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UNIT – 1 

1.1 INTRODUCTION TO HUMAN RESOURCE MANAGEMENT 

Meaning of Human resource 

According to Leon C. Megginson, the term human resources (HR) can be thought of as “the total 

knowledge, skills, creative abilities, talents and aptitudes of an organisation’s workforce, as well 

as the value, attitudes and beliefs of the individuals involved.” The term human resources can 

also be explained in the sense that it is a resource like any natural resource. It does mean that the 

management can get and use the skill, knowledge, ability etc., through the development of skills, 

tapping and utilising them again and again by developing a positive attitude among employees 

Definition of HRM 

Michael J. Jucius defined Personnel Management as “the field of management which has to do 

with planning, organising, directing and controlling the functions of procuring, developing, 

maintaining and utilising a labour force, such that the —  

(a) Objectives for which the company is established are attained economically and effectively, 

(b) Objectives of all levels of personnel are served to the highest possible degree, and  

(c) Objectives of society are duly considered and served.” 

Ricky W. Griffin: “Human Resource Management is the set of organizational activities directed 

at attracting, developing and maintaining an effective workforce.” 

Gray Dessler: “The policies and practices one needs to carry out the people or human 

resource aspects of a management position, including recruiting, screening, training, rewarding, 

and appraising.” 

Edwin Flippo defines- HRM as “planning, organizing, directing, controlling of procurement, 

development, compensation, integration , maintenance and separation of human resources to the 

end that individual, organizational and social objectives are achieved.”  

 

According to Decenzo and Robbins, “HRM is concerned with the people dimension” in 

management. Since every organization is made up of people, acquiring their services, developing 

their skills, motivating them to higher levels of performance and ensuring that they continue to 

maintain their commitment to the organization is essential to achieve organsational objectives. 

This is true, regardless of the type of organization – government, business, education, health or 

social action”. 

 

According to Pulapa Subba Rao, human resources management (HRM) is managing (planning, 

organizing, directing and controlling) the functions of employing, developing, compensating and 

utilizing human resources, resulting in the creation and development of human and industrial 

relations which would shape the future policies and practices of human resource management, 

with a view to contribute proportionately (due to them) to the organizational, individual and 

social goals. 

Similar Terms: Various terms are used to denote human resources management. These terms 

are: labour management, labour administration, personnel management, personnel 

administration, human capital management, human asset management, employment 



D. BHUVANKUMAR  HRM – BBA – III semester 

Sanjeev Degree College Page 3 

 

administration, employee-employer relations, union management relations, industrial relations 

and the like. 

1.2 Differences between Personnel Management and Human Resources Management 

Personnel Management is different from Human Resources Management. Personnel means 

persons employed. Hence, personnel management views the man as economic man who works 

for money or salary. Human resources management treats the people as human beings having 

economic, social and psychological needs. Thus, HRM is broader in scope compared to 

personnel management. John Storey differentiated personnel management from human resources 

management, following table presents the differences between these two. 

 

BASIS FOR 

COMPARISON 

PERSONNEL MANAGEMENT HUMAN RESOURCE MANAGEMENT 

Meaning The aspect of management that is 

concerned with the work force and 

their relationship with the entity is 

known as Personnel Management. 

The branch of management that focuses on 

the most effective use of the manpower of 

an entity, to achieve the organizational 

goals is known as Human Resource 

Management. 

Approach Traditional Modern 

Treatment of 

manpower 

Machines or Tools Asset 

Type of function Routine function Strategic function 

Basis of Pay Job Evaluation Performance Evaluation 

Management Role Transactional Transformational 

Communication Indirect Direct 

Labor 

Management 

Collective Bargaining Contracts Individual Contracts 

Initiatives Piecemeal Integrated 

Management 

Actions 

Procedure Business needs 

Decision Making Slow Fast 

Job Design Division of Labor Groups/Teams 

Focus Primarily on mundane activities like 

employee hiring, remunerating, 

training, and harmony. 

Treat manpower of the organization as 

valued assets, to be valued, used and 

preserved. 

 

1.3 Nature of HRM 

People in any organisation manifest themselves, not only through individual sections but also 

through group interactions. When individuals come to their workplace, they come with not only 

technical skills, knowledge etc., but also with their personal feelings, motives, attitude, talent-job 

fit, values etc. Therefore, employee management in an organisation does mean management of 

not only technical skills but also other factors of the human resources. 

1. It is pervasive in nature as it is present in all enterprises.  

2. Its focus is on results rather than on rules.  

3. It tries to help employees develop their potential fully.  

4. It encourages employees to give their best to the organization.  

5. It is all about people at work, both as individuals and groups.  
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6. It tries to put people on assigned jobs in order to produce good results.  

7. It helps an organization meet its goals in the future by providing for competent and well 

motivated employees.  

8. It tries to build and maintain cordial relations between people working at various levels in 

the organization.  

9. It is a multidisciplinary activity, utilizing knowledge and inputs drawn from psychology, 

economics, etc. 

Complex Dynamism  

A close observation of employees reveals that they are complex beings, i.e., (i) economic, (ii) 

physiological, (iii) psychological, (iv) sociological and (v) ethical beings. The proportions or 

intensities of these dimensions of the human factor in employment may differ from one situation 

to another but the fact remains that these are the basic things of the human factor in 

organisations. Undoubtedly, the physical and mental attributes of human resources are highly 

pertinent to organisational performance and productivity.  

A Social System  

Human resources management is relatively new and developed as a part of management 

(concerned with the management of human resources). In its simple terms, personnel 

management is the task of dealing with human relationships, moulding and developing the 

human behaviour and attitude towards the job and organisational requirements. The HR manager 

involves himself in administering a social system. In this process, the manager has to see that the 

economic satisfaction for a reasonable livelihood, the social satisfaction of working together as 

members of a group and individual job satisfaction of a worker are attained.  

A Challenging Task  

The HR manager plays a crucial role in understanding the changing needs of the organisation 

and society. Further, he faces some challenging tasks in attaining the employee, organisational 

and societal objectives with the available resources. In addition to it, the technological 

developments increasing educational standards etc., further complicate the role of the personnel 

manager. Hence, the modern HR manager should equip himself with good knowledge of 

disciplines, viz., Economics, Commerce, Management, Sociology, Psychology, Engineering, 

Technology and Law 

1.4 Scope of HRM 

The scope of human resources management in the modern days is vast. In fact, the scope of 

HRM was limited to employment and maintenance of and payment of wage and salary. The 

scope gradually enlarged to providing welfare facilities, motivation, performance appraisal, 

human resources management, maintenance of human relations, strategic human resources and 

the like. The scope has been continuously enlarging. 

Personnel aspect-This is concerned with manpower planning, recruitment, selection, placement, 

transfer, promotion, training and development, layoff and retrenchment, remuneration, 

incentives, productivity etc.  
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Welfare aspect-It deals with working conditions and amenities such as canteens, creches, rest 

and lunch rooms, housing, transport, medical assistance, education, health and safety, recreation 

facilities, etc.  

Industrial relations aspect-This 

covers union-management relations, 

joint consultation, collective 

bargaining, grievance and 

disciplinary procedures, settlement of 

disputes, etc.  

Human resources planning: -

 Human resource planning or Human 

Resource Planning refers to a process 

by which the company to identify the 

number of jobs vacant, whether the 

company has excess staff or shortage 

of staff and to deal with this excess or 

shortage.  

Job analysis design: - Another 

important area of Human Resource Management is job analysis. Job analysis gives a detailed 

explanation about each and every job in the company.  

Recruitment and selection: - Based on information collected from job analysis the company 

prepares advertisements and publishes them in the newspapers. This is recruitment. A number of 

applications are received after the advertisement is published, interviews are conducted and the 

right employee is selected thus recruitment and selection are yet another important area of 

Human Resource Management.  

Orientation and induction: - Once the employees have been selected 

an induction or orientation program is conducted. This is another important area of Human 

Resource Management. The employees are informed about the background of the company, 

explain about the organizational culture and values and work ethics and introduce to the other 

employees.  

Training and development: - Every employee goes under training program which helps him to 

put up a better performance on the job. Training program is also conducted for existing staff that 

have a lot of experience. This is called refresher training. Training and development is one area 

where the company spends a huge amount.  

Performance appraisal: - Once the employee has put in around 1 year of service, performance 

appraisal is conducted that is the Human Resource department checks the performance of the 

employee. Based on these appraisal future promotions, incentives, increments in salary are 

decided.  

Compensation planning and remuneration: - There are various rules 

regarding compensation and other benefits. It is the job of the Human Resource department to 

look into remuneration and compensation planning.  
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Motivation, welfare, health and safety: - Motivation becomes important to sustain the number 

of employees in the company. It is the job of the Human Resource department to look into the 

different methods of motivation. Apart from this certain health and safety regulations have to be 

followed for the benefits of the employees. This is also handled by the HR department.  

Industrial relations: - Another important area of Human Resource Management is maintaining 

co-ordinal relations with the union members. This will help the organization to 

prevent strikes lockouts and ensure smooth working in the company. 

 

1.5 HISTORY OF HUMAN RESOURCE MANAGEMENT 

The origin of the HRM function can be traced in England where masons, carpenters, leather 

workers, and other crafts-people organized themselves into guilds. The groups worked towards 

the common objective of attaining "improved work conditions". 

18th Century: During the later part of the century the concept of Industrial Revolution laid the 

basis for a new and complex industrial society. The industrial revolution began with the 

substitution of stem power and machinery for time consuming hand labor. Working conditions, 

social patterns and the division of labor were significantly altered. A new kind of employee- a 

boss, who wasn’t necessarily the owner, as had usually been the case in the past- became a 

power broker in the factory system. These changes led to widening the gap between workers and 

owners.  

19th Century: During the era of the world wars scientific management and welfare work 

represents two concurrent approaches, along with industrial psychology, merged. Scientific 

management represented an effort to deal with inefficiencies in labor and management primarily 

through work methods, time and motion study, and specialization. Industrial psychology 

represented the application of psychological principles toward increasing the ability of workers 

to perform efficiently and effectively. Scientific management can be summarized as a one best 

way to do a job which includes the following principles:  

1. Science, not rules of thumb;  

2. Harmony, not discord;  

3. Cooperation, not individualism;  

4. Maximum output, not restricted output.  

Whereas scientific management focused on the job efficiencies, industrial psychology focused on 

the worker and individual differences. The maximum well being of the worker was the focus of 

industrial psychology. 

1920’s: The drastic change in technology, the growth of the organizations, the rise of unions, and 

government concern and intervention concerning working people resulted in the development of 

personnel departments. Though no such trace for first personnel department can be traced still it 

is found that around 1920’s most of the organizations starting thinking on matters such as 

conflict between employees and management. The term “welfare secretaries” were used to 

denote the personnel administrator. The main task of the welfare administrator was to facilitate 

the communication between the worker and the management and recommend management as to 

what had to be done to get the best results from the employees. 

1930’s: During mid of 1920 & 1930’s another concept of Human relations movement came up 
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after the studies conducted on “human factors at work” be Elton mayo and other famous 

researcher. This study pointed out the importance of the social aspect and work groups on the 

employee output & workers satisfaction. Around 1960’s human relations movement became a 

branch of and became a contributor to the field of organizational behavior. 

The evolution of the concept of Human Resource Management is presented below 

 
Period before industrial revolution – The society was primarily an agriculture economy with 

limited production. Number of specialized crafts was limited and was usually carried out within 

a village or community with apprentices assisting the master craftsmen. Communication channel 

were limited. 

Period of industrial revolution (1750 to 1850) – Industrial revolution marked the conversion of 

economy from agriculture based to industry based. Modernization and increased means if 

communication gave way to industrial setup. A department was set up to look into workers 

wages, welfare and other related issues. This led to emergence of personnel management with 

the major task as 

–          Worker’s wages and salaries 

–          Worker’s record maintenance 

–          Worker’s housing facilities and health care 

An important event in industrial revolution was growth of Labour Union (1790)  – The works 

working in the industries or factories were subjected to long working hours and very less wages. 

With growing unrest, workers across the world started protest and this led to the establishment of 

Labour unions. To deal with labour issues at one end and management at the other Personnel 

Management department had to be  capable of politics and diplomacy , thus the industrial 

relation department emerged. 
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Post  Industrial revolution – The term Human resource Management saw a major evolution after 

1850. Various studies were released and many experiments were conducted during this period 

which gave HRM altogether a new meaning and importance. 

A brief overview of major theories release during this period is presented below 

Frederick W. Taylor gave principles of scientific management (1857 o 1911) led to the 

evolution of scientific human resource management approach which was involved in 

–          Worker’s training 

–          Maintaining wage uniformity 

–          Focus on attaining better productivity. 

Hawthorne studies, conducted by Elton Mayo & Fritz Roethlisberger (1927 to 1940). – 

Observations and findings of Hawthrone experiment shifted the focus of Human resource from 

increasing worker’s productivity to increasing worker’s efficiency through greater work 

satisfaction. 

Douglas McGregor Theory X and Theory Y (1960) and Abraham Maslow’s Hierarchy of needs 

( 1954) – These studies and observations led to the transition from the administrative and 

passive Personnel Management approach to a more dynamic Human Resource Management 

approach which considered workers as a valuable resource. 

As a result of these principles and studies , Human resource management became increasingly 

line management function , linked to core business operations. Some of the major activities of 

HR department are listed as- 

1. Recruitment and selection of skilled workforce. 

2. Motivation and employee benefits 

3. Training and development of workforce 

4. Performance related salaries and appraisals. 

Strategic Human Resource Management Approach 

With increase in technology and knowledge base industries and as a result of global competition, 

Human Resource Management is assuming more critical role today. Its major accomplishment is 

aligning individual goals and objectives with corporate goals and objectives. Strategic HRM 

focuses on actions that differentiate the organization from its competitors and aims to make long 

term impact on the success of organization. 

1.6 FUNCTIONS OF HUMAN RESOURCE MANAGEMENT 

The functions of HRM can be broadly classified into two categories, viz., (i) Managerial 

functions and (ii) Operative functions. 

Managerial Functions  

Managerial functions of personnel management involve planning, organising, directing and 

controlling. All these functions influence the operative functions. 

Planning: It is a predetermined course of action. Planning pertains to formulating strategies of 

personnel programmes and changes in advance that will contribute to the organisational goals. In 

other words, it involves planning of human resources, requirements, recruitment, selection, 

training etc. It also involves forecasting of personnel needs, changing values, attitudes and 

behaviour of employees and their impact on the organisation. 
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Organising: An organisation is a means to an end. It is essential to carry out the determined 

course of action. In the words of J.C. Massie, an organisation is a “structure and a process by 

which a co-operative group of human beings allocates its task among its members, identifies 

relationships and integrates its activities towards a common objective.” Complex relationships 

exist between the specialised departments and the general departments as many top managers are 

seeking the advice of the personnel manager. Thus, an organisation establishes relationships 

among the employees so that they can collectively contribute to the attainment of company 

goals. 

Directing: The next logical function after completing planning and organising is the execution 

of the plan. The basic function of personnel management at any level is motivating, 

commanding, leading and activating people. The willing and effective co-operation of employees 

for the attainment of organisational goals is possible through proper direction. Tapping the 

maximum potentialities of the people is possible through motivation and command. Co-

ordination deals with the task of blending efforts in order to ensure successful attainment of an 

objective. The personnel manager has to co-ordinate various managers at different levels as far 

as personnel functions are concerned. 

Controlling: After planning, organising and directing various activities of personnel 

management, the performance is to be verified in order to know that the personnel functions are 

performed in conformity with the plans and directions of an organisation. Controlling also 

involves checking, verifying and comparing of the actuals with the plans, identification of 

deviations if any and correcting of identified deviations. Thus, action and operation are adjusted 

to pre-determined plans and standards through control. Auditing training programmes, analysing 

labour turnover records, directing morale surveys, conducting separate interviews are some of 

the means for controlling the personnel management function and making it effective. 

Operative Functions  

The operative functions of human resources management are related to specific activities of 

personnel management, viz., employment, development, compensation and relations. All these 

functions are interacted with managerial functions. Further, these functions are to be performed 

in conjunction with management functions 

Employment: It is the first operative function of Human Resources Management (HRM). 

Employment is concerned with securing and employing the people possessing the required kind 

and level of human resources necessary to achieve the organisational objectives. It covers 

functions such as  

1. Job Analysis 

2. Human Resources Planning 

3. Recruitment and Selection 

4. Placement 

5. Induction 

6. Internal Mobility. 

Human Resources Development: It is the process of improving, moulding and changing the 

skills, knowledge, creative ability, aptitude, attitude, values, commitment etc., based on present 

and future job and organisational requirements. This function includes: 
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1. Performance appraisal 

2. Training 

3. Management development 

4. Career planning and development 

5. Internal mobility 

6. Transfer, promotion, demotion 

7. Retention and retrenchment management 

8. Change and organization development 

Compensation: It is the process of providing adequate, equitable and fair remuneration to the 

employees. It includes, 

1. Job evaluation 

2. Wage and salary administration 

3. Incentives, bonus, fringe benefits 

4. Social security measures 

Human Relations: Practicing various human resources policies and programmes like 

employment, development, compensation and interaction among employees create a sense of 

relationship between the individual worker and management, among workers and trade unions 

and the management. It is the process of interaction among human beings. Human relations is an 

area of management in integrating people into work situations in a way that motivates them to 

work together productively, co-operatively and with economic, psychological and social 

satisfaction. It includes: 

1. Understanding and applying the models of perception, personality, learning, intra- and 

inter-personal relations, intra- and inter-group relations.   

2. Motivating the employees. 

3. Boosting employee morale. 

4. Developing the communication skills.  Developing the leadership skills. 

5. Redressing employee grievances properly and in time by means of a well formulated 

grievance procedure. 

6. Handling disciplinary cases by means of an established disciplinary procedure. 

7. Counselling the employees in solving their personal, family and work problems and 

releasing their stress, strain and tensions.   

8. Providing a comfortable work environment by reducing fatigue, monotony, boredom and 

industrial accidents.   

9. Improving quality of work life of employees through participation and other means. 

Industrial Relations: The term ‘industrial relations’ refers to the study of relations among 

employees, employers, government and trade unions. Industrial relations include: 

1. Indian labour market 

2. Trade unionism   

3. Collective bargaining   

4. Industrial conflicts 

5. Workers’ participation in management and Quality circles. 
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Recent Trends in HRM: Human Resources Management has been advancing at a fast rate. The 

recent trends in HRM include:   

1. Quality of work life 

2. Total quality in human resources 

3. HR accounting, audit and research 

4. Recent techniques of HRM. 

1.7 ROLE OF HR MANAGER 

Human Resources Manager plays a vital role in the modern organization. He plays various 

strategic roles at different levels in the organization. The roles of the HR Manager include roles 

of conscience, of a counsellor, a mediator, a company spokesman, a problem solver and a change 

agent. 

The Conscience Role: The conscience role is that of a humanitarian who reminds the 

management of its morals and obligations to its employees. 

The Counsellor: Employees who are dissatisfied with the present job approach the HR manager 

for counselling. In addition, employees facing various problems like marital, health, children 

education/marriage, mental, physical and career also approach the HR managers. The HR 

Manager counsels and consults the employees and offers suggestions to solve/overcome the 

problems. 

The Mediator: As a mediator, the HR manager plays the role of a peace-maker. He settles the 

disputes between employees and the management. He acts as a liaison and communication link 

between both of them. 

The Spokesman: He is a frequent spokesman for or representative of the company. 

The Problem-solver: He acts as a problem solver with respect to the issues that involve human 

resources management and overall long range organisational planning. 

The Change Agent: He acts as a change agent and introduces changes in various existing 

programmes. HR Manager should work as an enabler and change agent regarding HR areas and 

he should be familiar with different disciplines like management, technology, sociology, 

psychology and organisational behaviour as organisational adaptability, viability and 

development are dependent on human resources development. So, the HR manager should work 

as a consultant of an organisational development by providing necessary information and 

infrastructure to the line managers. Thus, the role of HR managers is more concerned with 

providing information and offering advice to the decision-makers rather than making decisions. 

 

HR Manager also performs various other roles like welfare role, clerical role and fire-fighting 

role as indicated below 
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1.8 QUALIFICATIONS AND QUALITIES OF HUMAN RESOURCE MANAGER 

The functions of HR management vary from organisation to organisation both in nature and 

degree. So, the qualifications required of a HR manager differ from organisation to organisation 

depending on its nature, size, location etc. However, the qualifications and qualities which will 

be applicable in general can be summarised as follows: 

Qualifications: Qualifications prescribed for the post of HR manager vary from industry to 

industry and from State to State. These qualifications have been undergoing several changes 

from time to time. However, the qualifications prescribed by various organisations include MBA 

with Human Resources Management Specialisation, MHRM, MA (IR & PM), MPM and 

PGDPM. 

Personal Attributes: The HR manager, as in case of any other manager, must have initiative, 

resourcefulness, depth of perception, maturity in judgement and analytical ability. Freedom from 

bias would enable the HR manager to take an objective view both, of the management and 

workers. They must thus have intellectual integrity. Moreover, the HR manager should be 

thorough with labour laws. An understanding of human behaviour is essential to the HR 

manager. He must be familiar with human needs, wants, hopes and desires, values, aspirations 

etc., without which adequate motivation is impossible. 

Intelligence: This includes skills to communicate, articulate, moderate, understand etc., 

command over language, mental ability and tact in dealing with people intelligently, including 

the ability to draft agreements, policies etc. 



D. BHUVANKUMAR  HRM – BBA – III semester 

Sanjeev Degree College Page 13 

 

Educational Skills: HR manager should possess learning and teaching skills as he has to learn 

and teach employees about organisational growth, need for and mode of development of 

individuals etc. 

Discriminating Skills: He should have the ability to discriminate between right and wrong, 

between just and unjust, merit and demerit. 

Executing Skills: He/she is expected to execute the management’s decisions regarding personnel 

issues with speed, accuracy and objectivity. He/she should also be able to streamline the office, 

set standards of performance, co-ordinate, control etc. Further, the HR manager is expected to 

have leadership qualities: deep faith in human values, empathy with human problems, foreseeing 

future needs of employees, organisation, government, trade unions, society etc. 

Experience and Training: Previous experience is undoubtedly an advantage provided the 

experience was in an appropriate environment and in the same area. Training in psychological 

aspects, labour legislations and more specifically in HR management and general management is 

an additional benefit. Experience in an enterprise in some other executive capacity can also help 

towards an appreciation of the general management problems and a practical approach in 

meeting HR problems. 

Professional Attitudes: Finally, professional attitude is more necessary particularly in the Indian 

context. The HR managers’ job, as in the case of other managers, is getting professionalised. He 

should have patience and understanding, ability to listen before offering advice. As mentioned 

earlier, he should have the knowledge of various disciplines like technology, engineering 

management, sociology, psychology, philosophy, human physiology, economics, commerce and 

law. He must be able to couple his social justice with a warm personal interest in people which 

must be secured by an uncommon degree of common sense. 
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Unit-II 
2.1 HRM in India 

The history of development of HR management in India is comparatively of recent origin. But 

Kautilya had dealt with some of the important aspects of human resources management in his 

“Arthasastra,” written in 400 B.C. Government in those days adapted the techniques of HRM as 

suggested by Kautilya. In its modern 

sense, it has developed only since independence. Though the importance of labour officers was 

recognised as early as 1929, the appointment of officers to solve labour and welfare problems 

gained momentum only after the enactment of the Factories Act of 1948. Section 49 of the Act 

required the appointment of Welfare Officers in companies employing more than 500 workers. 

At the beginning, Government was concerned only with limited aspects of labour welfare. The 

earliest labour legislation in India dealt with certain aspects of Indian labourers (Regulation of 

Recruitment, Forwarding and Employment) sent to various British colonies in 1830. Important 

phases of evolution of HRM are presented below 

 
2.2 Changing Role of Human Resource in India 

 

Year Nature of Development 

1860 Employers’ and Workmen’s (Disputes) Act was passed. This Act was penal in 

character, laying down criminal penalties for breach of contract. 

1881-1891 Factories Acts of 1881 and 1891 were passed showing concern for workers’ welfare. 

These Acts were limited to working hours of women and children. 

1863-1901 The Assam Labour Acts passed between 1863-1901 were concerned with migration of 

labour. 

1890 First Labour Organisation, i.e., Bombay Mill Hands’ Association was established. 

1901 The Mines Act, concerned with the safe working conditions in the mines was passed in 

1901. 

1905 The Printers’ Union was established in Kolkata. 

1907 The Postal Union was established in Mumbai. 
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1907 Fact Labour Commission submitted its report to the Government of India. 

1911 Factories Act, 1911 was passed consequently upon the Report of Factory Labour 

Commission, 1907. 

1915 Calico Mills in Ahmedabad provided welfare facilities by appointing a doctor and a 

nurse. 

1918 Massive industrial unrest prevailed following the end of World War I. 

1919 The All India Trade Unions Congress (AITUC) was formed. 

1920 Mahatma Gandhi inaugurated the Union of Throstle Department workers. This Union 

later became the Ahmedabad Textile Labour Association. 

1922 An All India Industrial Welfare Conference was conducted by Social Service League in 

Bombay. Representatives of the Government and employers attended the meeting. 

Subjects discussed were workers’ education, sanitation, child welfare, trade unionism, 

housing etc. 

1923 Strikes were organised when employers tried to reduce wages as a measure to reduce 

cost of living. Workmen’s Compensation Act was passed. 

1924 Strikes were organised in Cotton Mills in Bombay against the management’s decision 

to withhold the annual bonus due to trade depression. 

1926 Indian Trade Unions Act was passed with a provision of voluntary registration of the 

Unions basing on certain requirements and giving certain legal protection to officers 

and members of the Unions. 

1928 Strikes were organised for nearly 5 months in Jamshedpur as a consequence of 

retrenchment of workers. 

1929 Labour Officers were appointed at the main oil installations in Bombay and Calcutta to 

take complete charge of all matters of labour like recruitment, promotion, discipline, 

retirement etc. 

1934 The Bombay Trade Disputes Conciliation Act was passed. 

1935 Bombay Mill Owners’ Association reported to the Government that Government 

Labour Officer together with the Association Labour Officer was successful in 

improving industrial relations. 

1936 The Payment of Wages Act (regulating the deductions from wages) was passed. 

1937 Provincial Labour Legislations were passed in Bombay. For example, Bombay 

Industrial Disputes Act, Maternity Benefits Act, in Bengal etc. 

1938 Bombay Mill Owners’ Association published a booklet called “Recommendations of 

Labour Matters” 

1939 Industrial Code under Bombay Industrial Disputes Act was constituted to settle the 

dispute under the standing procedure. 

1940 Government of India convened Labour Ministers’ Conference which continued ever 

since with the representatives of employers and employees. Tata School of Social 

Work started in 1940 is providing training in social welfare. 

1942 Tripartite Labour Conference representing Government, employees and labour became 

a regular feature of labour policy (Indian Labour Conference). 

1943 Tripartite Labour Conference recommended the setting up of a machinery to enquire 

into wages and earnings, employment, housing and social conditions. 

1946 Report was submitted by Indian Labour Conference. 

1947 Industrial Disputes Act was passed. Functions of Labour Officer were elaborated 

covering the recruitment and selection of unskilled labourers. 

1948 Factories Act was enacted. 

1959 The Employment Exchange (Compulsory Notification of Vacancies) Act was passed. 

1961 The Maternity Benefit Act and the Apprentice Act were passed. 

1965 An ordinance for regulating payment of bonus was issued in May 1965 and was later 

replaced by the Payment of Bonus Act, 1965 in September of that year. 
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1969 National Commission on Labour submitted its report. 

1970 The Contract Labour (Regulation and Abolition) Act was passed. 

1972 Payment of Gratuity Act was passed. 

1972-1976 ILC did not meet during this period. 

1980 Bonus was announced under Productivity Linked Bonus Scheme to the employees 

working in departmentally run Public Sector Undertakings like Indian Railways, Posts 

and Telegraphs. 

1985 Ministry of Human Resources Development was set up in the Union Cabinet — Many 

organisations have started changing their personnel department as Departments of 

HRM and created HRD Departments. 

1987 Emphasis has been shifted to various modern techniques of HRM. 

1995 Emphasis has been shifted to human resources development (HRD). 

1998 Emphasis on HRD, cultural diversity, teamwork and participative management has 

been continuing. Further, the emerging areas are total quality in management in HRM, 

empowering the employees and developing empowered teams and integrating HRM 

with strategic management as the top management realised that HRM is the core of 

competencies of the 21st century corporations. 

1999 Second National Commission on Labour was setup to study the labour conditions 

2001 Emphasis has been on ‘smart sizing of the organisations’. 

2002 Emphasis has been shifted to positive attitude of the candidate/employee rather than 

skill and knowledge. 

2003 Shift from intelligence quotient (IQ) to emotional quotient (EQ). 

2004 Shift from skilled workers to knowledge workers. 

2005 Shift from hierarchical structure to flexible and virtual structures. 

2006 HRM has become the core of strategic management level. 

2007 The concept of HRM has been relegated to human capital management. 

2008 Emphasis has been on retention management and development of own human 

resources by companies through alliances with universities/colleges. Decline in 

business operations due to global economic recession and crisis. Plan for retrenchment 

of employees/job cuts. 

2009 Continuation of job cuts, pay costs and lay-offs due to prolonged global recession and 

crisis. 

2014 Emphasis is shifted to talent management and flexible human resource policies and 

practices. 

 

2.3 GLOBALIZATION, ITS IMPACT ON HR. 

Human Resources departments are transforming as the modern business faces numerous and 

complex challenges, and exploit opportunities. The transformation of human resources today is a 

direct call of the rapid changes within businesses due to factors such as globalization. In the 

global competition within the flat and connected new world, decision making in organizations 

has become increasingly intricate and convoluted. The new global world has widened the talent 

pool for excellent and marginal workers, and for permanent and fluid workers. An organization‘s 

talent can be a source for a sustained competitive advantage and can affect important 

organizational outcomes such as survival, profitability, customer satisfaction level, and employee 

performance 

The global supply of talent is short of its long-term demand, and the gap is a challenge for 

employers everywhere. The shortage between the demand and supply of talent is likely to 

continue to increase, notably for highly-skilled workers and for the next generation of middle 
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and senior leaders. Most emerging nations with large populations, including Brazil, Russia, 

India, and China, may not be able to sustain a net surplus workforce with the right skills for 

much longer. Now, more than ever, organizations need to place greater emphasis on attracting 

human capital rather than financial capital. Because capital is broadly available from investors 

and lenders, and innovations can be duplicated relatively easily and quickly, effective human 

resource management is the best way to differentiate one company from another. Global staffing 

and global leadership development are the two components of global human resources with the 

greatest potential for powerful leverage for global firms. 

Factors Driving Globalization 

Shortage of Talent in Developed Countries: Despite the current economic downturn and 

unemployment, most developed countries, including the United States, Germany and Japan will 

face long term talent shortages mainly due to ageing and the retirement of baby boomers. There 

are more workers retiring than entering the labor force in these countries. By 2020, for every five 

retiring workers, only four new workers will join the labor force in most developed countries. 

Availability of Low Cost Labor from Emerging Countries: The opportunity has never been 

greater for multinationals to attract top talent from emerging countries, such as Brazil, Russia, 

India, and China, or to outsource work to these countries. Global population growth differs 

greatly between developed and developing countries. In the developed countries, USA, EU, and 

Japan, the current annual rate of growth is less than 0.3 per cent, while in the rest of the world 

the population is increasing almost six times as fast. According to McKinsey Global Institute, 

there are approximately 33 million potential professionals in emerging markets and they are 

growing very quickly. The stock of suitable, young professional talent in emerging markets is 

growing at 5.5 per cent annually, while the number in developed countries is growing at just 1 

per cent annually. 

Technological Progress: Globalization is made possible by the development of cost effective, 

yet very powerful technologies, including the Intra- and Internet, enterprise resource planning 

system, data warehouse, data mart, and data analytics. Friedman defined globalization a whole 

set of technologies and political events converging—including the fall of the Berlin Wall, the 

rise of the Internet, the diffusion of the Windows operating system, the creation of a global fiber-

optic network, and the creation of interoperable software applications, which made it very easy 

for people all over the world to work together—that leveled the playing field. 

Effects of Globalization on Human Resources Management 

Globalization is a term in business that refers to the integration of an organization's operations, 

processes and strategies into diverse cultures, products, services and ideas. Because of its 

emphasis on diversity, globalization also has a deep impact on the way companies manage their 

employees. Understanding the effects of globalization on human resources can help managers to 

better equip their organizations for the increasingly global business environment. 

Diversity Recruitment 

With the rise of globalization, companies of all sizes are now interacting with customers and 

stakeholders from diverse cultures, languages and social backgrounds. In response, many human 

resources managers seek to hire employees from equally diverse backgrounds. Companies 
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engaging in this diversity recruitment recognize the value of having people on staff that their 

customers can relate to, and they know that having a team of diverse people contributes to the 

range of ideas and influences within the organization. 

Push for Professional Development 

A further effect of globalization on HR management is a push for professional development. 

Professional development is concerned with providing employees opportunities to achieve their 

career-related goals. Some organizations provide resources for their employees to earn a 

university degree, others send their employees to conferences or networking events and training 

days. Professional development is important to globalization because it creates a win-win 

situation. The employees feel as though the organization is concerned with providing a range of 

skills and competencies for their employees. Likewise, the organization benefits from the added 

skills and connections that the employees who take advantage of professional development 

programs acquire. 

Greater Emphasis on Training 

Similar to professional development, a greater emphasis on training has resulted because of 

globalization in human resources management. Training, however, tends to be focused on the 

needs and professional competencies of groups of employees within the organization. The 

company might, for instance, host language classes to give its call center staff an edge in 

telephone sales. It might also teach its employees how to use a new global software platform. 

This emphasis on training seeks to give the company a competitive edge in the global 

marketplace by honing the employees' diversity emphasis. 

Management of Laws Across Jurisdictions 

A final effect of globalization on human resources management is the need for businesses to 

understand and apply the laws of many different jurisdictions to the particular business. The 

federal government sets out a number of tax and labor laws that businesses operating in the 

United States must comply with, but there may also be local and regional laws that apply to 

companies that operate in different states or different countries. Selling products in Europe, for 

example, might mean that a company has to impose a Value-Added Tax on its goods. Hiring 

employees at branch locations in different locations might change the requirements on minimum 

wage, tax allowances or working hours. Understanding these laws is vitally essential to the 

organization because any breach of them will have a serious impact not only on the business's 

financial well-being but also on its reputation. 
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Unit-3 

 

3.1 HUMAN RESOURCE PLANNING 

Human Resource Planning (HRP) is concerned with the planning the future manpower 

requirements of an organization. It includes replacement plans and managerial succession plans. 

HRP ensures that the organization has the right number and type of people at the right places, at 

the right time, doing the right job for the benefit of the individual and the organization. 

According to Dale S. Beach, “It is a process for determining and assuring that the organisation 

will have an adequate number of qualified persons, available at the proper times, performing jobs 

which meet the needs of the enterprise and which provide satisfaction for the individuals 

involved” 

Coleman has defined HRP as the “process of determining manpower requirements and the 

means for meeting those requirements in order to carry the integrated plan of the organisation”. 

Stainer defines HRP as “Strategy for the acquisition, utilisation, improvement and preservation 

of an enterprise’s human resources. It relates to establishing job specifications or the qualitative 

requirements of jobs, determining the number of personnel required and developing sources of 

manpower”. 

Features of Human Resource Planning (HRP) 

1. Facilitates estimation of the number and type of people required for an organisation.  

2. Control of manpower cost is possible by having optimum number of people in an 

organisation. 3. Manpower planning helps the organisation in filling up vacancies caused 

by retirement, resignation etc.  

3. Manpower planning ensures that the company has the right number and kind people at 

the right places, at the right time and doing right things.  

4. Manpower planning helps in employee development through training and development 

programmes.  

5. Manpower planning is a scientific process and employees are selected based on job 

requirements, without any bias. This promotes cordial relations between employees and 

management.  

6. HRP is a part of strategic planning process. 

Objectives of Human Resource Planning 

1. Estimate human resource requirements of an organisation to meet present and future 

needs.  

2. Cope with changes in business environment: HRP enables the organisation to cope 

with changes such as competition, technological changes and Government regulations. 

These changes may impact the number and type of people required in the organisation.  

3. Meet the needs of the enterprise: HRP will help to avoid over staffing and under 

staffing.  

4. Recruitment and selection: HRP is a scientific process and ensures that good workers 

are available as and when required.  
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5. Maintaining production level: Factors such as illness, absenteeism affect the production 

of goods and HRP considers all these factors to arrive at optimum requirement of human 

resources to maintain the production level as per plan.  

6. Industrial relations: Adequate number and type of employees based on the production 

plan will enable the organisation to achieve the production targets. At the same time, the 

employees will be satisfied with their performance leading to good relations between 

employees and the management. 

Importance of Human Resource Planning 

1. Human resource planning works as a cost saving device. It maintains a balance between 

demand and supply.  

2. Need for quality workforce is satisfied by effective human resource planning.  

3. By imparting training, employees’ knowledge and skills are increased. It is an 

opportunity to develop the hidden talents of employees.  

4. To increase labour productivity human resource planning required.  

5. Supply of workforce without interruption is possible.  

6. Government policy regarding reservation in employment brings about changes in the 

demand and supply of human resources.  

7. To improve the Quality of Work Life of employees in the organisation. 

Scope of Human Resource Planning 

1. Human resource demand forecasting is a process of forecasting both the quantity and 

quality of manpower required by the organisation.  

2. Human resource supply forecasting includes current inventory of employees and other 

factors such as knowledge, skills, productivity level, employee turnover, absenteeism rate 

etc.  

3. Based on projected manpower requirements and inventory of human resources, HR 

department determines the quantitative and qualitative gaps in the manpower. This forms 

the basis for HR plans.  

4. HR department develops an action plan so that supply will be equal to demand, i.e., the 

right number of people with desired skills will be available at specified time in the future. 

3.2 NEED FOR HUMAN RESOURCE PLANNING 

1. To meet the manpower requirement of an organisation and also forecasting the cost of 

labour.  

2. Expansion of an organisation is the basic indication of the growth of the organisation and 

human resource planning is required to keep the production at the highest level to meet 

the increasing demand for the products in the marketplace.  

3. Due to technological changes, the management may require skilled labour. Existing 

employees are to be provided with training and new employees are to be inducted after 

proper training and HRP plays a major role in this scenario.  

4. Frequent labour turnover which is of course unavoidable, should be monitored and proper 

replacement should be available to keep the high standard of production.  

5. Each job may requires specific skills and HRP provides manpower with the required 

knowledge, skills and attitude.  
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6. Unproductive labour and shortage of labour lead to production losses. Both problems are 

serious and HRP can overcome these problems. 

7. Replacement of personnel: Existing manpower may be affected due to retirement, 

resignation, retrenchment etc. and HRP is required to assess the shortages and arrange for 

recruitment.  

8. To meet department-wise manpower requirements: The organisation as a whole may 

have the required number of employees, but there may be surplus/shortage of staff in a 

particular department. HRP plays a major role in correcting such imbalances. 

3.3 FACTORS AFFECTING HRP 

1. Type and strategy of the organization: The type of organization determines the 

production process and the number of staff retained. In addition, the strategic plan of the 

organization defines its HR needs. 

2. Organizational growth cycles and planning: Organizational growth determines future 

need for human resources as it 

involves development of new 

products or product lines, expansion 

of business and it leads to need for 

human resources. 

3. Environmental uncertainties: 

sometimes short planning period 

leads to uncertainties or instability of 

the business may cause loss of man 

power, on the other hand in long 

planning period organizations my 

require manpower to support 

objective of the company due to 

certainty or stability.  

4. Time horizon: Organizational 

planning may involve short run or 

long run, in general the greater the 

uncertainty, the shorter the plan’s time horizon and vice versa. 

5. Type and quality of forecasting information: The information used to forecast 

personnel needs of the organization from a multitude of sources. A major issue in 

personnel planning is the type of information which should be used in making forecasts. 

It includes strategic information, general organizational information, and specific 

information necessary for HRP – Job analysis, skills inventories, management inventories 

labour market analysis etc., 

6. Outsourcing: outsourcing non commercial activities through subcontracting or 

ancillarisation determines HRP. 

7. Labour market: Labour market comprises people with skills and abilities that can be 

tapped as and when the need arises. Workforce available from various sources like 
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educational, professional and technical institutions are adequately trained  to meet 

organizational objectives. 

3.4 PROCESS OF HUMAN RESOURCE PLANNING 

HRP essentially involves forecasting personnel needs, assessing personnel supply and matching 

demand-supply factors through personnel related programmes. It is illustrated below 

1. Environmental Scanning: refers to the systematic monitoring of the external forces 

influencing the organization. It includes 

Economic factors including general and regional conditions - If the economic situation is 

encouraging, it may lead to increase in production and sales and more employment 

opportunities. 

 
Level of technology also affects the type of human resource required in the organisation. 

Computerisation in railways, postal department, banks, airlines, etc., can reduce the headcount 

in certain departments and at the same time provide opportunities to qualified people. 

Government policies with regard to liberalisation, industrial relations, religion/caste based 

job reservations, age exemptions, sons of the soil, etc., will affect Human Resource Planning. 

2. Organizational objectives and policies: HR plans need to be based on organizational 

objectives and policies. Specific requirements in terms of number and characteristics of 

employee should be derived from organizational objectives. : Based on the corporate 

objectives, estimates on the demand and supply of human resource can be made by the HR 

department. HRP is carried out for varying time periods, i.e., short-term plans (up to two 

years) and long-term plans extending for a period of five years or even more. 
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3. HR Demand forecast: External and internal factors such as Government policy, competition, 

business forecasts, expansion of business, management policies on recruitment, terms and 

conditions of employment, etc. to be considered while estimating the organisational structure 

and human resource requirements. 

Inventory of present human resources: The objective is to find out the size and quality of 

people within an organisation. Every organisation has two major sources of supply of 

manpower.  

(a) Internal supply of manpower: Many organisations maintain ‘Skills Inventory’ of 

employees which contain details such as age, gender, education, experience, knowledge, 

skills, job level, past performance and potential of existing employees. Such information 

can be easily retrieved from computerised HRIS system.  

(b) External manpower supply: When the organisation grows rapidly or when it is not 

able to find people internally to fill up vacancies, it has to look into outside sources for 

supply of manpower. 

(c) Determining manpower gaps: Existing number of employees and their skills can be 

compared with forecasted manpower needs to determine gaps in the workforce. Demand 

and supply forecast will give us the number of people to be added/separated and this 

forms the basis for HR action plans 

4. HR Programming: Once an organization’s personnel demand and supply are forecast, the two 

must be reconciled or balanced in order that vacancies can be filled by the right employees at 

the right time. The essential HR Programmes that arise our of HRP exercise are 

1. Hire: hire resource to meet the needs of the organization’s business plan 

2. Train: Train the existing resources or obtain trained resources to meet the business needs. 

3. Re-Train/Re-skill: Identify areas of surplus resources or redundant resources to re-skill 

them with new skills that are required to meet the business needs. 

4. Retrench: Letting go of resources in accordance with organizational norms and industry 

standards. 

5. No Action: No action to be taken by HR team to either hire or retrench in a structured 

manner. Adhoc staffing needs that arise from time to time might prevail. 

6. Succession: this activity might take place independent or as part of the HRP process key 

positions and successors are identified and groomed to take on these responsibilities. 

5. HRP Implementation: Implementation requires converting an HR plan into action. A series of 

action programmes are initiated as a part of HR plan implementation. Some such programmes 

are 

1. Recruitment 

2. Selection and placement 

3. Training and development 

4. Retention plan and redundance plan 

6. Control and evaluation: The entire HR plan has to be closely monitored to remove any 

deficiencies. Progress of the implementation has to be compared with the original HR plan 

and appropriate action has to be taken to ensure that right number and type of people are 

available as per plan. 
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3.5 HR FORECASTING TECHNIQUES 

HR Demand forecasting 

Effective demand forecasting is the process of estimating the future quantity and quality of 

people required, and the best way in which to meet this demand. The basis of the forecast must 

be annual budget and long-term corporate plan, translated into activity levels for each function 

and department. Demand forecasting must consider both external as well as internal factors in to 

account. Demand forecasting techniques vary from simple to sophisticated ones. Organizations 

generally follow the following techniques.  

1. Trend Analysis involves study of an organisation’s employment needs over a period of 

years to predict future needs. We can study the number of employees at the end of each 

year for the last five years. It provides an estimate of the future human resource needs. 

However, changes such as expansion of business, increase in production, sales volumes, 

etc. will affect the manpower requirements.  

2. Ratio Analysis involves making forecasts based on ratio. Example: Volume of sales in 

units/value and the number of sales representatives needed to achieve the sales target.  

3. Scatter Plot Method is used to identify the relationship between two variables. Example: 

Relationship between the number of beds in a hospital and number of nurses required.  

4. Workload Analysis: The company tries to calculate the number of persons required for 

various jobs with reference to planned output. Example: Commercial banks follow 

workload analysis method for assessing the human resource requirements.  

5. Workforce Analysis: Loss of manpower due to causal, sick and privilege leave, transfer, 

retirement and retrenchment etc. to be considered for working out manpower 

requirements.  

6. Job Analysis is carried out to find out knowledge, skills, attitude required to do the job 

efficiently.  

7. Managerial Judgement: Senior managers arrive at manpower requirements based on 

their past experience.  

8. Computerised Forecasts: Nowadays, many companies make use of computers to 

forecast human resource requirements. Such forecasts enable the manager to include 

more variables into his projections. Example: By projecting production and sales figures, 

future staff needs to maintain the volume of output can be determined, using software 

packages.  

9. Delphi Method: In this method, the independent opinions are sought from a group of 

experts. The expert has to respond to a checklist of questions that are relevant to the 

forecast. The opinions and responses are analyzed and if there are major differences on 

any particular issue, further discussions take place and final forecast is prepared. 
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HR Supply forecasting methods 

Supply forecast determines whether the HR determines whether the HR department will be able 

to procure the required number of personnel, specifically, supply forecast measures the number 

of people likely to be available from within and outside an organization. 

1. Staffing Table shows number of employees in each job together with their age, gender, 

qualification, position, experience, etc. This helps to know whether the current employees 

are properly utilised or not.  

2. Historical data on promotion, transfer and turnover is used to estimate future availability 

of workforce.  

3. Skills Inventory is an assessment of knowledge, skills, experience and growth potential of 

current employees to be kept updated every year. We can assess the suitability of current 

employees for future job requirements.  

4. Age Inventory shows age-wise number and category of employees and it is useful for 

future selection and promotion of employees.  

5. Personal replacement charts show the present performance and promotability of inside 

candidates for important positions such as General Manager, Vice President, etc.  

6. Computerised HRIS system provides valuable information about all categories of 

employees in the organisation and it can be used for selection of people based on age, 

qualification, knowledge, skills, experience and past performance. 

3.6 SUCCESSFUL HUMAN RESOURCE PLANNING. 

1. One of the major challenges in HRP is to change the values, beliefs and norms 

established by the top management. Top management support is required for effective 

human resource planning and implementation.  

2. The organization should have a clear cut HR Policy dealing with Human Resource 

Planning  

3. The HR manager looking after HRP should have required knowledge and skills in 

manpower planning.  

4. The HR should have good understanding of business operations and changes taking place 

in business environment due to political, social, economic, technical and ecological 

factors.  

5. Human resource planning should be adopted to meet the organizational changes.  

6. HRP plans should he prepared by all departmental managers to improve the accuracy of 

manpower planning. Further senior managers should be involved in implementation of 

Human resource planning in the organization.  

7. Up-dated personnel records should be available for planning and effective 

implementation of HRP  

8. HRP should be centralized so that the HR manager can co-ordinate with other 

departments/managers in the organization. 

 

3.7 BARRIERS TO HRP 

1. Time-consuming, labourious and costly process and requires the services of experts.  
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2. In our country, there is surplus manpower and managers do not give much importance to 

HRP. 3. Predicting manpower requirements is a tough job as it is influenced by a number 

of external and internal factors.  

3. Traditional management: Traditionally managed companies are not interested in longterm 

planning of manpower and they recruit people as and when required.  

4. Changing Business Environment. Lot of changes are taking place due to political, 

economic and technological factors and these factors can affect employment situation in 

the country.  

5. Manpower planning is more relevant to industries where there is shortage of skilled 

manpower.  

6. Non-involvement of departmental managers makes HRP ineffective  

7. Many HR managers do not have good understanding of business operations and they treat 

HRP as a mathematical process. The effectiveness depends upon balancing between 

quantitative and qualitative approaches to HRP. 
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UNIT – 4 

4.1 JOB ANALYSIS 

Job analysis is the procedure through which you determine the duties of the positions and the 

characteristics of the people to hire for them Job analysis produces information for writing job 

descriptions (a list of what the job entails) and job (or person ) specifications (what kind of 

people to hire for the job). Virtually every personnel related action you take interviewing 

applicants, and training and appraising employees, for instance depends on knowing what the job 

entails and what human traits one needs to do the job well. 

The supervisor or human resources specialist normally collects one or more of the following 

types of information via the job analysis: 

Work activities. First, he or she collects information about the job s actual work activities, such 

as cleaning, selling, teaching, or painting. This list may also include how, why, and when the 

worker performs each activity. 

Human behavior. Information about human behaviors the job requires, like sensing, 

communicating, lifting weights, or walking long distances. 

Machines, tools, equipment, and work aids. Information regarding tools used, materials 

processed, knowledge dealt with or applied (such as finance or law), and services rendered (such 

as counseling or repairing). 

Performance standards. Information about the job s performance standards (in terms of 

quantity or quality levels for each job duty, for instance). 

Job context. Information about such matters as physical working conditions, work schedule, 

incentives, and, for instance, the number of people with whom the employee would normally 

interact. 

Human requirements. Information such as knowledge or skills (education, training, work 

experience) and required personal attributes (aptitudes, personality, interests). 

 

USES OF JOB ANALYSIS  

Job analysis is usefull for overall management of all personnel activities. While this is a 

generalized statement, it is important to specify the uses of job analysis. 

Human Resource Planning: The estimates the quantity and quality of people will be required in 

future. How many and what type of people will be required depends on the jobs to be staffed. 

Job-related information available through job analysis is, therefore, necessary for human 

resource planning. 

Training and Development: Job analysis by providing information about what a job entails i.e., 

knowledge and skills required to perform a job, enables the management to design the training 

and development programmes to acquire these job requirements. Employee development 

programmes like job enlargement, job enrichment, job rotation, etc. 

Placement and Orientation: As job analysis provides information about what skills and 

qualities are required to do a job, the management can gear orientation programmes towards 

helping the employees learn the required skills and qualities. It, thus, helps management place an 

employee on the job best suited to him/her. 
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Recruitment and selection: Information about what duties the job entails and what human 

characteristics are required to perform these activities helps managers decide what sort of people 

to recruit and hire.  

Performance Appraisal: Performance appraisal involves comparing the actual performance of 

an employee with the standard one, i.e., what is expected of him/her. Such appraisal or 

assessment serves as basis for awarding promotions, effecting transfers, or assessing training 

needs. Job analysis helps in establishing job standards which may be compared with the actual 

performance/contribution of each employee. 

Compensation: Compensation (such as salary and bonus) usually depends on the job s required 

skill and education level, safety hazards, degree of responsibility, and so on all factors you assess 

through job analysis.  

 

PROCESS OF JOB ANALYSIS 

Strategic choices: It involves decisions on employee involvement, level and details of data 

analysis, frequency of data analysis and sources of job data. 

Information gathering: It contains questions like what type of data to be collected, what 

methods to be used and who should collect data. Managers gather information relating to nature 

of job, its level in the hierarchy, and willingness of management determine the choice. 

Processing Information: After collecting data, information should be processed using simple or 

sophisticated techniques, which to use depends on the type and volume of data collected. 
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After processing information, job related data help in preparation of two statements. 

Job description and job specification: Often, two are combined and a comprehensive statement 

is prepared, these are highly useful to select right candidates. HR managers need to take care that 

job specifications match with the job description. 

 

METHODS OF COLLECTING JOB DATA: 

There are various ways (interviews, or questionnaires, for instance) to collect information on a 

jobs duties, responsibilities, 

and activities. We discuss the 

most important ones in this 

section. The basic rule is to 

use those that best fit your 

purpose. Thus, an interview 

might be best for creating a 

list of job duties and a job 

description. The more 

quantitative position analysis 

questionnaire may be best for 

quantifying each job s relative 

worth for pay purposes. 

The Interview  

Job analysis interviews range 

from completely unstructured interviews (Tell me about your job) to highly structured ones 

containing hundreds of specific items to check off. Managers may conduct individual interviews 

with each employee, group interviews with groups of employees who have the same job, and/or 

supervisor interviews with one or more supervisors who know the job. They use group 
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interviews when a large number of employees are performing similar or identical work, since 

this can be a quick and inexpensive way to gather information. As a rule, the workers immediate 

supervisor attends the group session; if not, you can interview the supervisor separately. 

Questionnaires 

Having employees fill out questionnaires to describe their job-related duties and responsibilities 

is another popular way to obtain job analysis information. Some questionnaires are very 

structured checklists. Here each employee gets an inventory of perhaps hundreds of specific 

duties or tasks (such as change and splice wire ). He or she is asked to indicate whether he or she 

performs each task and, if so, how much time is normally spent on each. At the other extreme, 

the questionnaire may simply ask, describe the major duties of your job. 

Observation 

Direct observation is especially useful when jobs consist mainly of observable physical activities 

assembly-line worker and accounting clerk are examples. On the other hand, observation is 

usually not appropriate when the job entails a lot of mental activity (lawyer, design engineer). 

Nor is it useful if the employee only occasionally engages in important activities, such as a nurse 

who handles emergencies. And reactivity the worker s changing what he or she normally does 

because you are watching also can be a problem. Managers often use direct observation and 

interviewing together. One approach is to observe the worker on the job during a complete work 

cycle. (The cycle is the time it takes to complete the job; it could be a minute for an assembly-

line worker or an hour, a day, or longer for complex jobs.) Here you take notes of all the job 

activities. Then, ask the person to clarify points not understood and to explain what other 

activities he or she performs that you didn’t observe. 

Participant Diary/Logs 

Another method is to ask workers to keep a diary/log of what they do during the day. For every 

activity engaged in, the employee records the activity (along with the time) in a log. Some firms 

give employees pocket dictating machines and pagers. Then at random times during the day, they 

page the workers, who dictate what they are doing at that time. This approach can avoid relying 

on workers to remember what they did hours earlier when they complete their logs at the end of 

the day. 

Quantitative Job Analysis Techniques  

Qualitative methods like interviews and questionnaires are not always suitable. For example, if 

your aim is to compare jobs for pay purposes, a mere listing of duties may not suffice. You may 

need to say that, in effect, Job A is twice as challenging as Job B, and so is worth twice the pay. 

To do this, it helps to have quantitative ratings for each job. The position analysis questionnaire 

and the Department of Labor approach are quantitative methods for doing this. 

Internet-Based Job Analysis 

Methods such as questionnaires and interviews can be time-consuming. And collecting the 

information from geographically dispersed employees can be challenging.23 Conducting the job 

analysis via the Internet is an obvious solution.24 Most simply, the human resource department 

can distribute standardized job analysis questionnaires to geographically disbursed employees 

via their company intranets, with instructions to complete the forms and return them by a 

particular date. Of course, the instructions should be clear, and its best to test the process first. 
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Without a job analyst actually sitting there with the employee or supervisor, there s always a 

chance that the employees won t cover important points or that misunderstandings will cloud the 

results. 

 

4.2 JOB DESCRIPTION: 

Job description is prepared on the basis of data collected through job analysis. Job description is 

a functional description of the contents what the job entails. It is a narration of the contents of a 

job. It is a description of the activities and duties to be performed in a job, the relationship of the 

job with other jobs, the equipment and tools involved, the nature of supervision, working 

conditions and hazards of the job and so on. 

All major categories of jobs need to be spelled out in clear and comprehensive manner to 

determine the qualifications and skills required to perform a job. Thus, job description 

differentiates one job from the other. In sum, job description is a written statement of what a job 

holder does, how it is done, and why it is done. 

Job description is done for fulfilling the following purposes: 

1. Grading and classification of jobs 

2. Placement and Orientation of new employees 

3. Promotions and transfers 

4. Outlining for career path 

5. Developing work standards 

6. Counselling of employees 

7. Delimitation of authority 
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4.3 JOB SPECIFICATION: 

While job description focuses on the job, job specification focuses on the person i.e, the job 

holder. Job specification is a statement of the minimum levels of qualifications, skills, physical 

and other abilities, experience, judgment and attributes required for performing job effectively. 

In other words, it is a statement of the minimum acceptable qualifications that an incumbent 

must possess to perform a given job. It sets forth the knowledge, skills and abilities required to 

do the job effectively. 

Job specification specifies the physical, psychological, personal, social and behavioural charac-

teristics of the job holders. 

Usages of Job Specification: The usages of job specification include: 

1. Personnel planning 

2. Performance appraisal 

3. Hiring 

4. Training and development 

5. Job evaluation and compensation 

6. Health and safety 

7. Employee discipline 

8. Work scheduling 

9. Career planning 

 

4.4 JOB DESIGN 

Job design is a logical sequence to job analysis. In other words, job design involves specifying 

the contents of a job, the work methods used in its performance and how the job relates to other 

jobs in the organization. 

A few definitions on job design are produced here with a view to help you understand the 

meaning of job design in a better manner. Michael Armstrong has defined job design as “the 

process of deciding on the contents of a job in terms of its duties and responsibilities, on the 

methods to be used in carrying out the job, in terms of techniques, systems and procedures, and 

on the relationships that should exist between the job holder and his superiors, subordinates and 

colleagues”. 

The very idea is that job should be designed in such a way as to enable employees to control over 

the aspects of their work. The underlying justification being that by doing this, it enhances the 

quality of the work life harnesses the potential of the workers in a more effective manner and 

thereby improves employee performance. 

Factors that are likely to affect job design can be enumerated as follows: 

Job design is affected by several factors, a properly designed job will make it productive and 

satisfying. If a job fails on this count, the fault lies with the job designers who, based on the 

feedback, must redesign the job. 
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ORGANIZATIONAL FACTORS:  

The various factors under organisational factors include task features, work flow, ergonomics, 

work practices, etc. 

Task Features: A job design involves a number of tasks performed by a group of workers. 

Further, each task consists of three internal features, namely, (i) planning, (ii) executing, and (iii) 

controlling. An ideal job design needs to integrate all these three features of tasks to be 

performed. 

Work Flow: The very nature of a product influences the sequences of jobs, i.e., work flow. In 

order to perform work in an effective and efficient manner, the tasks involved in a job need to be 

sequenced and balanced. Consider the car as a product. The frame of a car needs to be built 

before the fenders, and similarly the doors will be built later. Thus, once the sequences of tasks 

are determined, and then the balance between tasks is established. 

Ergonomics: Ergonomics refers to designing and shaping job in such a manner so as to strike a 

fit between the job and the job holder. In other words, jobs are designed in such a way to match 

job requirements with worker’s physical abilities to perform a job effectively. 

Work Practices: Practice means a set way of doing work based on tradition or collective wishes 

of workers. While designing jobs, these work practices need to be taken into consideration. Evi-

dences are available to state that ignoring work practices can result in undesirable consequences 

F.W. Taylor determined work practices by time and motion study. 

Such determination requires repeated observations. However, the accuracy of the determined 

work practice is subject to distortions depending on the competence of the observer and 

deviations from the normal work cycle. Another limitation of this method is its applicability only 

when production is underway. 

ENVIRONMENTAL FACTORS: 

Environmental factors include social and cultural expectations, and employee ability and avail-

ability. These are discussed one by one. 
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Social and Cultural Expectations: Gone are days when workers were ready to do any job under 

any working conditions. But, with increase in their literacy, education, knowledge, awareness, 

etc. have raised their expectations from the jobs. In view of this, jobs for them need to be 

designed accordingly. 

It is due to this reason that the job design now is characterised by the features like work hours, 

rest breaks, vacations, religious beliefs, etc. Disregarding these social expectations can create 

dissatisfaction, low motivation, high turnover and low quality of working life”. 

Employee Ability and Availability: The various task elements should be included in 

accordance with the employee abilities and capabilities. Incorporating job elements beyond the 

employee ability will be causing mismatch between the job and the job holder. 

Therefore, due consideration should be given to employee ability while determining j ob design. 

Henry Ford did follow it. He made job design simple and requiring little training for assembly 

line considering that most potential workers lacked any automobile-making experience. 

BEHAVIOURAL FACTORS: 

Behavioural factors are based on the premise that people are influenced to work to satisfy their 

needs. Higher the need, more one finds job challenging. 

One’s behaviour at work is governed by certain factors are: 

Autonomy: Autonomy means freedom to control one’s actions/responses to the environment. 

Research studies report that jobs that give autonomy to workers also increase sense of 

responsibility and self esteem. On the contrary, absence or lack of autonomy can cause workers 

apathy to jobs and, in turn, low and poor performance. 

Use of Abilities: Workers perform jobs effectively that offer them opportunity to make use of 

their abilities. Workers find such jobs as interesting and challenging. 

Feedback: Job design should be determined in such a way that workers receive meaningful 

feedback about what they did. Feedback helps workers improve their performance. 

Variety: Lack of variety, or say doing the same work, causes boredom which, in turn, leads to 

fatigue. Fatigue causes mistakes and accidents. But, by incorporating elements of variety in the 

job, boredom, fatigue and mistakes can be avoided and the job can be done in more effective and 

efficient manner. 

JOB DESIGN APPROACHES 

 

The job a worker does is a significant 

aspect of his/her life for more than one 

reason. It provides worker not only a 

living, but also helps in achieving his/her 

other goals such as economic, social, 

political and cultural. So, work is 

philosophized and treated as “worship” 

People who work for living spend a 

significant period of their lives at work. 

Hence, job needs to provide them 
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satisfaction to sustain their interest in jobs. 

This is done through job design. While other incentives provide extrinsic motivation, job design 

provides intrinsic motivation to the workers. 

 

Job Enlargement: 

Job enlargement consists of making a job larger in scope by combining additional task activities 

into each job through expansion. This is called horizontal loading. It, thus, focuses on enlarging 

jobs by increasing tasks and responsibilities. 

 
An example of job enlargement in a university may be assigning a Professor the task of looking 

after the NSS activities besides his/her teaching in his/her Department. Similarly, a clerk in an 

office who is doing the typing work only may also be assigned the task of drafting letters, sorting 

of incoming mails and filing of letters. 

Following are the advantages of job enlargement: 

1. Job enlargement avoids monotony which is the result of high degree of specialisation and 

division of labour. 

2. It improves workers, satisfaction, decreased production costs, and increased quality. 

3. It also improves the worker’s efficiency at work. 

Job Enrichment: 

Closely related to job enlargement is job enrichment. Job enrichment is a direct outgrowth of 

Herzberg’s two-factor theory of 

motivation. It refers to the vertical 

enlargement of a job by adding 

responsibility and opportunity for 

personal growth. 

 

In other words, job enrichment is 

concerned with designing jobs that 

includes a greater variety of work content, 

require a higher level of knowledge and 

skill, give worker more autonomy and 

responsibility, and provide opportunity 

for personal growth. Increases in job content vertically lead to variety, making repetitive jobs 

less boring but more satisfying. 

The term job enrichment needs to be distinguished from the term job enlargement. The 

difference between the two lies on the nature of additions to the job. While job enlargement 
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involves a horizontal loading, or expansion, or the adding of more tasks of the same general 

nature, job enrichment involves vertical loading, additionally giving more challenge. 

The advantages of job enrichment are as follows: 

1. It makes the job more interesting. 

2. It discourages absenteeism and turnover of workers. 

3. It motivates employees through opportunities for growth and advancement. 

4. Workers derive higher job satisfaction from doing work. 

5. The enterprise also gains through improvement of output both in quantity and quality. 

However, job enrichment is not an unmixed blessing. 

Job Rotation: 

 
Some people have suggested job rotation also as a motivational strategy. In job rotation, a 

worker moves from one job to another, at the same level, that has similar skill requirements Job 

rotation reduces boredom and monotony through changing employee’s activities. This has almost 

the similar effects as the job enlargement has. However, job rotation has certain drawbacks also. 

The important ones are: 

(i) Work suffers from obvious disruption caused by change in job; 

(ii) Job rotation becomes less useful as specialisation proceeds, and 

(iii) It may demotivate intelligent and ambitious employees who seek specific responsibilities in 

their chosen speciality. 

Socio-technical systems: The socio-technical systems approach focuses on organizational as 

being made up of people with various competencies who use tools, machines and techniques to 

create goods or services valued by customers and other stakeholders. 

 

4.5 RECRUITMENT 

Recruitment is a positive process of searching for prospective employees and stimulating them to 

apply for the jobs in the organization. When more persons apply for jobs then there will be a 

scope for recruiting better persons. 

Definition: 

According to Edwin B. Flippo, “It is a process of searching for prospective employees and 

stimulating and encouraging them to apply for jobs in an organisation.” He further elaborates it, 

terming it both negative and positive. 

In the words of Dale Yoder, Recruitment is the process to “discover the sources of manpower to 

meet the requirements of the staffing schedule and to employ effective measures for attracting 

that manpower in adequate numbers to facilitate effective selection of an efficient working 

force.” 
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Need for Recruitment 

Every Company in the world knows the important of recruitment step in increasing the 

performance of the company and increasing the productivity of the products. In this part of the 

project we will mention some important point about the importance of recruitment step in any 

organization: 

1. It helps organization by found of the need of requirements by job analysis activities 

and personnel planning. 

2. To collect many of job candidates with less cost. 

3. It helps to organize application by divided them by under qualified or overqualified, to 

increase the possibility of increasing and choosing the success person to the right place. 

4. Employing new and better qualified staff often the only effective long-term strategy for 

improving operational performance. 

5. Capabilities and commitment of employees ensure an organisation’s success. 

6. Raise organizational and individual value in the short term and long term. 

Purpose and Importance of Recruitment 

1. Determine the present and future requirements of the organization on conjunction with 

its personnel planning and job analysis activities. 

2. Increase the pool of job candidates at minimum cost. 

3. Help increase the success rate of the selection process by reducing the number of visibly 

under qualified or overqualified job applicants. 

4. Help reduce the probability that job applicants, once recruited and selected, will leave the 

organization only after a short period of time. 

5. Meet the organization’s legal and social obligations regarding the composition of its work 

force. 

6. Begin identifying and preparing potential job applicants who will be appropriate 

candidates. 

7. Increase organizational and individual effectiveness in the short term and long term. 

8. Evaluate the effectiveness of various recruiting techniques and sources for all types of job 

applicants. 

Factors affecting recruitment 

There are a number of factors that affect recruitment. 

 

1. Internal Factors: 

The internal factors also called endogenous factors are the factors within the organisation that 

affect recruiting personnel in the organisation. Some of these are mentioned here. 

a. Size of the Organisation: 

The size of an organisation affects the recruitment process. Experience suggests that larger 

organisations find recruitment less problematic than organisations with smaller in size. 

b. Recruiting Policy: 

The recruiting policy of the organisation i.e., recruiting from internal sources (from own 

employees) and from external sources (from outside the organisation) also affects recruitment 
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process. Generally, recruiting through internal sourcing is preferred, because own employees 

know the organisation and they can well fit into the organisation’s culture. 

c. Image of Organisation: 

Image of organisation is another 

internal factor having its 

influence on the recruitment 

process of the organisation. Good 

image of the organisation earned 

by a number of overt and covert 

actions by management helps 

attract potential and competent 

candidates. Managerial actions 

like good public relations, 

rendering public services like 

building roads, public parks, 

hospitals and schools help earn image or goodwill for the organisation. That is why blue chip 

companies attract large number of applications. 

d. Image of Job: 

Just as image of organisation affects recruitment so does the image of a job also. Better 

remuneration and working conditions are considered the characteristics of good image of a job. 

Besides, promotion and career development policies of organisation also attract potential 

candidates. 

2. External Factors: 

Like internal factors, there are some factors external to organisation which has their influence on 

recruitment process. 

Some of these are given below: 

a. Demographic Factors: 

As demographic factors are intimately related to human beings, i.e., employees, these have 

profound influence on recruitment process. Demographic factors include sex, age, literacy, 

economic status etc. 

b. Labour Market: 

Labour market conditions i.e., supply and demand of labour is of particular importance in 

affecting recruitment process. For example, if the demand for a specific skill is high relative to 

its supply, recruiting employees will involve more efforts. On the contrary, if supply is more than 

demand for a particular skill, recruitment will be relatively easier. 

In this context, the observation made by 11PM in regard to labour market in India is worth 

citing: “The most striking feature in the Indian Labour market is the apparent abundance of 

labour – yet the ‘right type’ of labour is not too easy to find”. 

c. Unemployment Situation: 

The rate unemployment is yet another external factor having its influence on the recruitment 

process. When the unemployment rate in a given area is high, the recruitment process tends to be 

simpler. The reason is not difficult to seek. The number of applicants is expectedly very high 
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which makes easier to attract the best qualified applicants. The reverse is also true. With a low 

rate of unemployment, recruiting process tends to become difficult. 

d. Labour Laws: 

There are several labour laws and regulations passed by the Central and State Governments that 

govern different types of employment. These cover working conditions, compensation, 

retirement benefits, and safety and health of employees in industrial undertakings. 

Child Labour (Prohibition and Regulation) Act, 1986, for example, prohibits employment of 

children in certain employments. Similarly, several other acts such as Employment Exchange 

(Compulsory Notification of Vacancies) Act, 1959, the Apprentices Act, 1961; die Factory Act, 

1948 and the Mines Act, 1952 deal with recruitment. 

e. Legal Considerations: 

Another external factor is legal considerations with regard to employment. Reservation of jobs 

for the scheduled castes, scheduled tribes, and other backward classes (OBCs) is the popular 

example of such legal consideration. The Supreme Court of India has given its verdict in favour 

of 50 per cent of jobs and seats. This is so in case of admissions in the educational institutions 

also. 

 

 

RECRUITMENT PROCESS 

 

 
 

Recruitment Planning: 

The first step involved in the recruitment process is planning. Here, planning involves to draft a 

comprehensive job specification for the vacant position, outlining its major and minor 
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responsibilities; the skills, experience and qualifications needed; grade and level of pay; starting 

date; whether temporary or permanent; and mention of special conditions, if any, attached to the 

job to be filled ” 

Strategy Development: 

Once it is known how many with what qualifications of candidates are required, the next step 

involved in this regard is to devise a suitable strategy for recruiting the candidates in the 

organisation. 

The strategic considerations to be considered may include issues like whether to prepare the 

required candidates themselves or hire it from outside, what type of recruitment method to be 

used, what geographical area be considered for searching the candidates, which source of 

recruitment to be practiced, and what sequence of activities to be followed in recruiting 

candidates in the organisation. 

 

Searching: 

This step involves attracting job seekers to the organisation. There are broadly two sources used 

to attract candidates. 

Screening: 

Though some view screening as the starting point of selection, we have considered it as an 

integral part of recruitment. The reason being the selection process starts only after the 

applications have been screened and shortlisted. Let it be exemplified with an example. 

In the Universities, applications are invited for filling the post of Professors. Applications re-

ceived in response to invitation, i.e., advertisement are screened and shortlisted on the basis of 

eligibility and suitability. Then, only the screened applicants are invited for seminar presentation 

and personal interview. The selection process starts from here, i.e., seminar presentation or 

interview. 

Job specification is invaluable in screening. Applications are screened against the qualification, 

knowledge, skills, abilities, interest and experience mentioned in the job specification. Those 

who do not qualify are straightway eliminated from the selection process. 

The techniques used for screening candidates vary depending on the source of supply and 

method used for recruiting. Preliminary applications, de-selection tests and screening interviews 

are common techniques used for screening the candidates. 

Evaluation and Control: 

Given the considerable cost involved in the recruitment process, its evaluation and control is, 

therefore, imperative. 

The costs generally incurred in a recruitment process include: 

(i) Salary of recruiters 

(ii) Cost of time spent for preparing job analysis, advertisement 

(iii) Administrative expenses 

(iv) Cost of outsourcing or overtime while vacancies remain unfilled 

(v) Cost incurred in recruiting unsuitable candidates 

In view of above, it is necessary for a prudent employer to try to answer certain questions like: 

whether the recruitment methods are appropriate and valid? And whether the recruitment process 
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followed in the organisation is effective at all or not? In case the answers to these questions are 

in negative, the appropriate control measures need to be evolved and exercised to tide over the 

situation. 

However, such an exercise seems to be only rarely carried out in practice by the organisations 

employers. Having discussed recruitment process, it will be now relevant to have an idea about 

recruitment practices in India. 

 

4.6 Sources of Recruitment 

 

The searching of suitable candidates and informing them about the openings in the enterprise is 

the most important aspect of recruitment process.  

The candidates may be available inside or outside the organisation. Basically, there are two 

sources of recruitment i.e., 

internal and external sources. 

 

Internal Sources: 

Best employees can be found 

within the organisation. When 

a vacancy arises in the 

organisation, it may be given to 

an employee who is already on 

the pay-roll. Internal sources 

include promotion, transfer and 

in certain cases demotion. 

When a higher post is given to 

a deserving employee, it 

motivates all other employees 

of the organisation to work hard. The employees can be informed of such a vacancy by internal 

advertisement. 

1. Transfers: 

Transfer involves shifting of persons from present jobs to other similar jobs. These do not 

involve any change in rank, responsibility or prestige. The numbers of persons do not increase 

with transfers. 

2. Promotions: 

Promotions refer to shifting of persons to positions carrying better prestige, higher 

responsibilities and more pay. The higher positions falling vacant may be filled up from within 

the organisation. A promotion does not increase the number of persons in the organisation. 

A person going to get a higher position will vacate his present position. Promotion will motivate 

employees to improve their performance so that they can also get promotion. 

3. Present Employees: 
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The present employees of a concern are informed about likely vacant positions. The employees 

recommend their relations or persons intimately known to them. Management is relieved of 

looking out prospective candidates. 

The persons recommended by the employees may be generally suitable for the jobs because they 

know the requirements of various positions. The existing employees take full responsibility of 

those recommended by them and also ensure of their proper behaviour and performance. 

Advantages of Internal Sources: 

The Following are The Advantages of Internal Sources: 

1. Improves morale: 

When an employee from inside the organisation is given the higher post, it helps in increasing 

the morale of all employees. Generally every employee expects promotion to a higher post 

carrying more status and pay (if he fulfills the other requirements). 

2. No Error in Selection: 

When an employee is selected from inside, there is a least possibility of errors in selection since 

every company maintains complete record of its employees and can judge them in a better 

manner. 

3. Promotes Loyalty: 

It promotes loyalty among the employees as they feel secured on account of chances of 

advancement. 

4. No Hasty Decision: 

The chances of hasty decisions are completely eliminated as the existing employees are well 

tried and can be relied upon. 

5. Economy in Training Costs: 

The existing employees are fully aware of the operating procedures and policies of the 

organisation. The existing employees require little training and it brings economy in training 

costs. 

6. Self-Development: 

It encourages self-development among the employees as they can look forward to occupy higher 

posts. 

Disadvantages of Internal Sources: 

(i) It discourages capable persons from outside to join the concern. 

(ii) It is possible that the requisite number of persons possessing qualifications for the vacant 

posts may not be available in the organisation. 

(iii) For posts requiring innovations and creative thinking, this method of recruitment cannot be 

followed. 

(iv) If only seniority is the criterion for promotion, then the person filling the vacant post may 

not be really capable. 

Inspite of the disadvantages, it is frequently used as a source of recruitment for lower positions. 

It may lead to nepotism and favouritism. The employees may be employed on the basis of their 

recommendation and not suitability. 

External Sources: 
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All organisations have to use external sources for recruitment to higher positions when existing 

employees are not suitable. More persons are needed when expansions are undertaken. 

The external sources are discussed below: 

Methods of External Sources: 

1. Advertisement: 

It is a method of recruitment frequently used for skilled workers, clerical and higher staff. 

Advertisement can be given in newspapers and professional journals. These advertisements 

attract applicants in large number of highly variable quality. 

Preparing good advertisement is a specialised task. If a company wants to conceal its name, a 

‘blind advertisement’ may be given asking the applicants to apply to Post Bag or Box Number or 

to some advertising agency. 

2. Employment Exchanges: 

Employment exchanges in India are run by the Government. For unskilled, semi-skilled, skilled, 

clerical posts etc., it is often used as a source of recruitment. In certain cases it has been made 

obligatory for the business concerns to notify their vacancies to the employment exchange. In the 

past, employers used to turn to these agencies only as a last resort. The job-seekers and job-

givers are brought into contact by the employment exchanges. 

3. Schools, Colleges and Universities: 

Direct recruitment from educational institutions for certain jobs (i.e. placement) which require 

technical or professional qualification has become a common practice. A close liaison between 

the company and educational institutions helps in getting suitable candidates. The students are 

spotted during the course of their studies. Junior level executives or managerial trainees may be 

recruited in this way. 

4. Recommendation of Existing Employees: 

The present employees know both the company and the candidate being recommended. Hence 

some companies encourage their existing employees to assist them in getting applications from 

persons who are known to them. 

In certain cases rewards may also be given if candidates recommended by them are actually 

selected by the company. If recommendation leads to favouritism, it will impair the morale of 

employees. 

5. Factory Gates: 

Certain workers present themselves at the factory gate every day for employment. This method 

of recruitment is very popular in India for unskilled or semi-skilled labour. The desirable 

candidates are selected by the first line supervisors. The major disadvantage of this system is that 

the person selected may not be suitable for the vacancy. 

6. Casual Callers: 

Those personnel who casually come to the company for employment may also be considered for 

the vacant post. It is most economical method of recruitment. In the advanced countries, this 

method of recruitment is very popular. 

7. Central Application File: 

A file of past applicants who were not selected earlier may be maintained. In order to keep the 

file alive, applications in the files must be checked at periodical intervals. 
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8. Labour Unions: 

In certain occupations like construction, hotels, maritime industry etc., (i.e., industries where 

there is instability of employment) all recruits usually come from unions. It is advantageous from 

the management point of view because it saves expenses of recruitment. However, in other 

industries, unions may be asked to recommend candidates either as a goodwill gesture or as a 

courtesy towards the union. 

9. Labour Contractors: 

This method of recruitment is still prevalent in India for hiring unskilled and semi-skilled 

workers in brick klin industry. The contractors keep themselves in touch with the labour and 

bring the workers at the places where they are required. They get commission for the number of 

persons supplied by them. 

10. Former Employees: 

In case employees have been laid off or have left the factory at their own, they may be taken 

back if they are interested in joining the concern (provided their record is good). 

11. Professional Associations: 

Very often, recruitment for certain professional and technical positions is made through 

professional associations also called ‘ headhunters’. Institute of Engineers, Indian Medical 

Association, All Indian Management Association, etc., provide placement services for their 

members. For this, the professional associations prepare either list of job seekers or publish or 

sponsor journals or magazines containing advertisements for their members. 

The professional associations are particularly useful for attracting highly skilled and professional 

personnel. However, in India, this is not a very common practice and those few that provide such 

kind of service have not been able to generating a large number of applications. 

 12. Word-of-Mouth: 

Some organisations in India also practice the ‘word-of-mouth’ method of recruitment. In this 

method, the word is passed around the possible vacancies or openings in the organisation. 

Another form of word-of-mouth method of recruitment is “employee-pinching” i.e., the 

employees working in another organisation are offered an attractive offer by the rival 

organisations. This method is economic, both in terms of time and money. 

Some organisations maintain a file of the applications and bio-data sent by job-seekers. These 

files serve as very handy as and when there is vacancy in the organisation. The advantage of this 

method is no cost involved in recruitment. However, the drawbacks of this method of 

recruitment are non-availability of the candidate when needed and the choice of candidates is 

restricted to a too small number. 

Evaluation of External Sources: 

Like internal sources of recruitment, external sources are mixed of advantages and disadvan-

tages. 

The following are the main advantages: 

1. Open Process: 

Being a more open process, it is likely to attract large number of applicants/ applications. This, in 

turn, widens its options of selection. 

2. Availability of Talented Candidates: 
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With large pool of applicants, it becomes possible for the organisation to have talented 

candidates from outside. Thus, it introduces new blood in the organisation. 

3. Opportunity to select the best candidates: 

With large pool of applicants, the selection process becomes more competitive. This increases 

prospects for selecting the best candidates. 

4. Provides healthy competition: 

As the external members are supposed to be more trained and efficient. With such a background, 

they work with positive attitude and greater vigour. This helps create healthy competition and 

conducive work environment in the organisation. 

However, the external sources of recruitment suffer from certain disadvantages too: 

These are: 

1. Expensive and Time Consuming: 

This method of recruitment is both expensive and time consuming. There is no guarantee that 

organisation wall get good and suitable candidates. 

2. Unfamiliarity with the Organisation: 

As candidates come from outside the organisation, they are not familiar with the tasks, job nature 

and the internal scenario of the organisation. 

3. Discourages the Existing Employees: 

Existing employees are not sure to get promotion. This discourages them to work hard. This, in 

turn, boils down to decreasing productivity of the organisation. 

Now the question arises is: Where from can an organisation recruit potential job seekers? Table 

6.1 offers some guidance. The source that is used should reflect the local labour market, the type 

or level of position, and the size of the organisation. 

4.7 RECRUITMENT POLICY 

The purpose of this policy is to direct and discipline recruitment and employment practices to 

ensure that the objectives of the Company are attained - especially those objectives which are 

related to structural and operational efficiency within the business, the demographic composition 

of the workforce and to provide guidance on the recruitment of staff so as to comply with the 

provisions of the Labor Relations Act 66 of 1995 and the requirements of the Employment 

Equity Act of 1998. 

The policy defines the objectives to be met in the implementation of Recruitment and Selection 

which are aimed at attracting competent individuals to fill a position with the most suitable 

applicant. Candidates are selected for appointment according to their ability, qualifications and 

competencies required to fulfil the job requirements, without having regard to discrimination 

factors, such as race and gender. 

Internal candidates are given prior consideration for job appointments and only where it is 

considered that a suitable internal candidate is not available will an external candidate be 

appointed. 

The Company considers itself an Equal Opportunity Employer and thus aims to eliminate all 

forms of unfair discrimination in the recruitment and selection of staff. 
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Components of the Recruitment Policy 

• The general recruitment policies and terms of the organisation 

• Recruitment services of consultants 

• Recruitment of temporary employees 

• Unique recruitment situations 

• The selection process 

• The job descriptions 

• The terms and conditions of the employment 

Factors Affecting Recruitment Policy 

• Organizational objectives 

• Personnel policies of the organization and its competitors. 

• Government policies on reservations. 

• Preferred sources of recruitment. 

• Need of the organization. 

• Recruitment costs and financial implications. 

 

4.8 SELECTION 

Selection is the process of picking individuals (out of pool of job applicatnts) with requisite 

qualifications and competence to fill jobs in the organization. 

Selection if the process of differentiating between applicants in order to identify and hire those 

with a greater likelihood of success in a job. 

 

SELECTION PROCESS 

selection process or selection procedure involves a series of steps to be followed for choosing the 

suitable person for the vacant job. This process starts after recruitment and divides the candidates 

in two parts those who will be offered job and those will not be. There is a need of well-

organized selection process because only then right type of candidate can be selected and 

unsuitable candidates are rejected. The selection process varies from organization to organization 

and even from department to department within the same organization. Like in some 

organizations medical examination is done after final selection while in other it may be done 

before final selection. However every organization designs the selection process as per its need.  

Environmental Factors affecting selection: 

Selection is influenced by several factors. More prominent among them are supply and demand 

of specific skills in the labour market, unemployment rate, labour-market conditions, legal and 

political considerations, company’s image, company’s policy, HRP, and cost of hiring. 

Receiving applications: after passing the preliminary interview the candidate is asked to fill the 

standard application form. The application form generally consists the information about the age, 

qualification, experience etc. of the candidate on the basis of which the interviewer gets the idea 

about the candidate and this information also helps in formulating questions. 
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Preliminary interview: the 

selection process generally 

starts with this step where the 

totally unsuitable applicant is 

eliminated. Thus the 

organization is saved from 

the expenses of processing 

the applicant through the 

remaining steps of selection. 

The candidates who pass this 

step are only asked to fill the 

application form. 

 

Screening of 

applications: after receiving 

the applications the screening 

committee screens the 

applications. Only the 

candidates who qualify the 

criteria of the screening 

committee are called for the 

interview. Usually the 

candidates selected for 

interview are four to six times than the number of posts. Interview letter is sent to them or they 

are called telephonically. 

Selection tests: After getting the interview letter and before going to the interview there is one 

more step and that is the employment tests. These tests are done to check the ability of the 

candidate. These tests vary from organization to organization and change as per the need of the 

particular job. these tests are intelligence tests, aptitude tests, trade tests, interest test, personality 

tests etc. these tests must be designed properly otherwise they will not good indicator of one 

knowledge. 

Employment interview: the candidates who qualify the above tests are called for the 

employment interview. This interview is done to get more information about the candidate, to 

give him the actual picture of what is required from him, to check the communication skill of the 

candidate etc. for senior position post; a panel is prepared who take the interview. At the end of 

interview of each candidate the members of panel discuss about the candidate and give him the 

grades. 

There may be direct interview or indirect interview. The interview should be conducted in a 

room free from the noise and disturbance only than the candidates will be able to speak freely 

and frankly. 
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Reference and Background Analysis: Before selecting the employ the prospective employee 

generally look out for the referees given by the candidate. To check about the candidate’s past 

record, reputation, police record etc. 

Selection Decision: After obtaining information through the preceding steps, selection decision 

– the most critical of all the steps must be made. The final decision has to be made from the pool 

of individuals who pass the tests, interviews and reference checks. 

Physical examination: The organizations generally prefer medical examination to be incurred of 

the person to avoid time and expenditure spend on the medically unfit person. Sometimes the 

organization may ask the candidate to get them examined from the medical expert. 

Job offer: Job offer is made through a letter of appointment. Such a letter generally contains a 

date by which the appointee must report on duty. The appointee must be given reasonable time 

for reporting. 

Contract of Employment: After job offers have been made the candidates accept the offers, 

certain documents need to be executed by the employers and the candidates. Hence there is also 

a need for preparing a contract of employment. The basic information that should be included in 

a written contract of employment will vary according to the level of the job. 

4.8.1SELECTION TEST 

The history of tests, as cited by Saiyadain, can be traced back to the efforts of Francies Galton 

who developed a variety of tests of sensory determination to measure person’s intellect as far 

back as 1883. Since then, there is no looking back with regard to the use of selection tests. As a 

result, a large number of general aptitude tests and specific skill tests for the purpose of selecting 

employees are available today. 

For example, the Indian Statistical Institute, Kolkata has developed selection tests for selecting 

management trainees and other 

officers for several organisations 

including Indian Airlines, Hindustan 

Steel Limited, Hindustan Aeronautics 

Ltd., Indian Telephone Industries, 

TELCO, BHEL, Bharat Aluminium 

Company Ltd., etc. Similarly, specific 

tests have also been developed for the 

selection of weavers and card punch 

operators. 

Ability Tests: 

Though a number of ability tests have been developed so far for the use of employee 

selection, important among these are the following: 

1. Aptitude Tests: 

Aptitude tests measure ability and skills of the testee. These tests measure and indicate how well 

a person would be able to perform after training and not what he/she has done^. Thus, aptitude 

tests are used to predict the future ability/performance of a person. 
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There are two objectives of the aptitude tests. One to advise youth or jobseekers regarding field 

of activities in which they are likely to succeed. This is called ‘vocational guidance’. Second, to 

select best persons for jobs where, they may succeed. This test is called ‘vocational selection’. 

Specific aptitude tests have been designed to measure special abilities to perform a job. 

Examples of such tests are Mechanical Aptitude Test, Clerical Aptitude Test, Artistic Aptitude 

Test, Musical Aptitude Test, Management Aptitude Test, Differential Aptitude Test, etc. 

2. Achievement Tests: 

Achievement tests measure a person’s potential in a given area/job. In other words, these tests 

measure what a person can do based on skill or knowledge already acquired by him/her. 

Achievement tests are usually used for admission to specific courses in the academic institutions. 

In these tests, grades in previous examinations are often used as indicators of achievement and 

potential for learning. Indian industries have now started conducting these tests to judge for 

themselves the level of proficiency attained rather than believing their scores in academic 

examinations. Achievement tests are also known by the names, proficiency tests, performance, 

occupational or trade tests. 

Achievement tests resemble those of aptitude tests. However, the difference lies in the usage of 

results. The line of difference between achievement and aptitude is very thin in the sense of past 

achievement and performance. This difference between the two can be exemplified with an 

example. 

When we ask a person, or say, a student to study the paper human resource management, then 

what he learns is ‘achievement’. But if we test the student to see if he would profit from certain 

training to the subject, it is ‘aptitude’. 

3. Intelligence Tests: 

Intelligence tests measure general ability for intellectual performance. The core concept 

underlying in intelligence test is mental age. It is presumed that with physical age, intelligence 

also grows. Exceptions to this may be there. So to say, if a five year old child does the test, for 

six years or above his/her mental age would be determined accordingly. 

Mental age is generally indexed in terms of Intelligence Quotient (IQ) and calculated by 

using the following formula: 

IQ = Mental Age/Actual Age × 100 

It means that the 

intelligence quotient is 

a ratio of mental age to 

actual age multiplying 

by 100(to remove 

decimal). 

 

IQ levels may vary 

because of culture and 

exposure. Saiyadain has 
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qualitatively described various levels of IQs shown in table. Intelligence testing in industry is 

based on the assumption that if the organisation can get bright, alert employees quick at learning, 

it can train them faster than those who are fewer well- endowed. 

4. Judgment Tests: 

These tests are designed to know the ability to apply knowledge in solving a problem. 

Personality Tests: 

Personality tests are also called personality inventories. These tests measure predispositions, 

motivations and lasting interests of the people. 

Personality tests are subsumed under four broad categories as given below: 

1. Interest Tests: 

These tests are designed to discover a person’s area of interest, and to identify the kind of work 

that will satisfy him. Interest is a prerequisite to successfully perform some task. These tests owe 

their origin to the vocational efforts. The most widely used interest test is Kuder Reference 

Record. It consists of three forms. 

The first form measures vocational interest such as mechanical, computational, artistic, literary, 

musical and clerical interest. Interests in personal areas such as group activities, avoiding 

conflicts etc., are measured by the second form of interest tests. The third form of interest test 

measures preference reactions to particular occupations like accountant, salesman, farmer, etc. 

The best known among these three forms of interest test is the Kuder Preference Record i.e. 

vocational test. 

2. Personality Tests: 

These tests are also known as ‘personality inventories’. These tests are designed to measure the 

dimensions of personality i.e., personality traits such as interpersonal competence, dominance- 

submission, extroversions-introversions, self-confidence, ability to lead and ambition. The most 

well known names of personality tests are the Minnesota Multiphasic Personality Inventory 

(MMPI), FIRO, and California Personality Inventory. 

3. Projective tests: 

These tests are based on pictures or incomplete items. The testee is asked to narrate or project his 

own interpretation on these. The way the testee responds reflects his /her own values, motives, 

attitude, apprehensions, personality, etc. These tests are called projective because they induce the 

testee to put himself/herself into the situation to project or narrate the test situation. 

The most widely used tests of this type are the Rorschach Blot Test (RBT) and the Thematic 

Apperception Test (TAT). The RBT consists of an ink blot and the testee is asked to describe 

what he/she sees in it. In case of TAT which is considered as the most well-known structured 

projective test, the testee is shown pictures and, then, is asked to make-up a story based on the 

pictures. 

4. Attitude Tests: 

These tests are designed to know the testee’s tendencies towards favouring or otherwise to 

people, situations, actions, and a host of such other things. Attitudes are known from the 

responses of the testees / respondents because emotional overtones involved make it difficult to 

directly observe or measure attitude of the testee. Test of social desirability, authoritarianism, 
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study of values, Machiavellianism and employees morale are the well-known examples of 

attitude tests. 

Other Tests: 

There are some other tests also used for personnel selection. These are briefly discussed here 

under: 

Graphology: 

The origin of graphology is traced back to the eleventh century when the Chinese drew attention 

to the relationship between handwriting and personality. It has been said that an individual’s 

handwriting can suggest the degree of energy, inhibitions, and spontaneity to be found in the 

writer, disclosing idiosyncrasies and elements of balance and control from which many 

personality characteristics can be inferred. 

For example, big letters and emphasis on capital letters indicate a tendency towards domination 

and competitiveness. A slant to the right, moderate pressure and good legibility show leadership 

potential. Although the validity of handwriting analysis is not fool-proof, some companies use 

graphology tests to supplement their usual selection procedure. 

Polygraph Tests: 

This test is designed to confirm the accuracy of information given on the application blank. 

Hence, it is considered as a form of employment test. Polygraph is a lie detector. Polygraph tests 

are found useful for the organisations that are highly vulnerable to theft or swindling. Examples 

of such organisations are departmental stores, banks, jewellery shops, etc. 

Physiognomy Tests: 

These tests suggest a definite correlation between facial features and physiological functions and 

behaviour. According to these tests, structures of features are reflective of personality traits and 

characteristics. For example, thin lips indicate determination; broad jaws signify tenacity, and so 

on and so forth. 

4.8.2 INTERVIEW 

Interview is the widely used (election method. It is a face-to-face interaction between 

interviewee and interviewer. If handled carefully, it can be a powerful technique in having 

accurate information of the interviewee otherwise unavailable. At the same time, if the interview 

is not handled carefully, it can be a source of bias, restricting or distorting the flow of 

communication. 

Different scholars have defined ‘interview’ differently. According to Scott and others, “an 

interview is a purposeful exchange of ideas, the answering of questions and communication 

between two or more persons”. Bingham and others define an interview as a ‘conversation with a 

purpose”. 

Objectives of Interview: 

In the selection process, interview serves the following objectives: 

1. Verifies the information obtained through application form and tests. 

2. Helps obtain additional information from the applicant otherwise not available. 

3. Gives the candidate necessary facts and information about the job and the organisation. 

4. Helps establish mutual understanding between the company and the candidate and build the 

company’s image. 



D. BHUVANKUMAR  HRM – BBA – III semester 

Sanjeev Degree College Page 52 

 

The Structured Interviews: 

Such interviews involve the use of a set of pre-determined questions and highly standardized 

techniques of recording. The reasons for standardization is to ensure that all respondents reply to 

the same questions; that is, any given question has the same meaning for all the respondents. 

Structured interviews mostly involve the use of fixed, alternative questions. 

The alternative questions or close-ended questions are those in which the responses of the 

subjects are limited to certain fixed, pre-designated alternatives. 

Unstructured Interviews: 

Unstructured interviews, as opposed to the structured ones, are characterized by a far too greater 

flexibility of approach to questioning the respondents. Compared to the structured interview, the 

non-structured ones involve relatively much lesser standardization of relevant techniques and 

operations. Consequently, the investigator is never certain as to what the respondents will give 

out as information. 

Panel Interview: 

A selection committee appointed for interviewing candidates is called a panel. It generally 

consists of three or more members who collectively perform the task of selection. The final 

decision is taken with the consent of all panel members. 

Group Interview: 

Candidates are supposed to form groups, and one group together will be interviewed at one time. 

It is a sort of group discussion. The person’s ability to lead, their presence of mind and 

communication can be evaluated under this technique. 

Depth Interview: 

All the minute details of important nature are asked to a candidate to have the extensive 

information about them. Depth interview as such is not a distinct type of interview. Here the 

interviewer only goes into considerable detail on particular subjects of an important nature. Only 

through extensive probing of a candidate’s background and thinking it becomes possible to 

evaluate him properly. Take an example: a candidate has pointed out that touring is his favourite 

hobby. 

Stress Interview: 

It is conducted to evaluate the behaviour of the candidate under stressful conditions. How does a 

candidate react to stress? Whether they remains quiet and calm or becomes stressed, can be 

judged by creating different stressful conditions around, and the case with which they gets out of 

it indicates their stress-handling capacity in future. 

Such interviews are conducted for the jobs which are to be performed under stressful conditions. 

The objective of stress interview is to make deliberate attempts to create stressful or strained 

conditions for the interviewee to observe how the applicant behaves under stressful conditions. 

The common methods used to induce stress include frequent interruptions, keeping silent for an 

extended period of time, asking too many questions at a time, making derogatory remarks about 

the candidate, accusing him that he is lying and so on. The purpose is to observe how the 

candidate behaves under the stressful conditions – whether he looses his temper, gets confused or 

frightened. 
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However, stress-inducing must be done very carefully by trained and skilled interviewer 

otherwise it may result in dangers. Emotionally charged candidates must not be subjected to 

further stressful conditions. The candidate should be given sufficient chance to cope with such 

induced stress before he leaves. 

4.9 PLACEMENT 

According to Pigors and Myers “Placement is the determination of the job to which an accepted 

candidate is to be assigned and his assignment to that job. It is a matching of what the supervisor 

has reason to think he can do with the job demands. It is a matching of what he imposes (in 

strain, working conditions etc.) and what he offers (in the form of payroll, companionship with 

others, promotional possibilities etc.).” 

Significance of placement 

* It improves employee morale. 

* It helps in reducing employee turnover. 

* It helps in reducing absenteeism. 

* It helps in reducing accident rates. 

* It avoids misfit between the candidate and the job. 

* It helps the candidate to work as per the predetermined objectives of the organization. 

 

4.10 INDUCTION or ORIENTATION 

Induction is nothing but the introduction of the organization to employees where they are going 

to work. It is a sort of orientation. It brings comfort to employees and helps them to get settled in 

the new environment. 

Brief information about history of the company, nature of business, work culture, policies, pro-

cedures, departments, rules and regulations, nature of job, duties and responsibilities, is provided 

to employees to create a proper background in their minds before they start working actively in 

the company. 

Importance of Induction: 

1. A sense of belongingness is created in the mind of the new employee. 

2. It gives favourable impression about the organization. 

3. It gives chances of increasing loyalty towards the organization and reduction in the rate of 

labour turnover. 

4. It leads to regular and honest participation, and timely completion of the task by the employee. 

5. It helps in removal of anxiety, bias and confusion about the organizational details. 

6. It leads to the development of good and favourable public image of the company. 

7. Adjustment with peers, seniors and the work assigned becomes easy. 

 

Orientation 

Orientation Programme 

A firm needs to make four strategic choices before designing its orientation programme. They 

are (i) formal or informal, (ii) serial or disjunctive and, (iv) investiture or divestiture. 

Formal or Informal: In informal orientation, new hires are directly put on the jobs and they are 

expected to acclimatise themselves with the work and the company. In contrast, orientation can 



D. BHUVANKUMAR  HRM – BBA – III semester 

Sanjeev Degree College Page 54 

 

be formal too. In formal orientation, the management has a structured programme which is 

executed when new employees join the firm. 

The choice between formal and informal orientation will depend on the management’s goals. 

The more formal the programme, the greater the likelihood that the new hire will acquire a 

known set of standards. That is, the new member is more likely to think and act like an 

executive, a management trainee, or a management professor. But an informal programme is 

desirable to maintain individual differences. 

Innovative ideas to solve organizational problems and healthy questioning of the status quo are 

likely to be generated by a person who has been inducted informally. 

Individual or Collective: Another choice to be made by the management is whether the new 

hires should be inducted individually or in groups. The individual approach is likely to develop 

tin less homogeneous views than collective orientation. Individual orientation is more likely to 

preserve individual differences and perspectives. Orienting each person separately is an 

expensive and time consuming process. It also denies the new hire the opportunity of sharing 

anxieties with fellow appointees. 

Collective orientation of the new hires solves the problems stated above. Most large firms tend to 

have the collective orientation approach. But small firms, which have fewer new appointees to 

socialize frequently use the individual approach. Individual socialization is popular even with 

large finns when they hire executives whose number is small. 

Serial or Disjunctive: Orientation becomes serial when an experienced employee inducts a new 

hire. The experienced employee acts as a tutor and model for the new hire. When new hires do 

not have predecessors available to guide them or to model their behaviour upon, the orientation 

become disjunctive. 

Each option has its own advantages and pitfalls. Serial orientation maintains traditions and cus-

toms. Consistent use of this strategy will ensure a minimum amount of change within the firm 

over time. But, maintenance of status quo itself may breed resistance to change. Further, if the 

experienced employee is frustrated and apathetic towards work and the firm, it is likely that he or 

she would pass on the same to the new hire. 

Disjunctive orientation almost stands on the other side of the spectrum. Such induction is likely 

to produce more inventive and creative employees because the new hire is not burdened by 

traditions. But this benefit needs to be weighed against the potential for creating deviants, that is, 

individuals who fail-due to an inadequate role model-to understand how their job is to be done 

and bow it fits into the grand scheme of the company. 

Orientation programmes range from brief, informal introductions to lengthy, formal 

programmes. 

In informal orientation, new employees are instructed to report to the HR department for an 

explanation of company policies before being referred to the immediate supervisor for an on-the-

job briefing on specific work procedures. Informal orientation tends to be brief- lasting one hour 

or even less. 

Formal orientation is elaborate and is spread over a couple of weeks or months. Most formal 

programmes consist of three stages-(i) a general introduction to the company, often given by the 

HR department; (ii) specific orientation to the department and the job, typically given by the 
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employee’s supervisor; and (iii) follow-up meeting to verify that the important issues have been 

addressed and employee questions have been answered. This follow-up meeting usually takes 

place between a new employee and his or her supervisor a week or so after the employee has 

begun working. 

A formal orientation programme is shared by the HR specialists and the supervisors. The former 

covers such areas as organizational issues, employee benefits, and introductions, while 

supervisors outline mainly job duties. 
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Unit – 5 

5.1 MEANING OF TRAINING 

Training constitutes a basic concept in human resource development. It is concerned with 

developing a particular skill to a desired standard by instruction and practice. Training is a highly 

useful tool that can bring an employee into a position where they can do their job correctly, 

effectively, and conscientiously. Training is the act of increasing the knowledge and skill of an 

employee for doing a particular job. 

Dale S. Beach defines training as ‘the organized procedure by which people learn knowledge 

and/or skill for a definite purpose’. Training refers to the teaching and learning activities carried 

on for the primary purpose of helping members of an organization acquire and apply the 

knowledge, skills, abilities, and attitudes needed by a particular job and organization. 

According to Edwin Flippo, ‘training is the act of increasing the skills of an employee for doing 

a particular job’. 

Need for Training: 

Every organization should provide training to all the employees irrespective of their 

qualifications and skills. 

Specifically the need for training arises because of following reasons: 

1. Environmental changes: 

Mechanization, computerization, and automation have resulted in many changes that require 

trained staff possessing enough skills. The organization should train the employees to enrich 

them with the latest technology and knowledge. 

2. Organizational complexity: 

With modern inventions, technological upgradation, and diversification most of the organizations 

have become very complex. This has aggravated the problems of coordination. So, in order to 

cope up with the complexities, training has become mandatory. 

3. Human relations: 

Every management has to maintain very good human relations, and this has made training as one 

of the basic conditions to deal with human problems. 

4. To match employee specifications with the job requirements and organizational needs: 

An employee’s specification may not exactly suit to the requirements of the job and the 

organization, irrespective of past experience and skills. There is always a gap between an 

employee’s present specifications and the organization’s requirements. For filling this gap 

training is required. 

5. Change in the job assignment: 

Training is also necessary when the existing employee is promoted to the higher level or 

transferred to another department. Training is also required to equip the old employees with new 

techniques and technologies. 

Importance of Training 

Improved employee performance – the employee who receives the necessary training is more 

able to perform in their job. The training will give the employee a greater understanding of their 

responsibilities within their role, and in turn build their confidence. This confidence will enhance 

their overall performance and this can only benefit the company. Employees who are competent 
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and on top of changing industry standards help your company hold a position as a leader and 

strong competitor within the industry. 

 

Improved employee satisfaction and morale – the investment in training that a company 

makes shows employees that they are valued. The training creates a supportive workplace. 

Employees may gain access to training they wouldn’t have otherwise known about or sought out 

themselves. Employees who feel appreciated and challenged through training opportunities may 

feel more satisfaction toward their jobs. 

 

Addressing weaknesses – Most employees will have some weaknesses in their workplace skills. 

A training program allows you to strengthen those skills that each employee needs to improve. A 

development program brings all employees to a higher level so they all have similar skills and 

knowledge. This helps reduce any weak links within the company who rely heavily on others to 

complete basic work tasks. Providing the necessary training creates an overall knowledgeable 

staff with employees who can take over for one another as needed, work on teams or work 

independently without constant help and supervision from others. 

 

Consistency – A robust training and development program ensures that employees have a 

consistent experience and background knowledge. The consistency is particularly relevant for the 

company’s basic policies and procedures. All employees need to be aware of the expectations 

and procedures within the company. Increased efficiencies in processes results in financial gain 

for the company. 

 

Increased productivity and adherence to quality standards – Productivity usually increases 

when a company implements training courses. Increased efficiency in processes will ensure 

project success which in turn will improve the company turnover and potential market share. 

 

Increased innovation in new strategies and products – Ongoing training and upskilling of the 

workforce can encourage creativity. New ideas can be formed as a direct result of training and 

development. 

 

Reduced employee turnover – staff are more likely to feel valued if they are invested in and 

therefore, less likely to change employers. Training and development is seen as an additional 

company benefit. Recruitment costs therefore go down due to staff retention. 

 

Enhances company reputation and profile – Having a strong and successful training strategy 

helps to develop your employer brand and make your company a prime consideration for 

graduates and mid-career changes. Training also makes a company more attractive to potential 

new recruits who seek to improve their skills and the opportunities associated with those new 

skills. 

Training can be of any kind relevant to the work or responsibilities of the individual, and can be 

delivered by any appropriate method. 
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For example, it could include: 

 

• On-the-job learning 

• Mentoring schemes 

• In-house training 

• Individual study 

 

 

Blended learning is becoming more and more popular and as a company we have seen a definite 

increase in this method of training over the last year. Blended Learning is the effective 

combination of online learning and classroom learning. Many of 20|20’s clients prefer their staff 

to learn on-site rather than attend off-site training programmes – especially in industries like oil 

and gas where it is often very impractical to attend off-site courses. On-site learning programmes 

like the blended learning approach, allow 20|20 to train more people working across a larger 

international footprint than just the UK. This makes it much more cost-effective and allows for 

greater process consistency. 

 METHODS OF TRAINING 

1. On-the-job Training (OJT) Methods: 

This is the most common method of training in which a trainee is placed on a specific job and 

taught the skills and knowledge necessary to perform it. 

The advantages of OJT are as follows: 

1. On the job method is a flexible 

method. 

2. It is a less expensive method. 

3. The trainee is highly motivated and 

encouraged to learn. 

4. Much arrangement for the training is 

not required. 

 

On-the-job training methods are as 

follows: 

1. Job rotation: 

This training method involves 

movement of trainee from one job to 

another gain knowledge and experience from different job assignments. This method helps the 

trainee understand the problems of other employees. 

2. Coaching: 

Under this method, the trainee is placed under a particular supervisor who functions as a coach in 

training and provides feedback to the trainee. Sometimes the trainee may not get an opportunity 

to express his ideas. 

3. Job instructions: 
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Also known as step-by-step training in which the trainer explains the way of doing the jobs to the 

trainee and in case of mistakes, corrects the trainee. 

4. Committee assignments: 

A group of trainees are asked to solve a given organizational problem by discussing the problem. 

This helps to improve team work. 

5. Internship training: 

Under this method, instructions through theoretical and practical aspects are provided to the 

trainees. Usually, students from the engineering and commerce colleges receive this type of 

training for a small stipend. 

2. Off-the-job Methods: 

On the job training methods have their own limitations, and in order to have the overall 

development of employee’s off-the-job training can also be imparted. The methods of training 

which are adopted for the development of employees away from the field of the job are known as 

off-the-job methods. 

The following are some of the off-the-job techniques: 

1. Case study method: 

Usually case study deals with any problem confronted by a business which can be solved by an 

employee. The trainee is given an opportunity to analyse the case and come out with all possible 

solutions. This method can enhance analytic and critical thinking of an employee. 

2. Incident method: 

Incidents are prepared on the basis of actual situations which happened in different organizations 

and each employee in the training group is asked to make decisions as if it is a real-life situation. 

Later on, the entire group discusses the incident and takes decisions related to the incident on the 

basis of individual and group decisions. 

3. Role play: 

In this case also a problem situation is simulated asking the employee to assume the role of a 

particular person in the situation. The participant interacts with other participants assuming 

different roles. The whole play will be recorded and trainee gets an opportunity to examine their 

own performance. 

4. In-basket method: 

The employees are given information about an imaginary company, its activities and products, 

HR employed and all data related to the firm. The trainee (employee under training) has to make 

notes, delegate tasks and prepare schedules within a specified time. This can develop situational 

judgments and quick decision making skills of employees. 

5. Business games: 

According to this method the trainees are divided into groups and each group has to discuss 

about various activities and functions of an imaginary organization. They will discuss and decide 

about various subjects like production, promotion, pricing etc. This gives result in co-operative 

decision making process. 
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6. Grid training: 

It is a continuous and phased programme lasting for six years. It includes phases of planning 

development, implementation and evaluation. The grid takes into consideration parameters like 

concern for people and concern for people. 

7. Lectures: 

This will be a suitable method when the numbers of trainees are quite large. Lectures can be very 

much helpful in explaining the concepts and principles very clearly, and face to face interaction 

is very much possible. 

8. Simulation: 

Under this method an imaginary situation is created and trainees are asked to act on it. For e.g., 

assuming the role of a marketing manager solving the marketing problems or creating a new 

strategy etc. 

9. Management education: 

At present universities and management institutes gives great emphasis on management 

education. For e.g., Mumbai University has started bachelors and postgraduate degree in 

Management. Many management Institutes provide not only degrees but also hands on 

experience having collaboration with business concerns. 

10. Conferences: 

A meeting of several people to discuss any subject is called conference. Each participant 

contributes by analyzing and discussing various issues related to the topic. Everyone can express 

their own view point. 

 

5.2MANAGEMENT DEVELOPMENT 

Management Development is described as the process from which the managers learn and 

improve their skills & knowledge not only to benefit themselves but also their employing 

organizations. 

Objectives of Management Development 

The objective of management development is. in general, to improve the quality of 

managers/executives performance now and in future. Some main objectives of the management 

development ore as under: 

1. To develop managers/executives for better performance on their present job or 

assignment 

2. To provide a steady source of competent persons at different levels so as to meet the 

future requirements of the organisation. 

3. To enable the managers to understand the problems of the business organisation in so far 

as they arise out of its policies and system of control. 

4. To create conditions and a climate which contribute to the growth process. 

5. To replace elderly executives, who have risen from low ranks, by highly competent and 

academically qualified professionals. 

6. To increase morale of the managers. 

7. To acquire knowledge about the problems of human relations. 

8. To create the second line of defence in the organization so as to meet the emergencies. 
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9. To broaden the outlook of the various levels of management especially top management 

regarding their role, position and responsibilities. 

10. To help the top management to understand the economic, technical and institutional 

forces in order to solve business problems. 

11. To increase the versatility of the managers 

12. To stimulate creativity in the thoughts of the managers. 

13. To create a sense of inter-departmental coordination among managers. 

14. To indicate how to apply to practical problems the knowledge of the physical and social 

aspects of business problems and management. 

 

MANAGEMENT DEVELOPMENT METHODS 

Let us briefly discuss these methods of bringing about executive development. 

I. On-the-job techniques: 

On-the-job methods are most popular for developing executive talent. Here, both the trainee 

executive and trainer are not free from their daily chores and the pressure of their executive 

routine jobs. Some of the most commonly techniques of executive development which fall under 

the category of on-the-job techniques are as follows: 

(a) Coaching method: 

Coaching is again on-the-job training of individual by the supervisor in the area of specifically 

defined tasks. This technique is more appropriate for orientation of new employee and for 

helping disadvantaged employees to learn specific jobs. 

The supervisor must have interpersonal competence and be able to establish helping relationship 

with the trainee. Solving the real problem in the organisation. JIT is unstructured programmer it 

is useful for only shall ground of trainees. 

The coaching method enjoys the following merits: 

(I) The coaching method is akin to learning by doing. 

(ii) Coaching method requires the least centralized co-ordination from staff because every 

superior can coach his subordinates even without a formal management development 

programme. 

(iii) Immediate feedback and periodic evaluation enable the trainee executives to learn the job 

easily and without mistakes. 

The chief demerits of the coaching methods are as follows: 

(I) The trainer may impose upon the trainees his work habits, ideas, beliefs, and methods of 

doing the work. Coaching method, therefore, has a tendency to perpetuate the current 

management styles and practices rather than promoting innovative styles. 

(ii) The effectiveness of coaching methods depends on the ability of the trainer. If the trainer is 

inexperienced, possesses pseudo-knowledge, and follows dogmatic principles, there would not 

be any use of coaching the trainee executives. 

Coaching method would be effective if the superior has extraordinary communicative skills, and 

if he provides a common platform for exchanging the ideas with the trainee executives without 

becoming too comment, and if he has the capacity to stimulate the executives to learn and 

practice the work. 
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(b) Understudy Method: 

Also known as attachment method, under this system, a person is picked up and subjected to 

training so that he in future, assumes the full duties and responsibilities of the position currently 

held by is superior. 

It is necessary to ensure a fully-trained person to replace a manager (superior) during his long 

absence or illness or on his retirement, transfer or promotion. ‘Understudy’ method is aimed at 

providing a person who is going to replace the existing superior. 

The chief merits of understudy method are as under: 

(I) The ‘understudy’ method ensures continuity of managerial talent even when the superior 

leaves (retires, transfers, or gets promotion) the department or organisation. 

(ii) The leadership qualities of trainee would be developed because he may be asked to supervise 

and guide a number of subordinates at work. 

(iii)This is perhaps the better method of training subordinates to assume higher responsibilities in 

future. 

(iv) The ‘understudy’ method is not a costly affair because it is coming within the purview of 

‘on-the-job training programme’. 

On the negative side of the coin, the following are the chief demerits of understudy’ 

method: 

(I) If a wrong person is selected as ‘understudy’ (due to favouritism or any other factor) there are 

opportunities for sizable errors which may turn out to be costly to the entire organisation. 

(ii) The understudy may be picked up by the superior and in this process the may exhibit 

favouritism; this may promote the tendencies of sycophancy and perpetuation of the existing 

practices of in-breeding. 

(c) Job rotation method: 

‘Job rotation’ is also known as the Channel Method. Under the job rotation method, the 

specialists are translated into generalises’ or all-rounder’s because the executives are moved 

from one job to another on some planned basis in order to learn and develop all-round 

knowledge. As pointed out by H. Bedroslan, “Job rotation is designed for beginning level 

managers while planned progression is more likely to occur at higher managerial levels.” 

The merits of job rotation are as under: 

(I) Job rotation roots out the possibility of monotony and boredom of executives. 

(ii) The innovative ideas of executives who are on rotation are infused into departmental 

personnel and then diffused throughout the organisation. 

(iii)Job rotation gives equal chance for all the executives for development and promotion. 

(iv) Each executive’s talents, intelligence, abilities, and behaviour are tested at several places as 

they move on from one job to another. 

(v) Executives take a broad, company-pomt-6r-view, rather than narrow, departmental-view, and 

hence take fruitful decisions. 

Job rotation suffers from the following defects: 

(I) Job rotation may result in over-centralisation; inflexibility and inefficiency. 

(ii) Job rotation has the disadvantages of a ‘musical chairs game’ because it leaves behind some 

executives who are not at all rotated and some are constantly rotated either by virtue of their 
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cleanness to their bosses or by their intelligence. This may lead to class-struggles between the 

executives who are rotated and those who are not. 

(iii)Job rotation may involve frequent transfers which may upset the executive’s organisational, 

family, and home life. 

(iv) Job rotation may also result in certain dysfunctional behaviours in terms of jealousy, 

cleavage, non-cooperation, friction within the departments, etc. 

To make job rotation effective, executives who are rotated or. different jobs should be educated 

to view the change as an opportunity for genuine learning and experience. 

(d) Special projects: 

Under this method, a trainee executive is assigned a special project involving heavy 

responsibility. The trainee is supposed to study the project, understand the problem issues, and 

prescribe appropriate solutions, and make a recommendation on the viability of the project. 

(e) Committee assignments: 

This is similar to the special project method. Here the trainee executives become members of 

special committees designed to solve specific problems. Through committee assignments solve 

different problems; they may now be effective in bringing rapid executive development. 

(f) Selective readings: 

Some organisations maintain huge libraries involving a large collection of useful material on the 

subjects of interest to the enterprise. The executives go through the books, journals, articles, 

notes, and magazines and assimilate knowledge. The executives, during their leisure hours, try to 

exchange their views with others and in this process learn new ways to looking at things. 

II. Off-the-job methods: 

On-the-job methods of executive development just discussed above may not be adequate because 

of the complexities of management process and inadequate facilities, environment and teaching 

experience, calling for more sophisticated and comprehensive methods of development. 

Off-the-job training methods aim at placing the executives in a highly maneuvered and 

stimulated atmosphere so that they are exposed to new ideas, new ways of analysis and are in a 

position to introspect themselves by studying their own behaviour. 

There is a wealth of off-the- job executive development techniques and let us discuss some of the 

most important of these techniques hereunder. 

Case study: 

The case study method involves diagnostic and problem solving study of usually a written 

description of some event or set of circumstances on organisational problems providing relevant 

details. 

The method is appropriate for developing analytical and problem solving orientation and skill, 

providing practice in applying management concepts, tools and techniques and enhancing 

awareness of the management concepts and processes. The method is relevant for developing o- 

generational, conceptual and functional skills among top and senior level executives. 

Role playing: 

Role playing is used in helping trainees to diagnose human relations problems, to develop insight 

through in-depth analysis of problems relating to human interaction and to acquire skills in 

interpersonal communication with particular emphasis on empathy and listening. 
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A simulated situation is created in which trainees act out the thoughts and behaviour of persons 

in particular roles in the organisation. Roles are often played spontaneously and unrehearsed. 

In-basket method: 

In-Basket on In-Tray technique involves simulation of a series of decisions a trainee might have 

to make in real life. The trainee is presented with pack of papers and files in a tray containing 

administrative problems and is asked to take decisions within specified time limit. 

The decisions taken by several trainees are recorded and compared with one another. Learning 

occurs as trainees reflect and evaluate the decisions taken on priorities, customer’s complaint, 

superior’s demand, irrelevant information and the like. 

The in basket method of executive development offers the following advantages: 

(I) through in-basket method of executive development, the efficiency planning and systematic 

approach, he efficiency of long-term objectives and planning can be demonstrated. 

(II) (ii) Instant feedback provides an opportunity for the executives to identify their loopholes 

and rectify them. 

(iii) The decision-making is quick, rapid and effective. 

(iv) Decisions are taken by a group of people from different departments and hence each 

executive gets a fair chance of participating in the decision-making. 

The chief disadvantages of the in-basket method are: 

(I) The in-basket method may discourage original ideas because the ideas of an executive may be 

turned down by the group a whole. 

(ii) The solutions prescribed by the group of executives may not be accepted by the top 

management and hence the entire exercise may become redundant and unnecessary. 

(d) Business games: 

Also termed as ‘management games’, these games refer to the classroom simulation exercises in 

which different teams consisting of individual executives are required to compete with one 

another in order to achieve a given objective. Here, an artificial atmosphere close to the real life 

situation is created in which the participant executives play a dynamic role and enrich their skills 

through involvement and simulated experience. 

The teams usually consist of two to six members and each team takes decisions on production, 

prices, research expenditure, advertisement expenditure, marketing, and the amount of expected 

profits under hypothetical conditions. 

Management games are aimed at teaching the executives how to take useful and profitable 

managerial decisions and make the executives aware of the existence of various group processes, 

conflicts, leadership problems, and ways of maintaining ties of friendship with peers in other 

departments or functional areas. 

The possible pay-offs of management games can be listed thus: 

(I) It is very interesting for the dynamic executives to play games and learn, in this process, the 

art of making decisions, developing the problem-solving skills, understand the importance of 

planning in management. 

(ii) Executive can analyses and select the relevant data from the available mass of information 

and would be able to decide about the important aspects even with incomplete information by 

filing up the gaps. 
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The chief limitations of the management games as a method of executive development can 

be listed thus: 

(I) Games are expensive to develop and administer and small organisations cannot affront to 

manage them. 

(ii) As pointed out by Taylor and Lippett, “Executives are forced to choose from among the 

closed list of alternatives whereas, in real life, managers indulge in creating better alternatives 

and get ample reward for developing fruitful alternatives and appropriate selection of an 

alternative from the available ones” 

(iii) Games represent merely simulations which may one be very close to reality and, therefore, it 

would be wrong to infer that those who are successful in management games would also be 

successful in real jobs. 

(e) Sensitivity training: 

Originally developed by a behavioural scientist Kurt Lewin and popularised by the National 

Training Laboratories, U.S.A., sensitivity training (also known as T-group training) is a “group 

experience designed to provide maximum possible opportunity for the individuals to expose their 

behaviour, give and receive feedback, experiment with new behaviour and develop awareness of 

self and of others,” (Chris Argyris). 

The fundamental objectives of sensitivity training are: 

(i) To help the executives in improving their understanding of human behaviour and their ability 

to read others and predict actions of fellow- colleagues. 

(ii) To increase the participant’s awareness of the impressions created by him on others. 

(iii) To highlight the insensitivity of other executives for the actions and feelings (opinions) of 

him. 

(iv) To increase personal satisfaction from relationship with other executives. 

(v) To achieve greater behavioural effectiveness in transactions with one’s various environments. 

(vi) To develop concepts and theoretical insights that will serve as tools in linking personal 

values, goals and intentions to actions that area consistent with these inner factors and with the 

requirements of the situation under question. 

A T-group is a small group consisting of ten to fifteen executives who meet with no formal 

agenda and discuss on important problems. This is a leaderless group and the essence of T-group 

training is a elf- examination and introspection of the behaviour of oneself and also there. This is 

a kind of behavioural training that is aimed at bringing about organisational development. 

(f) Simulation: 

Simulation is a special training technique conducted one a duplicate environment which is a 

mock up of a real life environment. Under the simulation method a single hour may be equated 

for a month, or a quarter of a month in real life. Like this, several events may be experienced in a 

relatively short span of time. 

Simulation is a useful technique of executive development because the decisions taken are 

reversible (if wrong decisions are taken) and less costly o the enterprise. One long-standing 

deficiency of the simulation technique is that it is difficult to duplicate the reality (specially the 

presses and problems) of actual decision-making on jobs. Quite truly, individuals might act 

differently in real life situations than the, actions m simulation exercises. 
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(g) Incident method: 

This method combines intellectual ability practical judgment, and social awareness of the 

executives. The group members are required to address questions to the discussion leader. The 

procedure is to ask general questions like what, when, where and how of the situation in which 

an incident developed and who was present at that time. 

Finally, the executives react why of the behaviour. After having subjected through this method 

the executives would be in a position to increase their power to think clearly, incisively and 

reasonably about specific facts and also about abstractions. 

The executives’ capacity to modify conclusions arrived at intellectually also would go up. 

Finally, the executives would be in a position to appreciate the force of other executive’s feeling. 

and willing to adjust or implement a decision with useful modifications. 

(h) Conference: 

The conference method is used to help employees develop problem- solving skills. Group 

discussions and Meetings are the two common techniques often made use of in organizations. 

The chairman or the t trainer leads discussion, involves trainees in attempting to solve problems 

and in arriving at decisions. 

The conference leader must have the necessary skill to lead the discussion in a meaningful way 

without losing sight of the topic or theme. The conference method or group discussion effects 

changes in the participants through modification of their experiences due to sharing and 

reshaping of their views, thinking and attitudes. 

(i) Programmed Learning: 

A form of individual study, the programmed learning is more suited to meeting the behavioural 

objectives and when non-motor skill or knowledge is to be learned by a large number of trainees. 

The trainer monitors trainees’ independent progress through the programmer. This method is 

governed by the principle of positive reinforcement developed by B F Skinner and allows the 

trainee to learn through a series of small steps in phases and at his own pace. 

 

5.3DIFFERENCES BETWEEN TRAINING AND DEVELOPMENT 

BASIS FOR 
COMPARISON 

TRAINING DEVELOPMENT 

Meaning Training is a learning process 
in which employees get an 
opportunity to develop skill, 
competency and knowledge 
as per the job requirement. 

Development is an 
educational process which is 
concerned with the overall 
growth of the employees. 

Term Short Term Long Term 

Focus on Present Future 

Orientation Job oriented Career oriented 
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Motivation Trainer Self 

Objective To improve the work 
performances of the 
employees. 

To prepare employees for 
future challenges. 

Number of 
Individuals 

Many Only one 

Aim Specific job related Conceptual and general 
knowledge 

 

5.4 EVALUATION OF TRAINING AND MANAGEMENT DEVELOPMENT. 

 

Assessment of Training: 

What are the criteria to consider in measuring the effectiveness of a training programme? 

Here are some yardsticks to use: 

1. Objectives: 

Is there a clear target for each training programme, and is this target in line with a broader 

organisational goal? 

2. Cost and Benefits Analysis: 

Is the training unit in a position to justify its programme by relating its monetary cost to expected 

dollar benefits to be derived from training? 

3. Flexibility: 

Has the training group proved its ability to cope with new requirements of the organisation with 

reasonable despatch? 

4. Results: 

In the various training functions, are key result areas specified and accomplishments indicated in 

quantitative and reasonable terms? 

5. Staff: 

Is there an objective search procedure, including an updated manpower inventory, for staff 

selection and advancement? 

6. Audit: 

Do all the various training functions undergo an independent audit periodically, not less than 

once a year? 

7. Improvements: 

What feedback mechanisms are available from line operations to improve the quality, quantity 

and timeliness of training? 

Training and development must remain alert to trends affecting the organisation economically, 

socially and politically. Its leadership must be in constant touch with planned changes in the 

organisation’s products or services and the projected manpower requirements. 
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Evaluation of Training: 

No training method is right for all situations. So trade-off must be made. For personnel 

management/this means choosing a training method that meets various time and cost constraints. 

Regardless of the methodology used, specific types of training programmes are offered 

frequently. 

Of these training programmes the most popular are video tapes, and seminars, followed by one-

on-one instruction, role plays, audio tapes, simulations and case studies. 

Various training methods emphasise one thing at least: the learning of routine and programmed 

behaviours that can immediately be applied to the job. Evaluation of these training programmes 

becomes easier, as the trained employee either can or cannot do the job after being trained. 

Whether this is measured by a test, productivity gains, or by observation of the employees’ work 

movements we can assess whether the specific job-oriented tasks have been learned from the 

training programme. 

Training programmes should always be evaluated. There are two basic kinds of evaluation 

measures: those collected when the trainee is on the job and those collected after their training. 

The former are easier to get but the latter are more important. 

Trainees may say they enjoyed the training and learned a lot, but the true test is whether their job 

performance is better after their training than before. As training continues to assist employees in 

their current jobs so too do employee development efforts to prepare them for tomorrow’s work. 

 

 

 


