
Selection procedure 

Companies follow different selection techniques or methods depending upon the size of the 
business, nature of the business, kind and number of persons to be employed, govt regulations to 
be followed. Selection procedure employs several methods of collecting information about the 
candidate qualifications, physical and mental abilities, experience, knowledge, aptitude etc. 

Steps in selection process 

1. Job analysis:  It is the basis for selecting the right candidate. Every organization should 
finalize job description, job specification, employee specification before proceeding to the next 
step. 

2. Recruitment:  It refers to the process of searching prospective employees and stimulating 
them to apply for jobs in an org. 

3. Application form:  Also known as application blank .it is used as a device to screen the 
candidates at primary level. Many companies formulate their application forms depending upon 
their requirement of information. The information is generally required on the following items of 
the application forms are: personal background information, educational attainments, work 
experience, salary, personal details and references. 

4. Written examination: The orgs. Have to conduct written examinations for the qualified 
candidate after they are screened out to know the candidates ability in arithmetical calculations 
and to know the candidate attitudes towards the job. 

5. Preliminary interview: These are short and known as stand-up interviews or sizing up of the 
applicants. However certain care is to be taken to ensure that desirable workers are not 
eliminated. This interview is also useful to provide the basic information about the company to 
the candidate.  

6. Group discussion: The technique of GD is used in order to secure further information 
regarding the suitability of the candidate for the job. GD is a method where groups of successful 
applicants are brought and are asked to discuss either a case study or a subject matter. The 
selection panel observes the candidates in the area of initiating, discussing, explaining the 
problem etc. 

7. Test: The most vital technique of selection which gained significance is testing. 
Employment-tests help the mgmt. In evaluating the candidate’s suitability to the job. These tests 
are also called as psychological tests. The purpose of these tests is to help in judging the ability 
of a candidate in a given situation. 

8. Final interview: In this step the interviewer matches the information obtained abt the 
candidate through various means of job requirements and to the info obtained through his own 
observation during interview. 

9. Medical examination: Certain jobs require physical qualities like clear vision, perfect 
hearing, stamina, tolerance of hard working etc. Medical examination reveals whether or not a 
candidate possesses these qualities.  



10. Reference checks:  Candidate is required to give the names of reference in their application 
form.it is taken for as a matter of routine and treated casually in many orgs. But a gud reference 
check will fetch a useful and reliable info to org. 

11. Final decision by the line manager : He will make the final decision whether to select or 
reject a candidate.  A true understanding b/w line managers and personnel managers should be 
established to take proper decisions. 

12. Employment: After taking the final decisions the org has to intimate the decision to the 
candidate. The org sends the appointment orders to the successful candidates either immediately 
or after sometime depending upon its schedule. 
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Performance Appraisal 
Performance Appraisal is the systematic evaluation of the performance of employees and to understand              

the abilities of a person for further growth and development. Performance appraisal is generally done in                

systematic ways which are as follows: 

1. The supervisors measure the pay of employees and compare it with targets and plans. 

2. The supervisor analyses the factors behind work performances of employees. 

3. The employers are in position to guide the employees for a better performance. 

Objectives of Performance Appraisal 

Performance Appraisal can be done with following objectives in mind: 

1. To maintain records in order to determine compensation packages, wage structure, salaries raises,             

etc. 

2. To identify the strengths and weaknesses of employees to place right men on right job. 

3. To maintain and assess the potential present in a person for further growth and development. 

4. To provide a feedback to employees regarding their performance and related status. 

5. To provide a feedback to employees regarding their performance and related status. 

6. It serves as a basis for influencing working habits of the employees. 

7. To review and retain the promotional and other training programmes. 

 

Trait Methods: 
1. Ranking Method: 

It is the oldest and simplest formal systematic method of performance appraisal in which employee is                

compared with all others for the purpose of placing order of worth. The employees are ranked from the                  

highest to the lowest or from the best to the worst. 

2. Paired Comparison: 

In this method, each employee is compared with other employees on one- on one basis, usually based on                  

one trait only. The rater is provided with a bunch of slips each coining pair of names, the rater puts a tick                      

mark against the employee whom he insiders the better of the two. The number of times this employee is                   

compared as better with others determines his or her final ranking. 

The number of possible pairs for a given number of employees is ascertained by the following                

formula: 

N (N-1)/2 

ADVERTISEMENTS: 



Where N = the total number of employees to be evaluated. Let this be exemplified with an imaginary                  

example. 

3. Forced Distribution Method: 

The rater may rate his employees at the higher or at the lower end of the scale under the earlier methods.                     

But this method is developed to prevent the raters from rating too high or too low. Under this method the                    

rater after assigning the points to the performance of each employee has to distribute his ratings in a                  

pattern to confirm to normal frequency distribution. 

4. Essay Method: 

Essay method is the simplest one among various appraisal methods available. In this method, the rater                

writes a narrative description on an employee’s strengths, weaknesses, past performance, potential and             

suggestions for improvement. Its positive point is that it is simple in use. It does not require complex                  

formats and extensive/specific training to complete it. 

5. Group Appraisal:  

Under this method, an employee is appraised by a group of appraisers. This group consists of the                 

immediate supervisor of the employee, to other supervisors who hav close contact with the employee’s               

work , manager or head of the department and consultants. 

 

6. Check-List Method: 

The basic purpose of utilizing check-list method is to ease the evaluation burden upon the rater. In this                  

method, a series of statements, i.e., questions with their answers in ‘yes’ or ‘no’ are prepared by the HR                   

department .The check-list is, then, presented to the rater to tick appropriate answers relevant to the                

appraisee. Each question carries a weight-age in relationship to their importance. 

 

When the check-list is completed, it is sent to the HR department to prepare the final scores for all                   

appraises based on all questions.  

7. Graphic Rating Scale Method: 

The graphic rating scale is one of the most popular and simplest techniques for appraising performance. It                 

is also known as linear rating scale. In this method, the printed appraisal form is used to appraise each                   

employee. 

The form lists traits (such as quality and reliability) and a range of job performance characteristics (from                 

unsatisfactory to outstanding) for each trait. The rating is done on the basis of points on the continuum.                  

The common practice is to follow five points scale. 

The rater rates each employee by checking the score that best describes his or her performance for each                  

trait all assigned values for the traits are then totaled. 



8. Confidential Report: 

It is the traditional way of appraising employees mainly in the Government Departments. Evaluation is               

made by the immediate boss or supervisor for giving effect to promotion and transfer. Usually a                

structured format is devised to collect information on employee’s strength weakness, intelligence,            

attitude, character, attendance, discipline, etc. The superior does not allow the employee to know the               

report and his performance. 

Behavioral Methods: 

1. Behavioral Checklist Method: A checklist is designed with the list of statements that describe the               

behavior essential for employee performance. The appraiser checks whether the appraise possesses            

them or not. Employee performance is rated based on the behavioral skills that the employee               

possesses to the total statements. 

2. Critical Incidents Method: 

Under this method the supervisor continuously records the critical incidents of the employee performance              

or behavior relating to all the characteristics such as positive and negative in a specially design note book.                  

The supervisor rates the performance on the basis of notes taken by him. 

3. Behaviorally Anchored Rating Scales (BARS): This method combines elements of the traditional            

rating scales an critical incident method. Using BARS, job behaviors from critical incidents-             

effective and ineffective behaviors are described more objectively. This method employs individual            

who are familiar with a particular job to identify its major components. 

4. Behavior Observation Scales (BOS): The appraiser under this method measures how frequently            

each of the behavior has been observed. Appraiser plays the role of the observer rather than a judge                  

and provides the feedback to the appraisee continuously.  

5. Assessment Centre: It is a system or organization, where assessment of several individuals is done                

by various experts by using various techniques. These techniques include methods such as in basket,               

role playing, case studies etc.it is basically meant for evaluating the potential of candidates to be                

considered for promotion, training and development. 

6. Psychological Appraisal: Are conducted to assess the employee’s potential. It consists of in-depth             

interview , psychological tests, consultations and discussion with the employee, discussions with the             

superiors, subordinates etc. it results are useful for decision making about employee placement,             

career-planning and development and training and development. 

 

 



Mentoring: Is about enhancing an individual staff member’s career development through a collaborative             

knowledge- sharing relationship with another staff member who serves as their mentor. Mentoring             

provides career support and facilitates the transfer of knowledge and organizational culture. 

Mentor: Are professionals who help others to assist them in better understanding and honing skills and                

expertise.  

Mentee: Are those who are being mentored and given advice.  
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UNIT – 1 INTRODUCTION 

Meaning: HR is a paramount importance for the sources of any organization. It is a source of                 
strength and aid. HR is the wealth of the organization which can help it in achieving its goals.                  
HRM is concerned with the human begins in the org. it reflects the new look which views org                  
man power as its resources an asset. 

HR is the total knowledge, abilities, skills, talents and aptitude of an org workforce. The values,                 
ethics, believes of the individuals working in the org also form a part of the HR. the                 
resourcefulness of various categories of people and other people available to the org can be               
treated as HR.  

HR is the resource like any other natural resource it means that mgmt. can get a use the skill,                   
knowledge, ability etc. HRM is that process of mgmt. which develops and manages the human               
elements of enterprise. It is not only the mgmt. of attitudes and aspirations of people. when                
individuals come to work place they come with not only technical skills, knowledge, experience              
but also with their personal feelings, perceptions, desires ,motives, attitudes and values. 

DEFINITION : According to FLIPPO : HRM is the planning, organizing, directing and             
controlling of the procurement, development, compensation, integration, maintenance and         
reproduction of HR to the end that individual, organizational and societal objectives are             
accomplished. 

In short HRM is an art of managing people at work in such a manner that they give their best to                     
the org. 

OBJECTIVES: objectives are pre-determined goals to which individual or group activity in org             
is directed. Objectives of HRM are influenced by organizational objectives and individual            
social goals. The other objectives of HRM are to meet the needs, aspirations, values and dignity                
of individual employees and having due concern for the socio-economic problems of the             
community and the country. 

The primary objective of HRM is to ensure the availability of right people for right job as the                  
organizational goals are achieved effectively. 

1. To help the org to attain its goals effectively and efficiently by providing competent              
and motivated employees. 

2. To utilize the available HR’s effectively. 
3. To secure the integration of individual and groups within the organization by            

co-ordination of the individual and group goals with those of the org. 
4. To increase to the fullest the employees job satisfaction and self-actualization. 
5. To strengthen and appreciate the human assets continuously by providing training and            

development programs. 

 



6. To provide an opportunity for expression, fair, acceptable and efficient leadership. 
7. To provide facilities and conditions of work and creation of favorable atmosphere for             

maintaining stability of employment. 
8. To develop and maintain the quality of work life which makes employment in the org a                

desirable personal and social situation. 
9. To establish and maintain cordial relationship b/w employees and mgmt. 
10. To identify and satisfy individual and group needs by providing adequate and equitable             

wages, incentives, social security and measures for challenging work, prestige,          
recognition , security etc. 

11. To create and utilize an able and motivated workforce, to accomplish the basic             
organizational goals. 

12. To create facilities and opportunities for individual or group development so as to             
match it with the growth of the organization. 

SIGINFICANCE: HR’s plays crucial role in the development process of modern economics.it            
is in fact said that all development comes from the human mind. 

1. HRs in the nation’s wellbeing: a nation with the abundant with physical resource will              
not benefit itself unless HR makes use of them. In fact HRs are solely responsible for                
making use of national resources and further transformation of traditional economies into            
the modern and industrial economies. Lack of org of HR is largely responsible for the               
backwardness of the nation.  
The key element is the proportion is that the values, attitudes, general orientation and              
quality of the people of a country determine its economic development. 

2. Man v/s machine: Most of the problems in corporate sector are human and cultural              
rather than physical, technical or economic. No industry can be rendered efficient as long              
as the basic fact remains unrecognized that it is principally human. It is not a mass of                 
machines and technical process but a body of men. 

3. Hrm and general mgmt: mgmt. of an org in modern economies is not only complex and                
sophisticated but it is also vital and influences the economic growth of a country, its               
efficiency determines the property and wellbeing of the people of the nation. One of the               
fundamental areas of mgmt. is the mgmt. of HRs thus, in the mgmt. of 4 M’s man                 
material money machinery. One of the fundamental tasks of mgmt. is to manage HRs.              
Among other things if the company economy is successful it means the mgmt. has been               
able to manage HRs affectively. 

4. HR accounting: one important development arising out of recognition of crucial           
importance of HRs in org is the HR accounting. HRA is the measurement of cost and                
value of people for org. it is clear that HRA is useful to both general managers as well as                   
HR mangers, since HR information influence planning and controlling functions of           
mgmt. and various operating functions of HRM. It helps the mgmt. to utilize HRs most               

 



economically and efficiently. It also helps the mangers in making sound decisions in HR              
matters by providing required information. Thus it is useful control technique.  

5. HRM is a central sub system of organization: As a central subsystem HRM interacts              
clearly and continuously with all other subsystems like finance, technical, marketing ,            
material etc. the qualities of people in all sub systems depends largely upon the policies ,                
programs and practices of the HRM subsystem. The quantity of HR determine intron the              
success of an org. 

QUALIFICATIONS & QUALITIES OF HR MANAGERS: 

The functions of HRM vary from org to org in nature and degree. So, the qualification is                 
required of an HR manager defers from org to org depending upon the nature, size, location                
etc. However the qualifications and qualities which will be applicable in general can be              
summarized as follows: 

● Personal attributes: the HR manager as in case of any other manager, must have initiative,               
resourcefulness, depth of perception, maturity in judgment and analytical ability.          
Freedom from bias would enable the HR manager to take an objective view of both of                
mgmt. and workers. he must does have intellectual integrity. Moreover the HR manager             
should be thorough with labour laws. An understanding of human behavior essential to             
the HR manager. HR manager must be familiar with human needs, wants, hopes and              
desires , value aspiration etc ..without which adequate motivation is impossible. 
The HR manager should also possess other personal attributes like  
a. intelligence  
b, educational skills  
c. discriminating skills 
d. executing skills 
further HR manger is expected to have leadership qualities : deep faith in human values,               
empathy with human problems , foreseeing future needs of employees, orgs, govt, trade             
unions 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 mgmt and general            
mgmt. is an additional benefit. Experience is an enterprise in some other executive             
capacity can also help towards an appreciation of general mgmt. problems and a practical              
approach in meeting HR problems 

● Professional attitudes: Finally, it is more necessary particularly in Indian context. The            
HR managers job as in case of other managers is getting professionalized. He should              
have patience and understanding, ability to listen before offering advice. As mentioned            
earlier he should have knowledge of various disciplines like technology, engineering,           
mgmt, human psychology, 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 common               
degree of common sense. 

Qualifications: It prescribes for the post of HR managers which vary from industry to              
industry and state to state. These qualifications have been undergoing several changes from             
time to time. Minimum  basic degree, specialization in HRM course.  

Challenges of HRM: 

1. Recruiting new staff: Companies sometimes need to recruit new talent for various 
reasons such as an increase in project scope, operations. While recruiting, HRM faces 
major challenges i.e. selecting the best candidate and making the hired candidate 
familiar with the environment and culture. 

HRM has to select such candidates which are not only technically expert but socially too because 
the company cannot receive expected output from employees who are unable to socialize. This 
affects the productivity of the company. 

2. Retention 

Hiring employees is not only the challenge that HRM faces; retaining them is also one. Retention 
of employees is essential to minimize employee turnover rate. This is a major challenge for 
HRM because of following reasons: 
i. Contingent workforce 
The contingent workforce includes part-time, temporary contract and work-at-home employees. 
Maintaining such employees in the company is a challenge because they are less attached to the 
company. So it becomes a major duty of HRM to make such employees feel that they are a part 
of the company in order to retain them for a long term. 

ii. Demand of expert employees 
Personnel with greater professional and technical knowledge are highly demanded in the job 
market as such employees have the ability to keep their company ahead in the race. Such 
employees are an valuable asset for any company and HRM should focus on maintaining them. 

3. Training 

Skilled workers are the key to the smooth functioning of the organization. Therefore, HRM 
should manage on-site (within the workplace) as well as off-site (outside the workplace) job 
training for employees. 

 

http://smallbusiness.chron.com/calculate-employee-turnover-rate-annual-basis-10202.html


4. Productivity :Maximizing profit and minimizing cost is the essence of productivity. 
Higher the productivity level, more successful will be the company. HRM should 
always focus on maintaining high productivity level. 

Despite HRM’s continuous effort, the company might sometimes get an unsatisfactory result. In 
such case, it should thoroughly analyze the situation and make a proper conclusion i.e. whether it 
is the result of inefficient employee or inadequate resources. If an inefficient employee is the 
case, HRM should look forward to train employee, or even recruiting new staffs while it should 
find alternative resources for sufficient input if inadequate resources are the case. 

5. Health and safety: It is one of the essential functions of HRM to collect its staff’s 
complete information, including health information. It is necessary for employee’s 
personal safety. Keeping health information about employees help the company in 
knowing what kind of tasks or activities are safe for their employees to participate in. 

Maintaining health information is also necessary to avoid the risk of legal complications. Several 
companies at present provide health insurance to its employees as a fringe benefit. In lack of 
proper health information about employees, various legal issues may arise when such insurance 
is claimed. 

6. Workforce diversity 

The composition of the workforce is getting diverse at present situation. Here diversity is not 
only created by age, gender, educational background and religion but also by the nature, 
personality and background of workers. 

With more diversification of workforce, issues related to bullying, harassment, discrimination, 
etc may arise, to control which HRM should formulate and implement strict rules and 
regulations. 

7. Payroll 

Payroll is a written document which provides information about the company’s employees along 
with the amount of remuneration to be paid. 

HRM has to conduct a number of tasks every day. In this process, HR manager might forget to 
pay its employees, if not then he can forget the amount to be paid to the individual employee. 

With proper maintenance of payroll, HR manager will be able to pay right amount to right 
employee at right time, which is essential for extracting satisfactory output from employees. 

 



8. Globalization : Globalization is a process by which a business firm or organization 
starts operating on an international scale, creating international influence. 

Internationalization of firms is obviously a Sign of Success but it is a challenge at the same time 
because globalization invites issues related to unknown language, laws, work ethics, attitudes, 
management approach, culture and tradition. 
A human resource manager will need to deal with more heterogeneous functions such as 
scheduling meetings, holiday management, human resource outsourcing, etc to overcome the 
challenge.  

9. Discipline: Discipline is one of the important issues that HRM needs to handle at 
present days. Lack of discipline causes various problems which ultimately affect the 
productivity of the company. 

For an instance, when discipline is not maintained, employees neglect their responsibilities and 
duties. They may procrastinate their tasks and may misbehave with co-workers, leading to a 
conflict that consumes time as well as energy to resolve. The ultimate result of these activities is 
decreased productivity of the company. 

10. Advancement in technology 

With rapid advancement in technology, companies nowadays require such human force that has 
the ability to learn and cope with the changes at an opportune moment. 

Technological changes must be taken into consideration by any kind of company. It is because 
the present world demands every firm to move along with the change, or else be left behind and 
get extinct. 

Technological changes influence overall nature of work and the company will need to find out 
employees that are capable to adjust with the change. During this process, unemployment, as 
well as employment opportunities, arise, creating new challenges for HRM. 

BPO issues  

1. Changing Political Scenarios 
Political situations in regions of America and Europe can affect the BPO industry drastically. 
Citizen protests, wars, falling economies, etc. can force the governments to pass certain bills 
which prevent outsourcing to other countries. This can have a major effect on the BPO 
companies. 

 

2. Exceeding Customer Expectations 

 



Providing customers with complete satisfaction has always been a difficult task for all BPO 
companies. Various social media channels and increasing competition in the market has 
resulted in increasing customer expectations to the roof and proves to be quite a challenge for 
the BPO industry. 

3. Budget 
One of the major challenges faced by the BPO industry is the budget. Most of the times 
outsourcing companies are expected to produce the best results with minimal cost. They are 
forced to get the maximum out from a limited number of resources. 

4. Health Concerns 
Most of the outsourcing companies are situated in regions which come under different time 
zones, hence the resources may be working at all times of the day. This can result in major 
health concerns among the employees and reduce their efficiency drastically. 

5. Customer Attrition 
At some point of the project, the client may just terminate the deal and hand over the project 
to your competitor for different reasons. The cost of such sudden deal termination can be 
huge and can affect most BPO companies to a large extent. 

6. Scarcity of Talent 
One of the major challenges in BPO recruitment is to find the right talented workforce to 
work in the industry. According to a recent survey it was noticed that only a fraction of 
graduates are actually suitable and ready to work in the BPO industry. 

7. Employee Attrition 
It is quite notable that the employee attrition rate in the BPO industry in quite high. The 
companies are not able to convincingly retain their employees for long and thereby suffer 
huge losses every time they have to train new employees. The cost of hiring a new employee 
and training that person for the job is again time consuming and expensive. 

8. Communication Channels 
The number of communication channels has increased drastically over the past decade. 
People have moved on to social media channels to send messages apart from the usual calls 
and mails. This proves to be quite challenging for the BPO companies to decide which 
channel to concentrate on when interacting with their clients. 

9. Frequent Disruptions 
Call traffic management, poor internet connection, unclear phone lines, power shutdowns etc. 
may result in disrupting the various processes. BPO companies usually work in 24/7 schedule 
and are expected to be available at all times. Such disruptions can cost the companies a lot 
and can be very challenging to the industry. 

10. Brand Equity: Brand building is an important task performed by the HR professional. This is 
one of the common challenges for HR managers. They are expected to provide adequate 
training and a good working environment, so when they leave the company they are the brand 
ambassadors of the company. If the employees are unhappy, it can easily lead to negative 
word-of-mouth, thereby leading to diminished brand equity. 
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