6. Be Flexible. When a deadline or goal is unrealistic, change it so it is attainable. If someone 

who is assigned a task isn’t the right person for the job, re-assign it. 

7. Don’t Spread Your Team Too Thin. Reduce the number of parallel tasks that an individual 

or team is working on. Ensure that they are not overwhelmed with their to-do list. 

8. Define Concrete Roles. Ensure that each team member has a specific job description, 

understands their role, and is aware of their expected contribution to the company. 

9. Provide Adequate Resources. Ensure that there are sufficient funds to execute strategies 

effectively. 

10. Train Your Team Well. Ensure that they know their job and they know it well. 

11. Provide Ample Support. Managers should spend time listening to and addressing 

employees’ concerns. 

12. Create a Supportive Culture. Make sure that being supportive is a company value. 

develop your own team culture - communication, regular team meetings, meetings outside 

the office 

13. Encourage Socializing. Allow for employees to freely socialize on breaks, at lunch, or 

after work. At Talkdesk, we have a channel on HipChat dedicated to posting funny content. A 

little laugh goes a long way. 
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14. Give a Treat. Surprise your team with a treat you know they will love after a tough week 

or meeting a stressful goal. Mix it up with food, gift certificates, allowing them to leave early, 

or having a party at work. 

15. Stock Your Kitchen Well. Take a lesson from the Google playbook and make your 

workplace feel a little like home. Make sure that your team is well fed and revved up! 

16. Be Hands-On. Spend time getting to know each employee on a personal level. Take them 

out to lunch individually and talk about non-business-related topics. 

17. A Team That Plays Together Stays Together. Build team morale, inclusiveness, and job 

satisfaction by scheduling company activities like snowboarding, go-kart racing, laser tag, or 

kickball. Be creative and make it fun! 

18. Be Fair. Always make sure that decisions are fair and ethical. Never ask an employee to 

complete a task that may challenge their values or elicit ethical concerns. 

19. Provide Ample Feedback. Employees must know when they have hit a grand slam and 

when they struck out. Take time to meet with each employee to provide direct feedback. 

20. Acknowledge, Reward, and Promote. Each employee’s contribution to the company 

should be acknowledged. Reward excellent performances with bonuses, awards, and/or 

promotions. 

21. Make Their Voice Heard. When an employee expresses frustration or concern, address it 

immediately. Make sure that they know you are taking appropriate action or give an 

explanation as to why you can’t meet their needs. 

22. Educate Employees on Burnout. Provide information about burnout and how employees 

can prevent it. Hold a seminar where employees can ask relevant questions about burnout. 

Consider asking a mental health professional to mediate the discussion. 

23. Increase Coping Skills. Help employees increase their ability to handle and prevent stress. 

Hire a professional to teach coping skills and relaxation techniques. 

24. Allow for Paid “Mental Health Days.” This is time that employees can choose to spend 

doing something that makes them happy. A little paid time off will go a long way. 

25. Make Every Employee Responsible for Preventing Burnout. Have a “when you see 

something, say something” policy. Encourage employees to alert a manager when they 

suspect a co-worker might be burning out. 

26. Create a Fun Environment. Any workplace where an employee is excited to come to work 

will help reduce burnout. Buy Nerf guns, foosball tables, mini-helicopters, dart boards, and 

ping pong tables. Encourage good times, laughs, and a super-fun environment. 
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If you follow just a few of the recommendations, your team will be healthy and lead you to 

success and they will have great confidence in your leadership and work. 

 

 

 

  



 
 

   page 34 of 36 

6. Quiz 

 What are the five basics of management? 

Select one: 

a. Planning, Organizing, Coordinating, Commanding, Controlling 

b. Planning, Communicating, Organizing, Coordinating, Controlling  

c. Organising, Planning, Communicating, Controlling 

 
Answer: a. (Planning, Organizing, Coordinating, Commanding, Controlling) 

 What skills are defined by the management skills? 

Select one: 

a. processing, production, manipulation, controlling 

b. planning, organizing, direction, controlling 

c. production, communication, controlling, talking. 

 
Answer: b. (planning, organizing, direction, controlling) 

 What are the seven steps of Human Resources Planning? 

Complete: 

Analysing, a) ….., forecasting, estimating, b) …., implementing, c) …. 

 
Answer: a) inventorying / b) formulating / c) monitoring 

 What means SOP? 

Select one: 

a. Standard Operating Performance 

b. Standard Operating Procedures 

c. Self-Operating Procedures 

 
Answer: a. (Standard Operating Performance) 
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 What is the advantage of HRM? 

Select one: 

a. Both answers are true. 

b. Building a healthy organizational structure that motivates the workforce, and on 
promoting healthy communications between management and employees. 

c. Providing the enterprise with the optimal balance of staff in terms of available skill-
sets and numbers of personnel It gives the farmer a better motivation. 

 
Answer: a. (Both answers are true.) 
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