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.



P

(7) Tests: The next stage in the selection process is conducting different tests as given
below. The objective of tests is to solicit further information to assess the employee suitability to
the job.

The most vital technique of selection which gained significance in recent years is testing. It
would be difficult for the organisations to evaluate the candidate’s performance only on the basis
of application blank and/or interviews. Employment-tests help the management in evaluating the
candidate’s suitability to the job. These tests are also called psychological tests because
psychologists have contributed a lot in developing these tests.” Employment test is an instrument
designed to measure® the nature and degree of one's psychological potentialities, based on
psychological factors, essential to perform a given job efficiently. The purpose of these tests is
to help in judging the ability of a candidate in a given job-situation. The tests help in ranking
candidates and are valuable in determining subsequent success on the job?

‘_I'hus. tests are useful in selection, placement, promations, performance appraisal and potential
appraisal.

GUIDES TO TESTING
Dale S. Beach suggested the following guidelines for the employment test:1®

1. Tests should be in addition to other selection techniques as entire tests can only provide
information about a part of total behaviour of a candidate.

2. Test information should be taken into consideration to find out candidate's weaknesses
rather than strengths (as tests are more accurate at predicting failures than success).

3. Tests are helpful in picking a most likely successful group from a larger group rather
than successful individuals.
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TYPES OF TESTS

i ] jevement Te
Tests are clessified into five types (Fig. 6.3). They are:(i) Aptitude tests; (ii) Achieve n;
este; (iff) Situational tests; fiv) Interest tests; and (v) Personality tests. ot

(i) Aptitude Tests: These tests measure whether an individual has the capacity of latent
ability to learn a given job if given adequate training.'® Aptitudes can be divided into general and
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mental ability or intelligence and specific
capacity ete.
(a) Intelligence Tests: These tests i

In detail these tests measure capd
verbal comprehension, numbers, memory
— both forward and backward. information
arrangement and object assembly” yicised against de
Though these tests are accepted 19 useful ones !hadf t:l::i :;Irr;su: tests may Fmvnf ?n?:d
sections of the community. Further: it i also critielse &
too dull as a selection device:

Intelligence tests include: sample

(b) Mechanical Aptitude Tesls: [
perceptual speed qnd knowledge ¢ et ete.

: i ] , technicians:
apprentices, skilled, mechanical employees yal dexterity, motor ability and

{e) Psychomotor Tesis: These tests measure abilitics like mnnl e fect semi-skilled work
eye-hand co-ordination of candidates. These tcsﬂ_ﬂlﬂ ﬂiﬂ w;u:ll assembly. o
and workers for repetitive operations like packing a_ . offi kT .

(d) Clerical Aptitude Tests: Measure specific capacitics involved in office WOTE. tems of
ng. word measuring, e,

this rest inglude spelling computation, comprehension, copyl
are conducted when applicants claim to know something

has accomplished. These lests are more usefil to
hen an organisation wishes to employ experienced
Job knowledge test, and () Work sample fest.

is tested in the knowledge of a particular
the job of a senior Jecturer in commearce,
questions about Accountancy

¢ quotient of a candida,
hension. asoning," word fluene,,
15 Other factars such as digil spap.
: chension, vocabulary, pictur,

gr:m:ml measure intelligens
city for compre
an 5 acE
knowm compr

the n{[apmbilit}' tests, cle.

he capacitics of spatial visualisation,
These tests are useful for selecting

Jearning ability
asure U

(i) Achieventcnt Tests: These tests

a5 these tests are © with what one

o measure the value of specific achievement W
candidates. These fests are classified into: (a)

(a) Job Knowledge Test: Under this test a candidate
job. For example, if a junior lecturer applies for
he may be tested in job knowledge where he is asked
Frinciples, Banking, Law, Business Management, eic.

(b} Work Sanple Test: Under this test a portion of the actual work is given (o the candidate
a¢ o test and the candidate is asked to do it. If a candidate applies for a post of lecturer
in Management he may be asked to deliver a lecture on Management Information System

as work sample test.
Thus, the candidate's achievement in his career is tested regarding his k :
job and actual work experience. c & bls knowledgs shout ihe
ii) Situati + Thi idate in a simi
i ﬂ? ,!.IETE;: ional Tesi: Thns test l:\rn]u.ﬁltl:s n candidate in a similar real life situation. In this
¢ the candidate is asked either to cope with the situation or solve critical situations of the 'u:-H-
(a) Group Discussion: This test 15 administered through di i i
a problem under which candidates are observed in th B it Fuifits pabpatoi
valuable ideas, conciliating skills, oral com e g Sxlomnei ehitios 4l P
skills. ‘ municating skills, coordinating and concluding
() In Dasket: Situats P
by various officers of : ; E?' telegraphic message, reports a oo : "-:
E;Ea"“ﬂliﬂn. The candid::qh; i: E:::Iﬁiﬂmn}; adequate h'lfﬂrr:ﬂ'tiﬂi ab::l::;i l!:f:;ujiz‘iﬁ?;ﬁ
sket informati : 0 take decisi e Sl
nlormation regarding requirements in 1| ifmnﬁ on various items based on the in
It meémoranda.

{iv) Futerest Test: The
¥ ' SE ests :
relation to work, job, occupatipns, § e invenlories of (he likes _r
 hobbies and rac Honal st .HI'II:| dislikes of candigaics in
vities. The purpose of this !
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similar



Scanned by CamScanner



F—

selection, Placement and Induction

gnd to find out 1n which a
: rea of the job ra '
otion af this tst i . . ngefoccupation the candi is interested. The
Tﬁuhunandl f’ub’ EUECBSE.ﬁ]n:Zr:::hm' there is a high correlation between the in:j:dmmf ::: mﬂt:n; ate
st inventaries are less faked and they may not ﬂunmt afle:ld h mg:
ate the a
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(v) Personality Tesis: Th
system, his emotional reactio ese tests prove deeply to discover clues 10 an individual’s value
such traits like self-confide ns and mﬂturlt_:.r and characteristic mood. They are expressed in
conformity, objectivity Pﬂii:::é l?::; ‘*d“,l‘:“““ﬂ] control, optimism, decisiveness, sociability,
: : 18 : . distrust, initiative, jud ' fewi
impulsiveness, sympathy, integrity, stability and self-confi d.lélmimﬁnt dominance or submission,

{a)

(i)

(vi) Other Tesls

{a)

(6}

e}
id}

Thermati i

e mirﬁfg:rc;pﬁ%n Test (TAT): Candidates are shown o series of pictures and are

R s- ry ased on these pictures. This test measured candidates’ conceptual,
ginative, projective and interpretative skills.

I ‘::;dﬂiﬂt Test: T.hc Rorschach Inkblot test was first described in 1921. The candidates are
: r: see the ink-blots Emd make meaningful concepts out of them. The examiner kesps
record of the responses, time taken, emational expressions and other incidental behaviours.

= L 'l e -

{1} Aptitude Tests:
{a) Intelllgence Test [1Q}
{b) Emational GQuotient
{c) Skill Tests
) Mechanical Aptitude
fe) Psychomotor Tests
{f) Cierical Aptitude Tests

Achievement Test:
fa) lab knowledge Test
fb) Wark Sample Test

| i) Sitwatlonal Tesls:
fa) Group Discussian

(b) 1n Basket

| {iv} Interest Tast:

SRR, , porsonaiity Tesis:
fal Thematlc Aperception Test

(b) Ink Blot Test

| {wi) Other Tasks

{a) Cognitive AbHity Test
{b) Wechsler Adult Intelligence Scale
fe) wonderlic personal Test

{d) polygraphy Test

{e) Honesty Tast

:mﬂerT.;ﬂh,—:ea_—.ﬁmmﬂm e L R T

o {il}

Typas of Test———

d verbal abililics. Popularly

cp (esls MEasure mathematical an
and Scholastic

Cognitive Ability Tests: The nd ¥ il
known (ests of this category include Graduate Record Examinauon (GRE}
Aptitude Tes! (SAT)

Wechsler Adult [ntelligence Seale:
rithmelic. gimilanties. v
jar 1LEms.

This Lest includes

instrumednt i by
anted with

st including general

This ts a comprehensive i€
p!.'turr.' arrangement.

infarmation, & ocabolary, promere completion,
object assembly and simi
Wonderlic Personnel Test

Polygraph Tests: The pm}-gr:u}h i5 an
blaod pressure. pulsc aped skin responge 485K

perceptual, verbal and anthmelac

gl records changes 10 breathsng.
sweating of palms and plois

T



Scanned by CamScanner



EELTIAIE D LF) THRENERAN] LR L BT asakmame== == -

ple. complicated, related,
1 selection extensively !ln
in personnel gelection in

these reactions on paper. The candidate is asked a serics of sim
unrelated and critical questions. This test was used in personne
1980s, but objections have been raised to the use of this test
2000s.
¢} Honesty Tests: The two types of pre-employment --
(e} e [::::Eﬂl'l.ll”lj"hﬂrs 23 inrtirilj' 1]: ers. Overt integrity lests nmkchdlr;::f ﬂ;ﬂiﬂﬁ’:;t;‘:
assess dishonest behaviour and gather a history uﬁh:f‘-md m::}[:jlsb: I'wnulut and disruptive
based integrity tests assess an individual's predisposition oW e

behaviour.” This is the most essential
Gy ing- R
(8) Final Interview: Final interview is usually followed ¥ B0 o oiion obiained

tep in the f selection. In this step the interviewer ma '

;t:fu:]':hg mﬂ?;:;: ;lm?gh various means to the job requirements and to the information abtained
i ing interview.

through his own observation during in - formal Intervics. (1) Formal

Types of Interviews: The types of interviews are: mm Non-directive Interview. (vi)

Interview. (iif) Planned Interview. (iv) Patterned Interview. (v/ : o 6.A).
Depth Interview. (vii) Stress Interview. (viii) Group Interview. (i) Panel Interview (Fig

honesty tesis are overt infegrity tests

et : — (i) Preliminary 1nt:nli=w—-|: InrmErﬁ:ﬂ

. : Unstroct nterview

— Background information interview
— Job and probing interview

— Sirest intervicw

— (i} Core Isterview ——

— The group discussion inierview
— Formal and structured interview
— Panel interview and

— Depth interview

L i) Decision-maoking Interview

1. Preliminary Interview

(a} Informal interview: This is the interview which can be conducted at any place by any
person to secure the basic and non-job related information. The interaction between the candidate
and the personnel manager when the former meets the latter to enquire about the vacancies or
additional particulars in connection with the employment advertisement is an example of informal
interview.

b) Unstructured interview: In this interview the candidate is given the freedom to tell
about himself by revealing his knowledge on various items/areas, his background, expectations,
interest, cic, Similarly, the interviewer also provides information on various items required by the
candidate.

2. Core Interview

It 132 normally the interaction between the candidate and the line executive or éxperls on
various arsas of job knowledge, skill, talent, ete. This interview may take vanous forms like:

{a) Background information interview: This interview is intended to collect the information
which 15 not avarloble in the sppheation blank and to check that information provided in the
application blank regurding education, place of domicile, family. health. interests, hobbies, likes
dislikes, exwracumcular activities of the applicant,
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f) Job and probing interview: This interview nims ai testing the candidate’s job knowledge
methods of pandling

ot duties. activitica, methods o ;
. F domng the job, critical/problematic areg s,
behaviour and fevel

those areas, &I¢.

(e} Stress inferview: This intervies : LT

view nims at testing the candidaic’s job

ihstanding dur *Fii ' :
u.f llI“!!::I:: sl:rl.-is nm:lll'i Eh:‘ E”md ol stress and strain, Interviewer 1E8LS the condidate By puring
ham westions pensa rain by intermupting the spplicant from answering, criticising his opimons,
a;k.;gdqi s E ﬂ*:";“tl to iarclated areas, keeping silent for anduly long period aftcr e Tk
finis e j ¢. Stress dunng the middle portion of the inerview pives ©

'ig 1 1 ' ! .
: M{pfﬁﬁp cussion inferview: There are two methods of conducting group discussion
ml:wf!]:_' tlu {;I = i i method and discussion interview method. All the candidates 21
prought INf0 ONE To0m, Le., inierview room and are intervicwed one by one under group R
nt of the objectivity

j§ me h :
This method helps a busy executive to save valuable time and gives a fair accou

[lecrive resulis,

of the interview o the candidates.

EMPLOYMENT INTERVIEW

—

Tq=employment+interviewsdum=1 (Accessed on 21/0L72012)

Souree: hup:iwww.google.coinfimgres
for discussion to the candidates

Under the discussion interview method, one topic is given
who assemble in one room and they are asked to discuss the topic in detail. This type of interview
helps the interviewer in appraising, certain skills of the candidates like initiative, inter-personal
skills, dynamism, presentation. leading. comprehension, collaboration, ete.

[nterviewers are at ease in this category of interview because of its informality and flexibility.
But it may fail to cover some significant portions of the candidates’ background and skills. 18

(e} Formal and seructured fnterview: In this type of interview, all the formalities, procedures
like fixing the value, time, panel of interviewers, opening and closing. intimaling the candidates
officially, etc., are strictly followed in arranging and conducting the interview. The course of the

in advance, depending on job requirements. The que stions
allotted different areas and questions to be

interview is preplanned and structured,
ructured and experis arc
or the interviewers to deviate from the questions prepared

items for discussion are sl
asked. There will be very little room [t
in advance in & sequence.
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Human Resource Management and |
: it ive. He
! Organisations invit Iﬂlﬁwmwmg of candidates by one person may not he “ff“,ﬂui lines
'Mierview candidares ,:' - Panel of experts, specialised in different areas/fields/ 9
ndividually ang pre o 2o of experts interviews each candidate, judges his
of each factor, Thlsptyzz ﬂuiﬂ_nsuhdatcd Judgment based on each expert’s judgment #
Interview | : :
(g) Depth intervigy: 15 known as panel interview.

' 1 i - 51
" £ore areas of 'rmuwledln o 'ype of interview, the candidates would be examined EXt&7 &
candidates by Sosk IEE and skills of the job. Experts in that particular field zxﬂln‘l_ﬂ'!

discussions TEEarde ml rzlvnut Questions as to extract critical answers from them. jn_i‘t.lﬂl
minute operations nfﬂthif?;;m ﬂrfﬁua of the job, and by asking the candidates to E;plmn_f‘
core areas in their interview B T 11U the candidate is examined thoroughly in €rit

LBy S :
—_— IYiEw . Exhlblt 6.3 Bresents qUESIi.EI!I'LE frequﬁntlj,' ﬂﬁkﬂd in jntﬂrv..ﬂw&
» Hecision-Making Interview

After

Pk Rl ;ht head of th.'z d
candidate in the 'aE rough informal discussion. The interviewer examines the interest of
e ] l.b Orgamisation, reaction/adaptability to the working conditions, career plann
s et ppor unities, work adjustment and allotment, ete. The HR Manager also intervi

candidates '-.ju'lT.h a view to find out his redctionfacceptance regarding salary, allowan
benefits, pmmﬂ_tmns.. Opportunities, etc. The head of the department and the pﬂ:rsu;mtl mans
exchange the views and then they jointly inform their decision to the chairman of the SHPE
Fmrd' which finally makes the decision about the candidates’ performance and their ranks in
interview,
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[NTERVIEW PROCESS

Interview is not a single step. It ig 2

: : process consisting of several steps. The majo
- Emnp;d into four categories (Fig. 6.5).

.|rﬂ_;| Pfﬁpﬂmlﬂ]lfﬂl' ”IE inierview: ﬂdvanct pmparﬂ[inn E'.IL'-]' .rﬂ[-!.:T"i'.!E'.-'u' iﬁ L‘.!'i-ﬁlfﬂ'ii.ﬂl as il [
focussing is coverageé on the vital aspects and it hE-'.T.IG the interviewer o remember and

many impressions and facts. The following preparations have to be made by the orgar
hefore starting an intcrview:

(i) Choose the Appropriate types of interviews based on job requirements and the n
the interviews discussed earlier.

(1) IdE“FiEF the knowledge, skill areas to be examined through interviews based
requirements.

(iti} Determine the type and number of interviewers: Interviewers should be select
on personal characteristics. technical competence, initiative. common Sense.

smartness, ability to inspire confidence, capacity to work in a team and pote
growth.
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i () Prepavaton for — Appropnate iype of mierview

ghe VELETVIEW
. —= The afeas i be tested
—— Type and number of interviews
Review the information
Open the inerview

—— b Conduct the IlerviEw
Gt complete and accurale ipformation

HER

Record ohservations and impressions

—— Guide the mlErview
cess of the interyiew

—— Check the suc

. ¢} Cloze the inlErview

—————

b () Evaluate interview resulls

o b B T ey A TR

Interviewers may be drawn from personnel specialists, line managers concerned, expens in

the discipline concerned, from academicians, practitioners and psychologists.

Use of Psychologists: A number of research studies and observations regarding the
effectiveness of psychologist conclude that:
There is a wide variation in the abilities of
ent interviewer

psychologists as in case of other spm?ulﬁm
if he has got knowledge of job

The psychologist would be a compel
requirements and prganisational interests.
Psvchologists” ability as an interviewer is probably
they are qualified, experienced and trained.

{ as an additional source o

higher than non-psychologists, if

. Psychologist would ac i information rather than 2 deciding

fuetor.
(h) Conducting the infer
the interview. To conduct the in

avord this task.
The interviewers should wake much care in the process of conducting interview in view of

the scope for committing mistakes at various levels. Adequate information from the candidate
can be obtained by listening to and observing, rather than talking too much.

(i) Open the interview: The interviewer has (o open the interview with a conscious effon

and with conducive VOICE, speech and appearance during the first few minutes of the

interview. This helps the interviewer to establish a rapport with and gain the confidence

af the inlerviewes.

Get complete and aceurate information:

relating 1o skill, knowledge, aptitude, attitude, traits

gening full information is by structured Interview.

(ifi) Recording of observations and impressions: The interviewer has to record his
ahservations and 1Mpressions in the course of imerview with a view to manage the
information system for evaluating the candidate’s suitability at the later stage.

Guiding the interview is essential as:

oo less) on a topic;

ds the interview goals;

the interview process is conducting

jew: The next major step In
f the line managers

terview effectively is difficult and hence most 0

The interviewer should get full information

(i)
of the candidate. The best way af

{iv) Guide the imterview:
— 1o have sufficient discussion (nol LoD much or

— o leud the applicant tactiully and surely towdr
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— some applicants are talkative and some are intelligent in giving information w
they know and in avoiding other arcas;

— applicant sometimes is reticent.

The interviewer has 1o guide the interview

K ; tactfully without causing much psycholo
inconvenience lo the interviewee wh . e

ile aiming at getting complete and reliable information.

The next major step of the interview is to check the suecess of the interviewer in condu
the interview.

(v} Check the success of the interviewer:

; _ The success of the interviewer in conductir
interview can be checked through the

following items:

— making favourable impression on the candidate at the beginning of the inter
— refraining from making judgement at the beginning;

— closing the interview pleasantly with an indication.

{c) Closing the interview: Closing of interview is as important as its commencemen
should end pleasantly. The interviewer may show some signs of the close of the intervie:
appropriate time. Interview results should be evaluated after closing the interview.

(d) Evaluation of interview results: The interviewer/the board of interviewers eva
the candidates’ strengths and weaknesses against the job and organisational requireme:
evaluation 15 generally based on the observations, impressions and information collectes
the course of interview. However, the final decision about the suitability of candidate tc
is made on the basis of the results of all selection techniques. But the interview results i
the selection decision much more than any other technique. The evaluation may be in de
form or grading form or rating form. The interviewer has to strike a fine balance bet
job requirements and employee values, skills, knowledge, etc.

In view of the errors in evaluation, the interviewer has to wrnte explanation of
each factor which clarifies his thinking and enables discussion among the intervies
interviewer should also take into consideration the equation record. physical attributes,
sociability and social intelligence, flexibility in behaviour, tact, manners, temperament, dep
self-confidence of the candidate with a view to minimise errors in evaluations and to e
candidate effectively, in general.
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Recruitment is the generaling of applications or applicants for specific PE“-“.”-U-"‘_E to be =
the erganisation. In other words, it it a process of searching for and obtaining applicants (o}

Vel FrELo ki TALTLF FRITAF LrAJAL LL T4 & & %=
filled up
jobs 5o

that the right people in right number can be selected.

o al i [ L]
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DEFINITIONS

Recruitment is defined as, “a process to discover the sources of man
requiremenis of the staffing schedule and to employ effective measures for
manpower in adequate numbers to facilitate effective selection of an ¢
B. Flippo defined recruitment as “the process of searching for pros

power o mesi the
attracting that
fficient workforce.”! Edwin
pective employees and
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stimulating them to apply for jobs in the organisation.”® Those definitions can be analysed by
discussing the processes of recruitment through systems approach,

OBJECTIVES OF RECRUITMENT
The objectives of recruitment are:

(i)

(i)
fiii)
{iv)

(v)
{wi)
fwii)
(wiii)
(ix)

(x}

: T : ; : t and
to attract people with multi-dimensional skills and experiences that suil the: prasen

future organisational strategies,
to induct outsiders with a new perspective to lead the company,

to infuse fresh blood at all levels of the organisation, )
to develop an organisational culture that attracls competent R 00 S Epe

to search or head hunt/head pouch people whose skilis fit the company’'s vaiues.
to devise methodologies for assessing psychological traits,

to seek out non-conventional development grounds of talent.

to search for talent globally and not just within the company,

to design entry pay thal competes on quality but not on geantum,

to anticipate and find people for positions that do not exist yel.
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Before an organisation actively beging o recruit applicanis, i should
UITMENT consider the most likely source of the type of employee it needs. Some companies
.. RECR try to develop new sources while most try 1o tackle the existing sources they

have. These sources, accordingly, may be termed as-internal and cxiernal.

LR L T
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INTERNAL Internal source is one of the imporant sources Of recruitment. Ti

SOURCES employees already working in the organisation may be morc suitable for highs
J

obs than those recruited from outside. The present employees may help in i
recruitment of new persons also. Internal sources consist of the following
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%ﬁ | | 1
i Source of  Techniques of Stimulating the
i Recruitment Recrultment Candidates
b I
2 / |
& Intarnal Sources External Scurces
w—— |
— Present Permanent Employses — Campus Recruitment
— Prasent Temparary/Casual/Part-time — Private Employment Agencles/
Employeeas Consultants
— Retranched/Retired — Public Employment Exchangas
— Dependants ol Prasent/Deceased/ — Professional Associations
Disabled Emplcyoas — Data’ Banks
: — Employee Reofarrals — Casual Applicants
= — Similar Organisations
3 — Trade Unions
g — Walk-in
— Head Hunling
f' — Body Shopping
- — Mergars and Acquisitions

— E-Raecrultmeant

Internal Sources: Internal sources include: (a) present permanent employees, (b) present
temporary/casual employees, (c) retrenched or retired employees, (d) dependants of deceased,
disabled. retired and present employees, (e) employee referrals.
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for I:igl'n:::E ILT:I"_:‘;;TTPMJEF: Organisations consider the candidates from this source

or equally to I.h: U to: (i) availability of most suitable candidates for jobs relatively

of the organ;  ©xternal source, (ii) to meet the trade union demands, (iii) to the policy
fEanisation to metivate the present employees.

* Present ¢ rary
fill the \’&::.:IT or casual or part-time employees: Organisations find this source to
or trade gnd es relatively at the lower level owing to the availability of suitable candidates
pressures or in order to motivate them on the present job.

f;;’:,:;ddzg mritmd employees: Generally, a particular organisation retrenches the

the retrenched o l“}"“'ﬂ" The organisation takes the candidates for employment !Tmm

the -wd employees due to obligation, trade union pressure and the like. Sometimes
Organisations prefer to re-employ their retired employees as a token of their loyalty

lo the organisation or to postpone some inter-personal conflicts for promotion, eic.
. i}:;e:f?:;iﬂdécjﬂ:fﬂ, disabled, jl"gﬁrgd and present employees: Some organisations
his family mﬂmﬂfsﬂplgg the commitment and I'EI-}’E.]'L}" of not only the employee but also
p : and to build up image provide e,mp-r]n},r!'m:m to the l:_lﬂptnﬂanli‘.i:l of
ECI.‘-H_SEI:I. disabled and present employees. Such organisations, find this source as an
effective source of recruitment.
Employee referrals: Employee referrals are the candidates/applicants recommended by Ewm
the current employees. Current employees recommend those candidates whose T
performance and behaviour are known to them as well as suitable to the job and ?i
organisational needs. This source helps the organisation to get high quality applicants.
Organisations in the USA provide incentives to the current employees for recommending
the most suitable candidates. This source reduces the cost of recruitment drastically.
William M.Mercer suggests the following measures to increase the effectiveness of
employee referrals.
— Up the ante: Provide benefits/incentives/commissions to current employees for
recommending a suitable candidate as the companies pay commissions to employment

agencies.
Pay for performance: Pay the benefits to the current employee for the higher

performance of newly hired employee recommended by the current employee

concerned.
Tailor the program: Educate the current employees about the type of candidates

including skills, knowledge, behaviour and ethical aspects that the company is looking

for.
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External Sources: External sources arc those sources which are outside the organisational
pursuits. Organisations search for the required candidates from these sources for the following

reasons:

» The suitable candidates with skill, knowledge, talent etc., are generally available.

+  Candidates can be selected without any pre-conceived notion of reservations.

* Cost of employees can be minimised because employees selected from this source are
generally placed in minimum pay scale.

« Expertise, excellence and experience in other organisations can be casily brought into the
organisation.

« Human resources mix can be balanced with different background, experience, skill, etc.

» Latest knowledge, skill, innovative or creative talent can also be flowed into the organisation.

» Long-run benefit to the organisation in the sense that qualitative human resources can

be brought.
source: External Sources Include: (a) Campus Recruitment, (b) Private Employment Agencies/
ith Consultants, (¢} Public Employment Exchanges, (d) Professional Associations, (e) Data Banks,
e {(f) Casual Applicants, (g) Similar Organisations, and (h) Trade Unions.
:d idens {a) Campus recruitment: Different types of organisations like industries, business firms,

service organisations, social or religious organisations can get inexperienced candidates of different
types from various educational institutions like Colleges and Universities imparting education in
Seience. Commerce, Arts, Engineering and Technology, Agriculture, Medicine, Management
Studies, etc., and trained candidates in different disciplines like vocational, engineering, medicine
from the training institutes like Vocational Training Institutes of State Governments in various
trades, National Industrial Training Institutes for Engineers, etc. Most of the Universities and
Institutes imparting technical education in various disciplines like engineering, technology, and
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management studi i - _ o
bio-data and perf,:; Provide facilities for campus recruitment and selection. They maintzin the

from this sou am.:"" required of the candidates. Organisations seeking to reeruit 1h4:_canv:-'1dz.t:5
TCe can 'I:I.'I.I'EE-I'_]:II' contact the insttutes either in person or h}' post and stimulate the
““did““j‘ to apply for jobs. Most of the organisations using this source, perform the function
of EFIL‘_-EFIDD after completing recruitment in the campus of the Institute itself with a view ta
MINIMISING time lapse and to securing the cream before it is attracted by some other organisations.
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(b) Private employment agencies/consultants: Public employment agencies or consultants
like ABC Consultants in India pl:rfn-fm the recruitment functions on behalf of 2 client company
by charging fee. Line managers are relieved from recruitment functions so that they can concentrate
on their operational activities and recruitment functions is entrusted 1o o private agency of
consultants. But due to limitations of high cost, ineffectiveness in performance, confidential
nature of this function, managements sometimes do not depend on this source. However, 1hr?'.:-;|:
agencies function effectively in the recruitment of executives. Hence, they are also called executive
gearch agencies. Most of the organisations depend on this source for highly 5P¢¢iai15cd positions
and executive positions.

(c) Public employment exchanges: The Government set-up Public Employment Exchanges
in the country to provide information about vacancies to the candidates and to help the organisations
in ﬁﬂdiﬂg out suitable candidates. The Empluymgnt Emhﬂngﬂ {cﬂmpuIEﬂI}" I"]Dt]f!l’.!i?l.tlﬂﬂ {:'I'r
Vacancies) Act, 1959 makes it obligatory for public sector and private sector enterprises in India
to fill certain types of vacancies through public employment exchanges. These industries have Lo
depend on public employment exchanges for the specified vacancies.

(d) Prafessional organisations: Professional organisations or associations maintain complete
bio-data of their members and Pn;nriﬂe,- the same to various m—gunisaliuns on requisitjnn. They
also act as an exchange between their members and recruiting firms in exchanging information,
clarifying doubts, etc. Organisations find this source more useful to recruit the experienced and
professional employees like executives, managers, engineers.

(¢) Data banks: The management can collect the bio-data of the candidates from different
sources like Employment Exchange, Educational Training Institutes, candidates, etc., and feed
them in the computer. It will become another source and the company can get the particulars as
and when it needs to recruit.

{f) Casual applicants: Depending upon the image of the organisation, its prompt response,
participation of the organisation in the local activities, level of unemployment, candidates apply
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;:s;:a::l}i'l:i];: JD.hE through mail ar hand over the ﬂppij!:mnn; in Personnel Department. This would
& source for temporary and lower level jobs. )

(g.': Similar organisations: Generally, experienced candidates aré available in organisations
P'n_adu::u'lg similar products or are engaged in similar business. The management can get mpﬂ
:il:ut.:l..b]l'-‘ candidates from this source. This would be the most effective source for executive
positions and for newly established organisation or diversified or expanded organisations.

(h) Trade unions: Generally, unemployed or underemployed persons or employees seeking
change in employment put a word to the trade union leaders with a view to getling suitabic
employment due to latter's intimacy with management. As such the trade union leaders are aware
of the availability of candidates. In view of this fact and in order to satisfy the trade union
leaders, management enquires trade unions for suitable candidates. Management decides about
the sources depending upon the type of candidates needed, time lapse period, etc. It has to select
the recruitment Ecﬂhniq“:[’ﬂ after dl:'l'.'fl:dilﬂg upon Source.

MODERN SOURCES AND TECHNIQUES OF RECRUITMENT

Alnumhcr of modern recruitment sources and techniques are being used by the :n_rpﬂfﬂ!#
sector in addition to traditional sources and techniques. These sources and techniques include
walk in and consult in, head-hunting, body-shopping, business alliances, and tele-recruitment.

(i} Walk-in: The busy organisations and the rapid changing companies do not find time to
perform variows functions of recruitment. Therefore, they advise the Fﬂ:ﬁnﬁﬂl candidates o attend
for an interview directly and without a prior application on a specified date, time and at a lpcl‘:iﬁt-d
place. The suitable candidates from among the interviewees will be selected for appointment
after screening the candidates through tests and interviews.

(¢i) Consult-in: The busy and dynamic companies encourage the potential job seekers to
approach them personally and consult them regarding the jobs. The companies select the suitable
candidates from among such candidates through the selection process.

(fé{) Head-hunting: The companies request the professional organisations to search for the
best candidates particularly for the senior executive positions. The professional organisations
scarch for the most suitable candidates and advise the company regarding the filling up of the
positions. Head-hunters are also called search consultants.

(iv) Body shopping: Professional organisations and the hi-tech training institutes develop a
pool of human resources for the possible employment. The prospective employers contact these
organisations to recruil the candidates. Otherwise, the organisations themselves approach the
prospective employees to place their human resources. These professional and training institutions
are called body shoppers and these activities are known as body shopping. The body shopping is
used mostly for computer professionals

(v) Business alliances: Business alliances like acquisitions, mergers, and take-overs help in
getting human resources. In addition, the companies do also have alliances in sharing their human
resources on ad-hoc basis.

It does mean that, the company with surplus human resources offers the services of their
employees to other needy organisations.

( P_ﬂ E-recrwitment: The technological revalution in telecommunication helped the organisations
0 use Inlemet as a source of recruitment. Organisations advertise the job vacancies through the
World Wide Web (www) internet. The job seekers send their applications through $
internet. Alternatively, job seekers place their CVs in the world wide web/internet Erhitimm =
drawn by the prospective employers depending upon their requirements, et o -
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7.1 MEANING AND DEFINITION &

What is selection? Selection is hiring the best candidate from the pool of applications. !
the ptocess of offering jobs to one or more applicants/candidates f}-um the a.p:plmatmn:
i ‘through recruitment, In other words, it is the process of picking the suitable candidates fro:
of job applications to fill various jobs in the organisation.

Following are some of the popular definitions of selection:
According to Yoder', “Selection is the process by which candidates for employment
into class — those who will be offered employment and those who will not™.

David and Robbins® have defined selection as a “managerial decision-making pr
predict which job applicants will be successful if hired”.
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ESSENTIALS OF SELECTION PROCEDURE

The selection process can be successful if the following requiréments &re satisf]

I. Some one should have the authority to select. Thi
requisition, as developed by an analysis of the work-load and work-force.

There must be some standard of personnel with which a prospective empio)

g authority comes from the e

2.
compared, i.¢., a comprehensive job description and job specification should L
beforehand.

1, There must be a sufficient number of applicants from whom the required

employees may be selected.

SIGNIFICANCE OF SELECTION PROCESS

Selection of HR to man to organisation is a crucial, complex and continuing fu
ability of an organisation to attain its goals effectively and to develop in 2 dynamic =
largely depends upon the effectiveness of its selection programme. If right personnel a
the remaining functions of personnel management become easier, the employee contr
commitment will be at optimum level and employee-employer relations will be cong
opposite sitvation where the right person is not selected, the remaining functions o
management, employee-employer relations will not be effective. If the right person
he is a valuable asset to the orgenisation and if faulty selection is made, the em
hecome a liability to the organisation.
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' m to improved profitability andfor more pasilive atstudes toward profils orentation
+ Improves the job knowlcdge and skills ai all Jevels of the organisaton
« Improves the morale of the workforce
« Helps people identily with organisational goals
« Helps creale a beller copporate (mage
. Fosicrs authenbicity. openness and trust
+ Improves the relationship between bass and subordinate
« Aids in organisational development
+ Leams from the traines
« Helps prepare guidelines for work
« Aids in understanding and carrying oul argenisational policies
« Provides information for fulure needs in all areas of the organisation
» Organisation gets more effective decision-making and problem solving
«  Aids in development for promotion from within
«  Alds in developing leadership skill, motivation, loyalty, bener amtitudes, and othe! aspecis
that suceessful workerz and munagers ustally display
+  Aids in increasing productivity and/or quality of work
+ Helps keep costs down in many aress, &.2., production, personnel. administration, eic.
= Develops a sense of responsibility to the organisatien for being competent and
knowledgeable
« Improves labour-management relations
« Reduces outside consulting costs by utilising competent internal consulting
»  Spmulates preventive Manigement as oppased 1o putting out flres
« Eliminates sub-optimal behaviour (such as hiding tools)
 Creates an appropriate climate for growth, commumcation
« Aids i improving orgamsational communicalion
+ Helps employees adjust to change
« Aids in handling conflict, thereby helping to prevent stress and tension
Benefits to the Individual Which in Turn Ultimately Should Bencfit the Organization
» Helps the individual in making betier decisions and effective problem solving
« Through triining and development, motivational veriables of recognition, achievement.
growth, responsibility and advancement are internalised and operatbonalised
s Aids in epcoufaging and achieving self-development and scl[-confidence
» Helps & person handle stress, tension, frastration and conflict
« Provides informstion for improving leaderthip knvwledpe, commuication wkills nnd
pttitudes
« [Increpses job satisfaction gnd recognilon
. Maoves a person toward personal goals while improving inieractive shalls
« Satisfies, personal needs of the wmner {and trainee)
» Provides the irainee an avenue for growth and & say in hisfher awn Palure

. Develups o sense of growth in learning
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advantages of trnjnir.lg.

NEED FOR TRAINING
Every organisation big or small, productive or non-productive, economic or-social, old o

newly established should provide training to all employees.irrespective of their qualification, skill,
suitability for the job, etc. Thus, no organisation can choose whether or not to train employess,

Training is not something that is done once to new employees; it is used continuously in
every well run establishment. Further, technological changes, automation, require up-dating the
skills and knowledge. As such an organisation has to retrain the old employees.?

Specifically, the need for training arises due to the following reasons:
(i) Te Match the Employee Specifications with the Job Requirements and Organisational

Needs: An employee's specification may not exactly suit to the requirements of the job and the
organisation irrespective of his past experience, qualifications, skills, knowledge, etc. Thus, every

management finds deviations between employee’s present specifications and the job requirements
and organisational needs. Training is needed to fill these gaps by developing and moulding the'
employee’s skill, knowledge, attitude, behaviour, etc., to the tune of the job-requirements and

organisational needs.
(&) Organisational Viability and the Transformation Process: The primary goal of most

of the organisations is their viability is continuously influenced by environmental pressure. If the
organisation does not adapt itself to the changing factors in the environment, it will lose its
market share, If the organisation desires to adapt these changes, first it has to train the employees
to impart specific skills and knowledge in order to enable them to contribute to the organisational
efficiency and to cope with the changing environment. In addition, it provides continuity t© the

organisation process and development.
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i Technological Advances: Every organisation in order to survive and to be effective

d adopt the latest technology, i.e., mechanisation, computerisation and automation. Adoption

- of the latest technological means and methods, will not be complete until they are manned by

- employees possessing skill to operate them. So, organisation should train the employees o enrich
‘them in the areas of changing technical skills and knowledge from time 1o time.*

(iv) Organisational Complexity: With the emergence of increased mechanisation and
automation, manufacturing of multiple products and by-products or dealing in services of diversified
lines, extension of operations to various regions of the country or in overseas countries,
organisation of most of the companies has become complex. This leads to growth in number and
kind of employees and layers in organisation hierarchy. This creates the complex problems of
co-ordination and integration of activities adaptable for and adaptable to the expanding and
diversifying situations. This situation calls for training in the skills of co-ordination, integration
and adaptability to the requirements of growth, diversification and expansion.

(v) Human Relations: Trends in approach towards personnel management has changed
from the commodity approach to partnership approach, crossing the human relations approach.
So today, managements of most of the organisations has to maintain human relations besides
maintaining sound industrial relations although hitherto the managers are not accustomed to deal
with the workers accordingly. So training in human relations is necessary 10 deal with human

problems (including alienation, inter-personal and inter-group conflicts, etc.) and to maintain
human relations.

(vi) Change in the Job Assignment: Training is also necessary when the existing employee
is promoted to the higher level in the organisation and when there is some new job or occupation

due to transfer. Training is also necessary to equip the old employees with the advanced disciplines,
technigues or technology.

The need for training also arises to:

— Increase productivity.

— Improve quality of the product/service.

—  Help a company to fulfill its future personnel needs.
— Improve organisational climate.

— Improve health and safety.

— Prevent obsolescence.

—  Effect the personal growth.

__  Minimise the resistance to change. |
& Bl o i i
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The specification of values forms a basis for evaluation. The basis of evaluation and the
mode of collection of information necessary for evaluation should be determined at the planning
stage. The process of training evaluation has been defined as “any attempt to obtain information
on the effects of training performance, and to assess the value of training in the light of that
information,™* Evaluation leads to controlling and correcting the training programme. Hamblin
suggested five levels at which evaluation of training can take place, viz., reactions, learning, job
behaviour, organisation and ultimate value.

(i) Reactions: Training programme is evaluated on the basis of trainee's reactions 1o the
usefulness of coverage of the matter, depth of the course content, method of presentation,

teaching methods, etc.
(i) Learning: Training programme, trainer's ability and trainee ability are evaluated on the
basis of quantity of content learned and time in which it is learned and learner’s ability to use or

epply, the content he leamed.
(iéf) Job behaviour: This

applied his learning to his job.
(iv) Organisation: This evaluation measures the use of training, learning and chenge in the

job behaviour of the department/organisation in the form of increased productivity, quality, morale,

sales turnover and the like.

(v) Ultimate value: It is
training programme to the Company goals like
individual goals like development of personality an

ot Witk Madele of Training Effectiveness

evaluation includes the manner and extent to which the trainee has

the measurement of ultimate result of the contributions of the
survival, growth, profitability, etc., and to the
d social goals like maximising social benefir.

- - - .
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being, molivalion and prege o Cimpiuyecs.

Accurtimg o Fulup'.t Subba Rao, HRD from the ﬂrguniﬁﬂ[j{]nﬂ] I'_‘lr_l'rnt of view 18 8 process in
which the employees of an organisation are helped/motivated Lo acquire and develop technical,
managerial and behavioural knowledge, skills and abilities and mould the values, beliefs and attitudes
necessury 10 perform present and future roles by realising the highest human potenual with a
view 1o coninbute positively to the organisational, proup, individual and social poals.®
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FEATURES OF HUMAN RESOURCES DEVELOPMENT

fi)

fii)

(iii)

fiv)

fv)

(wi)

HRD is a systematic and planned approach for the development of individuals in order
to achieve orgenisational, group and individual goals.

HRD is a continuous process for the development of technical, managerial, behavioural
and concepiual ekills and knowledge.

HED develops the skills and knowledge not only at the individual level, but also at dyadic
level. group level and organisauonal level.

HRD 15 muldi-disciplinary. It draws inputs from Engineering, Technology. Psychology.
Anthropology. Management Commerce, Economics, Medicine, e1c,

HRD is embodied with techmgues and processes. HRD tec hniques include performance
appraisal, training, management development. career planning and development
organisation development. counselling, social and religious programmes. ':mm“’:":'-:
involvement fworkers’ participation, quality circles, etc.

HRD is essential not only for manufacturing and service industry but also for information
technology industry. )
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All business and industrial organisations are dynamic. In fact, liberalisation, privatisation
and globalisation made the business firms further dynamic. In other words, they have becn
changing continuously 1n terms of technology, type of business, producls/services, organisational
sirength and the like. The changes invariably demand for the development of human resources.

{i) Changes in Economic Policies: Almost all the governments across the globe have
changed their economic policies from communistic/socialistic pattern to capitalistic pattern. Even
the Government of India liberalised its economic policies in 1991. Liberalisation, privatisation and
globalisation posed threat to the weak firms and created opportunities 10 the large firms. These
firms started developing their human resources in order to exploit the opportunities. Thus. the

capitalistic econormic policies and their successful implementation needs the development of human
resources 1n the country at large.

iiiy Changing Job Requirements: Organisational dynamism brings changes in organisational
design end job design The changes in job design bring changes in job description and job
specifications. These changes demand for HRD.

Scanned by CamScanner



e F i

EJILIILIGEIS W P FRAEIVERET B WA W T s s L

(iii} Need for Multi-skilled Human Resources: The changing wends in industrialization,
structuring jobs and orpanisations demand the employee to take up multiple activities. The
customer-centred approach led to de-jobbing, flexible organisations and flexible work. All these
changes demand the employees with multiple gkills. Human resources developmental activities
provide the opponunity 1o the employees to acquire and develop multiple skills.

(iv}) Organisational Viability and Transformation Process: Organisational viability 1s
continuously influenced by the environmental threats, If the organisation does not adapt u:s.elf o
the changing environmental factors, it will lose its market share. If the organisation desires (o
adopt these changes first, it has to develop human resources.

(v) Technological Advances: Organisations in order 10 survive and develop should adopt
the latest technology. Adaptation of the latest technology will not be complete until they are
manned by developed employees. Employee development is possible through human resources
development. These are the days of information technology and high level production and service
technology. Therefore, HRD is essential in the new millennium.

(vi) Organisational complexity: With the emergence of increased mechar_iiaﬂtinn and
automation, manufacturing of multiple products and rendering of services, organisations become
complex. Management of organisational complexity is possible through HRD.

(vii) Human Relations: Most of the organisations today tend to adopt the human relations
approach. This in turn needs HRD.

The objectives of HRD are:

« to prepare the employee 10 meet the present and changing future job requirements.
« 1o prevent employee obsolescence.

+ o develop creative abilities and talents.

» to prepare employees for higher level jobs.

« to impart new entrants with basic HRD skills and knowledge.
» to develop the potentialities of people for the next level job.

= to aid total quality management,

to promote individual and collective morale, a sense of responsibility, co-operative attitudes
and pood relationships.

to broaden the minds of senior managers by providing them with opportunities for an
interchange of experiences within and outside.

o ensure smooth and  efficient working of the organisation.
to provide comprehensive framework for HRD.
to enhance organisational capabilities.

to create a climate that enables cvery employee to discover, develop and use his/her
capabilities to a fuller extent in order to further both individual and organisational goals.
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MEANING

Performance appraisal is a method of evaluating the behaviour of n._._._EE__nnm e
workstation, normally including both the quantitative and qualitative aspects of job ﬁn.:,E.E. .munnuu
Performance here refers to the degree of accomplishment of the tasks that make up an H.E,ﬁn_..a 5
job. It indicates how well an individual is fulfilling the job demands. Often the term is confused
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Introduction

After an cmployee has been
of time, his performance should. be

Definition

Performance appraisal is a methgd of evaiuating the behaviour of em i g ek :
including both the quantitative and qualitative aspects of job peﬁnm.ﬁml - II : L. n : ""‘”ﬂh"""‘*1
way of evaluating both work-related behaviour and potential of employees. It is & process that Sl
determining and communicating 4o an employee how he or she is performing the job and ideally, :

-a plan of improvement.?
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a worker but also his potential for development.* Some of the important features of performance
appraisal may be captured thus:

— Performance appraisal is the systematic description of an employee’s job-relevant strengths
and weaknesses.

— The basic purpose is to find out how well the employee is performing the job and
establish a plan of improvement.

—  Appraisals are arranged periodically according to a definite plan.

— Performance appraisal is not job evaluation. Performance appraisal refers to how well
someone is doing the assigned job. Job evaluation determines how much a job 1s worth
to the organisation and, therefore, what range of pay should be assigned to the job.

—  Performance appraisal is a continuous process in every large scale organisation.
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PURPOSE
Purposes of performance appraisal can be broadly of two typ
and developmental purposes.

Administrative Purposes: Administrative purposes include:
« Document human resource decisions with regard to performance and its related issues.

es viz., administrative purposes

=  Determine promolion of employees.

* Determine transfers and change in job assignments.
» Identify poor performance areas of employees.

» Decide retention or termination.

» Decide on layoffs.
« Validate selection criteria relating performance scores to selection test and interview

SCOres.
»  Meet legal requirements.
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‘Evaluate the performance of trainin § Programmes.

Plan for changes in human resource requirements,

Decide on salary and reward issues. Many contemporary companies those performing
successtully linked performance ratings to a particular percentage of salary and rewards.
(See Box 8.1).

fe e

e e

. Performance management and rewards is a topic that separates high performing and
poar perfarming companies. High perferming companies concentrate on a fewer and carefully
HR projects including linking performance-rewards linkage,

B

Souree: Creating People Advantage-2010, BCG and WEPMA, 2010

Developmental Purposes: Developmental purposes include:

Provide performance feedback to all concerned,
Identify individual skills, core competencies, strengths and weaknesses.
Recognise individual performance levels,

Assist the employees in setting goalsfidentifying goals based on unit level/de partmental
level and organisational goals,

Evaluate goal achievement of employees.
Identify individual training needs.
Determine organisational training needs.
Reinforce authority structure,

Allow employees to discuss concerns,
Imprave communication,

Provide a forum for leaders to help the subordinates.
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360° PERFORMANCE APPRAISAL

The appraiser may be any person who has thorough knowledge about the job content,
contents to be appraised, standards of contents, and who observes the employee while performing
a job. The appraiser should be capable of determining what is more important and what is relatively
less important. He should prepare reports and make judgments without bias. Typical appraisers
are: Supervisor, peers, subordinates, employees themselves, users of service and consultants.

Performance mﬁﬁ._.mw.m.ﬂ.._uw all these parties is called “360° Performance appraisals.” 360° appraisals

=
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can be done by using software developed by a number of companies. Orgamsational universe
system sells software and provides discussion on 360° feedback to managers.’ Exhibit 8.2 presents
pros and cons of 360° appraisal.
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MEANING

After an employee is selected, placed and introduced he or she must be provided with
training facilities. Training is the act of increasing the knowledge and skill of an e:mplu}rler: for
doing a particular job. Training is a short-term educational process and utilisingl a systematic alnd
organised procedure by which employees learn technical knowledge and Sklllls. for a definite
purpose. Dale 5. Beach defines training as “... the organised procedure by which people leam
knowledge and/or skill for a definite purpose.”
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In other words, training improves, changes, moulds the E_mpiﬂ:fﬂﬂ‘ﬂ kl_mv-lflﬂdg;. isln_lli,
behaviour, aptitude, and attitude towards the requirements of the job and organisation. TIAININE
refers to the teaching and learning activities carried on for the primary purpose of helping members

of an organisation, to acquire and apply the knowledge, skills, abilities and attitudes needed by a
particular job and organisation.

Thus, training bridges the differences between job requirements and employee’s present
specifications.
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ON-THE-JOB TRAINING METHODS

This type of training, also known as job instruction training, is the most commonly used method.,
Under this method, the individual is placed on a regular job and taught the skills necessary to perform
that job. The trainee learns under the supervision and guidance of a qualified worker or instructor.
On-the-job training has the advantage of giving firsthand knowledge and experience under actual
working conditions. While the trainee learns how to perform a job, he is also a regular worker
rendering the services for which he is paid. The problem of transfer of trainee is also minimised as
the person learns on-the-job. The emphasis is placed on rendering services in the most effective
manner rather than leaming how to perform the job. On-the-job training methods include job rotation,
coaching, job instruction or training through step-by-step and commiitee assignments.

{a) Job rotation: This type of training involves the movement of the trainee from one job o
another. The trainee receives job knowledge and gains experience from his supervisor or trainer
in each of the different job assignments. Though this method of training is common in training
managers for general management positions, trainees can also be rotated from job to job in

workshop jobs. This method gives an opportunity to the wrainee to understand the problems of
employees on other jobs and respect them.

(b) Coaching: The trainee is placed under a particular supervisor who functions as a coach
in training the individual. The supervisor provides feedback to the trainee on his performance and
offers him some suggestions for improvement. Often the trainee shares some of the duties and
responsibilities of the coach and relieves him of his burden. A limitation of this method of training
is that the trainee may not have the freedom or opportunity to express his own ideas.
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(¢) Job instruction: This method is also known as training through step by step. Under this
method, trainer explains the trainee the way of doing the jobs, job knowledge and skills and
allows him to do the job.'" The trainer appraises the performance of the trainee, provides feedback
information and corrects the trainee.

(d) Committee assignments: Under the committee assignment, group of trainees are given

u:nnmwnn_ﬁmm?nm:mn:_m_Eﬁmmamm:uam__wEEmE_;mHEEnmm solve the problem jointly. Tt
develops team work. . ﬁ
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1} wetivity Measures _

r the productivity measures of performance sppraisel, employess ﬂ-l"-'fJ'P'P:-'Hﬁ baged

o the rago of outpur they rurned oot (o the (npul they used. For example, sales o ﬁ::qﬂfapu
s8lary and benefits, number of clients served per day eic. These measures *’_”-;‘1 o

limitstions as messurement of all kinds of output as well as all kinds of input woul : }
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(2) Balanced Scorecard

The balanced scorecard was developed by Robert Kaplan and David Noron. It brings the
linkages among financial, customer, processes and learning. Leaming and people management
contribute to the enhancement of internal processes. Internal processes (product development,
services development etc.) are critical for enhancing customer satisfaction and loyalty. Customer
satisfaction leads to customer value creation, which drives financial performance and profitability.

The halanrad scorecard can be used to appraise employee performancgt The following
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(3) Resource Aecounting

uman Resource Accounting deals with cost of and contribution of human resources 1o the
of, n. Cost of the employee includes cost of manpower planning. recruitment, selection,
induction, placement, training, development, wages and benefits, etc. Emplovee contribution is
the money value of ee service which can be measured by labour productivity or value
added by human resources

Cost of human resources may be taken as standard. Employee ormance can be measured
in terms of employee contribution to the organisation (Fig. 8.10){ Employee performance can be
taken as positive when contribution is more than the cost and performance can be viewed as
negative if cost is more than contribution. Positive performance can be measured in terms of
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which implemented O reported excellent resulls, OIhers QISAPPOITILINCIIG, Sams sas=asg =27 ="

Stated briefly{MBO is a 'process whereby the superior and subordinate managers 'Df _l“
organisation jointdy iMentify its common goals, define each individual's major areas of responsibility
in terms of results expected of him, and use these measures of guides for operaling the unit and
assessing the contribution of its members. Thus, MBO focuses attention on goals set on
participative baiss that are tangible, verifiable and measurable. The emphasis is on what must be

accomplished rather than how it is to be accomplished. Generally, the MBO process 15 undertaken
along the following lines:

— The subordinate and superior jointly determine goals to be accomplished during the
appraisal period and what level of performance is necessary for the subordinale to
satisfactorily achieve specific goals.

— During the appraisal period the superior and subordinate update and alter goals as
necessary due to changes in the business environment.

- [T IIEFIEEREI., JHOPRG. [t IR | ANCRR o B | . T ] =il
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is

. An objective view of a person’s career is given h‘ﬂrﬂippn. According 10

him, “a career is a sequence of positions held by a person during the course of
life time. 1t comprises of a series of work related activities that provide continuity
order and meaning to a person’s life.” Another subjective view of career is that

Scanned by CamScanner

- “
"AREER “Career planning is the deliberate process through which a person becomes
NNING 2 f personal career related attributes and the life long series of stages thag

contribute to his career fulfillment.” Carrer planning is a process by which ope
selects career goals and the path to these goals. The major focus of caresr
planning should be on assisting the employees in achieving a better match betwesy
personal goals and the opportunities that are realistically available in the
s a continuoys O EANIsation. Career planning is an effort to pinpoint and highlight those areas
loping human that offer psychological success instead of vertical growth. Career planning is

- achieving not an event or end in itself, but a continuous process of developing human
recnnrees for arhievine antimnm regnlig
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IVES Career planning aims to meet the following objectives :
EER (i) To offer careers, not jobs to the employees so that talent cap b
ING attracted and retained in the organisation

To have effective utilisation of human resources which will, in ey
lead to greater productivity

(iff) To reduce employee murnover
(iv) To motivate the employees and to boost their morals
(v) To meet the immediate and future human resource needs of the

(it)

organisation on a timely basis.
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Counselling occasionally is necessary for employees due to job and personal problems that
subject them io excessive stress.

Counselling is discussion of a problem that usually has emotional content with an employee
in order to help the employee cope with it better.!! Counselling seeks to improve employee’s

mental health. People feel comfortable about themselves and about other people and able 10 meet
the demands of life when they are good in mental health.

CHARACTERISTICS OF COUNSELLING

(i) Counselling is an exchange of ideas and feelings between Iwo people:

(ii) It tries to improve organisational performance by helping the employees 1o cope with the
problems.

(i#i) It makes organisation be more human and considerate with people’s problems.
(iv) Counselling may be performed by both professionals and non-professionals.
(v) Counselling is usually confidential in order to have free talk and discussions.
(wi) It involves both job and personal problems.
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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.

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.

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.

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: s 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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INFORMATION SYSTEM APPLICATIONS IN HUMAN RESOURCE
MANAGEMENT '

unified data model provides a single, accurate view of HR activities ranging form recruitment,
employment, training, performance management, compensalion management and real time
management’ Oracle hpman resource leverage workflow and internet-based processes optimize
various HRM activitied. The system maintains global HR dara in case of trans-national companies
and total organizational human resource data in case of national companies 1n a single location
for accurate and easy availability.

r— N
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' Esdlitials of Human Resource mManagement and industrial Relations

\The system of applications of information technology (IT) in . ni m:{“;";;ﬁ‘::;ﬂ: 50Mme
resource management information system (HRIS) or human resource n-m-du_ﬁ. ]
of HRM functions with the IT field, wherein the planning and programming ot LTS
systems have evolved into standardized routines and packages of enterprise resource planning
(ERP) software. ERP integrates_the human resource module with finance-, production-, and
gales- and pdministration mdule&.;

Generally, traditional HRM functions are common to all organizations. They consist of tracking
data Tegarding personal histories, family details, skills, capabilities, experiences, pay, benefits and
gricvances. Performance of these functions is increasingly complex, must be performed at the

lowest possible cost and also at a fast rate, leading to increased challenges for HR professionals.
Organizations have started to automate these functions by introducing HRIS t:-:hnulugy‘.-_ﬁ_“.

Scanned by CamScanner



e x . g
f_E—bu&in:ﬂ is about using the convenience, availability and world-wide reach to enhance existing
business or creating new virtual business. According to the cunmpl;dﬂwlﬁﬂﬂd by the IBM, E-
business combines the traditional information system with the vast reach of the WFb and connect
critical business systems directly to critical business constitutercies viz., production, marketing,
finance, customers, suppliers and employees via, internets, extranets and the World Wide Web.
E-business within the organisation uses the Intranet. Business-to-business (B2B) dealings

take place over the extranet. Extranet consists of two or more intranets connected via the internet
mﬁ are allowed to have access to the information of each other and to

whereby two organisati

interact with each other.
Yet another information technology breakthrough is the neural networks which change the

way people do their jobs | Neural networks combine computer software and chips that are capable
of mumicking brain functions. These brain networks are currently regarded as one of the most
important forms of emerging information technology and they have an impact on the way work
is done. For example, when a purchase order is issued to a vendor, he simultaneously enters the
arder in the on-line data base. All the activities in the operation are entered into the on-line data
base. Finally, when the goods are received, the person at the receiving-end checks a computer
terminal to ensure that the shipment corresponds to the purchase order in the dm-ha%!f i
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3% m Resource Management
| E-JOB DESIGN AND JOB ANALYSIS

( Most of the mE'_'“tH'“ ons tended towards *dejobbing” environment and intreduced alternative
work-schedules, flexi-work, broad job banding, employee empowerment, multiskilling etc.

HR Manager's job under this environment is identifying the skill requirements of the company,
identifying the employee skills and matching these two. HR Managers do these scuvities through
'listing skills’ and "competency mapping’. The information of listing skills and competency mapping
are placed on the net. Then, the system matches the listing skills and competency mapping and
produces the output of identifying the employee suitable for a particular task/activity. Thus, the
e-HRM plays a vital role in a de-jobbed environment.

E-HUMAN RESOURCE PLANNING

/' Computer programmes are developed and used extensively for the purpose of planning human
resource requirements based on the data and information. These programmes indicate the number
of emplayees required at each level for each category of the jobs based on sales and produciion
forecasts. 1As indicated in earlier Chapter, “Human Resource Planning,” the recent trends in this
function are outsourcing and contingency clause./ The extranet which connects the intranets of
different organisations identifies the suitable people from other organisations for the purpose of
outsourcing and also to draw them where and when contingency situations arise.

o

E-RECRUITMENT/APPLICANT TRACKING

Organisations advertise the job vacancies through the world wide web (www) or send the  E.recrutm
information directly to the most competent people through e-mail, The job seckers send their  does apph
applications through e-mail using the internet. Alternatively, job seekers place their C‘f:" in the Trocng
world wide web through various sites like hot jobs.com and jobs.com, which can be drawn by
the prospective employers depending upon their requirements.

E-recruitment manages job descriptions and job vacancies, search for candidates and the
interview process. It is also referred 1o as an applicant-tracking system; this is a web-based
application that enables the electronic handling of organizational employment n:‘:E'n.']-_‘. These activiies
inclu sting job advertisement on web sifes (o stimulate and attract candidates. known as job
boards. boards allow candidates 1o apply on-line and the candidates’ data are <iored on o
@ME:H! allows searching, screening and hiltening of applicatuons. The application racking
system shortlists the candidates and arranges for interview and recruitment related activities

{ E-recruitment maintains profiles, searches for and refers jobs 1o colleagues and follows the

recruitment process. Il integrates resume cr.l_r.n:,uul:]._\lt,np:ql11h[1r:-. using the Magnaware Mohormun

extraction engine to search for potential mndidn.trsrn It uses cvenl-dnven :'1]"']-"11- ant tracking and
g TP iccsal saahadias B rasrnitmeant/annlicant TeacEine svalemms fellude
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using Internet.

E-SELECTION
::: :::;'m e E-selection has become popular with the conduct of various tests through on-line, e
done by the ¢imdidates through e-mail and conducting the preliminary interviews and final interview through
puters under audio-conferencing and video-conferencing. Further, the employers get the reference letery
election opinions from the referees through :-mni].ﬂ)

" Advantages of e-selection include:

(\ « The candidate need not move from his place to take the written test, preliminary interview,
provide additional information and final interview. Thus, it eliminates inconveniences,
reduces cost and time required to conduct the selection process,

+ It reduces the time required for other selection techniques;
+ It drastically reduces the overall cost of selection process.

However, there are certain limitations of e-selection. They include:

LIMITATIONS OF E-SELECTION
+ It can not operate certain selection-tests like psychological tests:

+ Mechanical defects in transmitting information reduce the efficiency of selection

technigues; and 1

+ Judgement based on the e-selection process cannot be as perfect as traditional process)

E-Pg FORMANCE MANAGEMENT
e

veral software packages are developed to measure employee performance and offer
suggestions for improvement of employee performance. Many emplovers tend towards using
these software packages and computerize the employee performance appraisal systems.

The software on employee performance appraisal provides a number of statements and
substatements on each of the performance categories. The appraiser selects and clicks the
appropriate rating for each statement. The system generates a detailed report, by the time the
appraiser has moved all the performance categories and subfactors. This report can be meodified.
cnmmemﬁ)ca.n be added or deleted by the appraiser and a final report can be prepared by the
manager.

L -
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t_ﬂﬂmﬂ AND DEVELOPMENT
nies started providing on-lipe training and on-|;
various skills by staying at the p) ' on-line executive development. Employess
earn PR Place of their wark, Participants complete cosree wark
| fmpﬁhcrﬂ“f €y NAVE accese (0 computer and interner.
E-leamning via intranet/internet is now 4 lob
dﬁk"ﬂpﬂ“nt in many companies. global phenomenon and is central 1o training Bne
E-learmning :ﬁﬂ:ﬂr;lhllﬁhﬂlu total EB:tEEury of technology-based learning while on-line learming
s synonymous | ludi ased learning. The term e-learning covers a wide set of apphicanoms
and processes, including computer-based learning, web-based learning. virtual classrooms snd
E-learning is :nahim:l_h:r the delivery of content via all electronic media, including the nieroc!
jtranets, extranets, satellite broadcast, audio/video tape, interactive TV and CD-EOM
The content of various training and executive development programmes are placed on U imermet
intranet and the trainees are supplied with the audio/video tapes and CD-ROM. The tramness move o0
1o the programmes relevant for their skill development based on training needs. They go through e
content, which is moduled based on the interactive sessions and acquire the necessary skalls
B r

E E- training provides a complete, scalable and open infrastructure that allows orgamizanons 7
= L] 1 r 1 r i - .J =

lo age, deliver, and track employee training participation in on-line or classroom-hased i

environments. Trainees interact with content and! or trainers at their own pace. Managers 21 g

the business flow from order processing to delivery and performance management 10 Traaming  cor

BEFT

qutput automatically. E-training systems deploy content to global learners, makes use uflmlﬁ.t-:l'
media and multiple learning modalities. They also create learning paths, establish muluple discrete

sites on a single instance of the application, define competencies attained by wainees. and update
rovides the nght resources,

the trainees’ competency profiles. It aims to ensure that HRM pr
competent and experienced trainers, and consolidate training imtiatives on a scalabl

basis. In addition, it aims to measure training effectiveness.

effecti
H T i . i e 1

.: E,-H'ﬂinjng F'l'ﬂ"i"lldﬂ-ﬁ ]g,‘]mjﬂg ﬂppﬂﬂuﬂlllﬂﬁ not ﬂﬂ]}" 1o Empln}n‘::-. but to n.l..'i'l.l.:"l'i.'tl...ah and all

; administration. automate catalogue distribution and

¢ and Cosl

other stakeholders by providing one-stop |
enrolment, and collaborative sites with other stralegic pariners.

i dam Frues
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gi'-luhal companies, after selecting the candidates place them on the jobs in various countries,
incliding the home country of the employee. But, the employees of the global companies are alsq
placed in foreign countries. Even those employees who are placed initially in their home countries
are sometimes transferred to various foreign countries. Thus, the employees of global companies

mostly work and live in foreign countries and their family members also live in foreign countries,

Employees and their l_i:l.rn\'l'l}" members warking and/or living in foreign countries are called expatnates

in the foreign country.
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in foreign subsidiary and third co
; untry mationuals are es
; atrial umber
: m:ﬁuy I;na adt justment problems with the working Luuui “[1:::;. :::11: n of
rure, laws he country elc. Some expoatrates adjust themselves easily uhﬁt flc nmh,_.:
g LELLE. - 1

| ﬂ
“\.m F‘fﬂhlﬂmﬂ ﬂf nﬂ]uﬂm:n!i, 5“':11 (4] I‘II;I}'{‘.L"H ahout thewr s nmenls snd e
:? axlgn TEIRET: LG

me country by terminating their waork contrac an i
_ y Indian expatnate emplo
; 1 i EE% 10 MW
not ndj.uﬂ o the t:.ultlure and returned to India before their as&ignmz:::. Lc:tlcumaslm::
Thus, the major problem with expatriates is adjustment in the new intemational tnl-'imnm::.!

1. INTERNATIONAL ADJU STMENT

The _inte_rnmlunni adjustment is the degree 10 which the expatniate feels comfontable living
and working In the host culture. This significantly influences job performance. The expatnats fg
completely new to the host country anviranments, social rules, norms eic. The expatnates i
a strong desire o reduce psychological uncertainty in the new environment. Psychological
gncertainty is also called culrural shock.

Nancy Adler defines cultural shock as, “the frustration and confusion that result from being
bombarded by un-interpretable cues.” For example, swudenis in the USA drink beverages in the
class-room, students in African countrics leave the clags immediately after the close of the lectume
but before the teacher leaves the class, people in the USA wish you immediately when there is
eye-lo-eye contact with you. These cultural differences cluse cultural shock 10 Indians.

Researchers found that to a large degree culture shack follows the genertl pasiem of a U-
shaped curve @s presented in Fig. 28.1. This figure presents the relationship between culmare
shock and the length of time the expatriate has been working in the host country s culmure The
‘U’ is divided into four stages. Vil honeymoon, culture <hock, adjusiment and masiery.
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* Honeymoon stage: The expatriate and his family members are fascinated by the gi-:‘q‘ﬂ
Thf host country, the accommodation, the transportation facilities, educational fh‘-‘uﬂh.hﬁ_ -
children etc., during the early stage of amival, This stage lasts up to 2-3 months period,

* Cualture shock stage: The Company.takes care of the new armrivals and ¢
neglects the previously arrived employee and his family after three months. During
stage, the employee has to take care of himself and his family members. Expatriate Rety
frustrated, confused and unhappy with living and working abroad. His social relation,
are disillusioned during this stage. He gets the shock of the existing culture.

* Adjustment stage: The expatriate slowly learns the values, norms, behaviour, of the
people, their culture etc. He slowly adjusts himself to the culture of the foreign country,

* Mastery stage: The expatriate after adjusting himself with the culture of the foreign country,
can concentrate on working efficiently. He learns and adopts to the new environmen
completely and becomes like a citizen. He behaves and functions like a citizen at this stage.

2. DIMENSIONS OF INTERNATIONAL ADJUSTMENT

_ E_Imema!i-cmal adjustment has three dimensions, viz., adjustment to the overseas workplace
adjustment to interacting with the host nationals and adjustment to the general environment, Thg
research studies discovered certain skills which would help both the individual expatriate and
international organisations in dealing with the adjustments. Fig. 28.2 presents a framework of
international adjustment. There are four dimensions of adjustment, viz., individual, job, organisation
culture, and non-work. ) -

Individual Dimension

dividual dimension includes the skills and the capabilities that the expatriate possess. These
skills include cross-cultural skills. There are three sets of individual skills, viz,, self-efficacy,
relational and perception skills."Now, we discuss these three types of skills.

Self-Efficacy Skills

The expatriate should have self-confidence, self-esteem and mental hygiene. He should be
able to keep mental and social health with a feeling of being able to control or deal with surprises
from the host cultural environment. Areas of self-efficacy are: stress reduction, technical

competence and reinforcement substitution.
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(.l.tﬁll.t;innn] skills include expatriate’s ability, "

: desire and tendency c v
i develop relationships with host nationals. The skills in this rtga:dnfn::?:cﬂ:":t -r_-r_"‘-"“q-“'-'_' i‘:f?iﬂ -
. Flﬁdﬁl_&' meniors; The expatriates find the host nationals, who have ﬂ‘r‘lﬂ-ta: inerests a:m

can guide them. My own personal expenience, while [ was working 1n Entres. 1 found
PR lﬂ*-ﬂlfﬁlﬂ in Dr. Tesfa-Yesus Mehary and in myself. | also found guding anc
mentoring skills in Dr. Tesfa-Yesus Mehary and | accepted him as my mentor He helped
me in building relations with other Eritreans and adjust 1o Eritrea with least probiems
Willingness to communicate: Fluency in the host country's language s not & pre-
condition for building relations with the foreign nationals. What 15 more imporiant
making efforts to learn the language as a means for famuliarising with the foreagr
nationals and their culture. Strategically using the proverbs. popular songs. famous
incidents from the history, jokes. information about religion, sporis of the host country
is called. "Conversational Currency.” Using these uthits fastens the process of bmlding
the relations with the foreigners.
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Perception Skills

ese skills include expatriate’s ability to understand the behaviour of the host nationals,
thei tices, culture etc. These skills reduce the degree of psychological uncertainties associated

with cross-cultural experiences. The expatriate should not view the host nationals as backward,
or stupid or unsophisticated.

Non-work Dimension

The non-work dimensions include culture novelty and family/spouse adjustment,

o( Culture movelty: Culture novelty includes differences in beliefs, values, norms, religious

aith, sex roles, etc. The degree of culture novelty .is more, if these factors of the host
country vary much from those of the home country of the expatriate.

* Family-spouse adjustment: The employee may take a decigion, 1o leave the host country

before the contract expires, if the employee’s spouse and family members fail to adjust
to the host country’s culture\Some of the Indian housewives fail to adjust to foreign
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It is needless to mention that the expatriate should have required skills, - SN
ilities to carry out the job successfully in the host country. However, cenain factorg A
hamper the expatriate’s_adjustment in the host country. These factors include:
* Role clarity} Role clarity deals with the degree of clarity that the employee
the job duties, responsibilities, tasks, demands and roles. High degree of clarjty
uncertainties and helps the employee to adjust to the new environment quicki In
contrast, a low degree of clarity hampers the process of employee adjustme

* Role discretion|: Role discretion is the degree of flexibility of work place rules, regulation
Fxpectatiuns. procedures and policies. The expatriate’s role can be significant ang gy
influence others, if there is flexibility at work place.)Otherwise, the expatriate has y,
adapt himselffherself to the rules at work place. Most of the Indians adapt themselve;
to the workplace-rules in various countries.

* Role novelty: Role novelty refers to the degree of distinctiveness of the duties
responsibilities,-tasks etc., of the new job compared to those of the old job in the hmu
country. The expatrigte would feel it difficult and take .more time, if the degree of
distinctiveness is high) In contrast, the expatriate would take less time and feel it easy
to adjust himself to the new job if the degree of distinctiveness is low, -

. H_'aie conflict:{ Role conflict occurs when the expatriate starts receiving conflicting
signals regarding his role, duties, behaviour and performance levels from the people at
work place. These signals hinder the adjustment process of the expatriate.™

Now, we shall study the last dimension, i.e., organisational culture dimension.

Scanned by CamScanner

ORGANISATIONAL CULTURE DIMENSION

- f._l'rgﬂmsnuunal_cu;mm is “pattern of basic assumptions — invented, discovered of -Iﬂ.l:‘-'E.Iﬂ'l:.IEJj
by a given group as it learns to cope with its problems of external adoption and internal integration
that had worked well enough to be considersd valuable, and. therefore, to be taught fo new
l'"*?,_“?'ﬂm as the correct way to perceive, think and feel in relation to those problems.”

\._Every organisation has its own culture with different rules, regulations, customs. traditions.
norms, expectations, etc. The expatriate is informed of the organisation culture. Similarlv. the
expatriate should also learn culture of the new organisation in the foreign country

Culture of the new organisation is novel and it is close to the cultural novelty and role
novelty. The expatriate may find it difficult during the early days of his assignment due to the
cultural novelty. Slowly, he learns the organisational culture and adapts himself 1o the new
organisational culture.

The expatriate feels that he is a member of the large corporate family when helshe is
provided with haﬂng, medical, conveyance, schooling for children, shopping information and

PR ) t' - o o + 1 e 1
such other facilities/Despite an atiractive salary and a number of benefits and facilities provided

by foreign employers, expatriates fail.
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Ethical issues in employment include ethical issues in

job design, human resou
gitment and selection, ree plantosg,

HICS IN JOB DESIGN

Job design options include work simplification, job rotation, job enlargement. job ennichmen:
ynomous work team, high performance work teams, empowerment and de-jobbing

(i)

(i)
(ifi)

(iv)

(v)

(vi)

{vii)

Work simplification: Under this option, work is over simplified. Therefore, it resuii in
boredom, committing mistakes and tendering resignations. Unethical 1ssue involved =
this option is over simplification of jobs.

Job rotation: Unethical issues involved in this opuon are: jobs do not improve from
innovative perspectives and workers may feel alienated.

Job enlargement: Though the job enlargement claims to have mouvanonal impact. »
results in more boring task.

Job enrichment: Job enrichment seems to be more ethical compared to other opuons.
as it results in increased motivation and reduced absentecism. It enables the emplovess
to meel their psychological needs and ultimately brings out empowered teams
Autonomous work teams: This option involves the employees in decision-maian
execution, coordination and controlling fully. It enables the workers to use theswr has
resources 1o the maximum extent and benefit the organisation. Hence, 1t 18 viewed tha
designing the jobs based on this option 15 ethical

T I les nplete frecdom 0 the worken
High performance work design: This option provides complets worke

L 2|

i

and encourages them to be innovative and creative

Empowerment; This option develops the ¢ mployee In acquinng & H and ksowiogpe

addition to enabling him to do the jobs in which he has aptitud
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. (vifi) De-jobbing: De-jobbing environment is mare sul reparing the commi

: jon 1o R
checks the companies from overstaffing in "'anng m[:lﬂwerm:m and de-jobbing a5 g,
It is more ethical to design ﬂ'lﬁ jnhdb::ﬁlf:ﬁ'im“mﬁ“l are more competitive, i
R g DR nefits the organisations and effploye,,

ptions which be

i ical.
an pulﬁﬂtiﬂ.litiﬂ:ﬁ are viewed ag ethi

Thus, it is viewed that, job design o
by utilising the human resources and hum

HUMAN RESOURCE PLANNING

According 1o Leon C, Megginson,
performing the planning aspects of the personne
adequately developed and motivated people (0
organisativnal objectives and satisfy the individual needs a
intention of t
intentl o pmpll: i p:rfur

According to normative philosophy, moral worth of lh:_bahuwnur -_;rfla p;_rf:jni lf}‘i;::;mmad | |
gujci}r ¥ the outcome of the behaviour, l|I'I|,.:_1_"[:|[|j'|l'.|g, 1] utilitarian ll'll_'ﬂrj', it Is 31 pcal, 1 : Uman
resource manager plans for human resources for the future, S0 ll'l:].l_l.]:lE :?mpnn-}' _Wlll. have
required people with adequately developed skills 1o carry oul th‘u"._?_c“vmﬁ' not. it is deemed
that the act of the human resource manager is unethicalfimmoral. :|

ing is “an integrated approach |
resOurce plnnniﬂE 15 W V]
himan ! tunction in order t0 have a suft'n:lc_m supply of |
form the duties and tasks, required 1o mey |
i nd goals of the organisational members” 1
1

he human resource planner is to have ; | ‘

It 15 clear from this definition that the sl !

sufficient supply of adequately developed and maotivat

RECRUITMENT AND SELECTION

Recruitment is the process of searching for prospective employees and stimulating them to
apply for jobs in an-grganisation. The sources of recruitment are (i) internal sources, and

(i) external sources.
Q‘i:: competitive environment in the industry demands highly skilled and talented candidates. |
If such candidates are not available within the company, the company searches for the candidates
from nutsidt.:.\ﬂ'h'rsf practice makes the organisation to discharge ‘dharma’ towards itself rather
than lowards the existing employess. Such practices reduce the promotional opporiunities to the
internal candidates. Nevertheless) it would be more ethical, on the pant of the organisation, if it
recruits the internal candidates, if they meet the organisational requirements after training.and
development. However, it would be unethical, if the organisation reeruits internal candidates.
even if they are (or would pot be) not suitable to the job requirements,

MNow. we discuss the ethical issues involved in selection function,

.Sﬂicmju" function involves evaluating the candidates against the job and organisational
requirsments.
The practical issues involved in the selection function are:
(i) Selecting the man - to - the - job or job - 1o - the — e
(ii) Selecting the unsuilable candidates due to recommendations and, or pressures, and
(iii) . Selecting the number of candidates more than that of required due to pressures.

(i} 5”"{‘*"'-”3 the man to I'_-"IE Job or job to the man: Selecting the man 1o the job is quite
normal and is expected. But, adjusting the job specification based on the candidates qunlifii':ntiﬂﬂﬁ

and skills is an ethical dilemma. IF the job specifications are modified to select the candidates due

to influence from politicians or others, it would be treated as an unethical [!rEH.:T.icr:-:qr

cd due to the non-availability of cxactly suitabl¢
i ﬁﬂ‘_:‘:t the job and organisational performance
Al practice. Otherwise, it would be viewed as o0

Sometimes, the job specifications are maodifi
candidates to the job. IF this modification does
sdversely, this act can be viewed as an ethic
unethical practice.
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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.
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:

e 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.

e 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

e 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



10.

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.

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.

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.

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.

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.

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.

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.

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.

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.



CAREERS IN HRM
) Candidates, after completing HRM courses and related courses successfully, can pursue @
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- = Junior Management Level Jobs: Candidates with MB
= gement jevel. Employees

. qualification, MA(PM&IR ) qualification are placed al junior mana
at this level deal with the coordination activities.
« Middle Management Level Jobs: Candidates with post-graduat )
~ premier institutions and promotees from the junior management fevel are placed at this
level. Employees at this level coordinate the aciivities of various HR functions, implement
the HR strategies, etc. In some organisations, employees at this level also head the HR
" departments at the regional office level or subsidiary office jevel, etc.

e qualificaton from

agement 11 HR

‘Senior Management Level: Employses working at the middle level man
ected for this

' df:parﬂncnts in various organisations are either promoted 0 this level or sel
level. Employees at this level formulate HR strategies and participate in the top level
'dgl'ibcrations, while formulating corporate level strategies.

neral Management Level: Some of the efficient managers at the senior management
i are placed as the General Manager/President/CEO of the company.
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I1. OPERATIVE FUNCTIONS

huma'lr;h::;it:::ch::;l::tlsgs,Uf h;:{*nan resource management are related to specific activitic

compensation, cnn:wemc‘it anbc;lu:'(]'-lg.- bl Wik HR ucqum"m{?mpl"y'mmf devclopracel.

el fC:CI‘;lplo . Al“lbil:o?, hum:'m reiathns, HR analytics and other issucs, rc:gnr.an.

o Mgl : y . t ese t'uqclmqs are }nt::r:xctr:d by manugcq;:] functions. Further
_ s are to be performed in conjunction with management functions &5 shown in the

Figure.

1. HR Acquisition/Employment: Itis the first operative function of HRM. HR acquisition/
employment is concerned with securing and employing the people possessing required kund and
level of human resources necessary to achieve the organisational objectives. It covers the functions
such as job analysis, human resource planning, recruitment, selection, placement, induction and
internal mobility.

(i) Job Design and Jo]j Analysis: Job design is the process of designing on the contest
of a job in terms uf duties, responsibilities, and the sociological and psychological
factors involved in the process of discharging the responsibilities. Job analysis ts the
process of study and collection of information relating to the operations and responsibilities
of a specific job.

(ii) Human Resources Planning: It is a process for determinig and assuring that the
organisation will have an adequate number of qualified persons, available at proper tmes,
performing jobs which would meet the needs of the organisation and which would
provide satisfaction for the individuals involved.?” It involves
(a) Estimation of present and future requirements and supply of human resources based

on objectives and long range plans of the organisation.
(b) Calculation of net human resources requirements based on present inventory of

human resources.
(c) Taking steps to mould, change,
the organisation so as (0 meet

action programmes to get
d 1o develop the human resources

P
5 O

and develop the strength of existing employees 10
the future human resource requirements.

(d) Preparation of the rest of human resources from outside
the organisation an of existing cmployees.
¢+ It is the process of searching for
an organisation. 1t deals with:

(iii) Recruitmen prospective employess and stimulaung

them to apply for jobs in

(a) Identification of existing sourc

(b) Creation/identifjcation of new sourees of applicants.

(c) Stimulating the candidates 1o 3pp!

(d) Striking & bnlfntr;q;:_ between intermal _gn§
. [t js the proxess of ascenaining

-.:10'.'.".!?_‘._3 them

¢ of applicants and dev
y for jobs in the organisetion
external sources.

gualifications, experence, skall
Risther sustability 1o 2 job Thes funclson

3 3.3
e
" ‘-u‘\?\-a.u.uc\

includcs::



(v) Placement: |t i
- 1S o 2 -] 1 1 1
the process of assigning the selected candidate with the most suitable

job in terms of j |
requirement job requirements. It is matching of employee specifications with job
e $. This function includes:
a ounsellin i
g the functional managers regarding placement.

(b) Conductiny f
et u Qllow-up study, appraising employee performance in order to determine
yee adjustment with the job.

(c) Correcting misplacements, if any.

(vi)

Induction a ;
nd Or . ” . ) : . . ¢
il e ek :;f’““""' Induction and orientation are the techniques by which a new
. (34 a o 3 H % i
ke s, mres ilitated in the changed surrounding and introduced to the practices.
» Purposes and people, etc., of the organisation.*

(a) Acquaint the e i
p[ainin al:l;_dt.mplnycu with the company philosophy, objectives, policies, carecr
e g u—clopmenl, opportunities, product, market share, social and community
Ing, company history, culture, etc.

(b) Introdu > ;
) ce the employee to the people with whom he or she has to work such as
peers, supervisors and subordinates.

c) Mo - oz _ .
(c) 1:11d the employee attitude by orienting him to the new working and socizl
environment.

2. Human : i i
w iRcsources. Development: It is the process of improving. moulding and changing
the skills, know edge, cre:_nwc ability, aptitude, attitude, values, commitment, etc., based on present
and future job and organisational requirements. This function includes:

(i) Perfo;mance Management: It is the systematic evaluation of individuals with respect.
to their performance on the job and their potential for development.?® It includes:

(a) Developing policies, procedures and techniques.
(b) Helping the functional managers.
{c) Reviewing of reports and consolidation of reports.
{d) Evaluating the effectiveness of various programmes.
(ii) Training: It is the process of imparting the employees the technical and operating skills
and knowledge. It includes:
(a) Identification of training needs of the individuals and the company.
(b) Developing suitable training programmes.
¢c) Helping and advising line management in the conduct of training programmes.
(d) Imparting of requisite job skills and know
(e) Evaluating the effectiveness of training programmes.
(iii). Management Development: It is the process of designing and conducting suttable
executive development Programimes so as to develop the managenal and human reiztions

skill of employees. It includes:
tion of the arcas in which management development is needed.

ledge to employees.

(a) Identifica
(h) Conducting development programmes.
¢} Motivating the execmi-_'cs;f__;”._; sy
(d) Designing special db\éel ment
(¢) Using the services of 5P

development progrant
(f) Evaluating the effective

al executive




{iv)
and irplementation

Care
nge o
§ and Devefopment: 1t is the planning of one’s carcer
of work

of Care
areer plans by means of :
plans by means of education, training, job search and scquisiion

expericnce
TCes, = e -
- ’i [t includes internal and external mobility.
ernal Mobitiny: : _ _ i ‘
Organisati ‘f”h”,”}- [t includes vertical and hotizontal movement of an employee withio an

IR s :

atton. It consists of transfer, promotion and demotion.
mployees in the same 1
tialities and nee

can be

evel jobs where they
4 the

N Transfer: It is the process of placing ¢
utilised more effectively consistence with their poten ds of the employces an
organisation. It also deals with:

(a) Developing transfer policies and procedures.

(b) Guiding employecs and line management on transfers.

(¢) Evaluating the exccution of transfer policies and procedures.
It deals with upward reassignment given to an employee 1n
hich commands better status and/or pay keeping
and the job requirements.
lating of equitable, fair

the organisation [0

Promaotion: |
in view the human

occupy higher position W

resources of the employees

(a) This function COVCIS the formu
and procedures.

(b) Advising linc management and employ

and consistent promotion policics

ees on matters relating t0 promotions.
policies and procedures.
an employee in
olicies and procedure.

(c) Evaluating the execution of promotion
It deals with downward reassignment to
able, fair and consistent demotion p
rs on matters relating to demoti
s of demotion policies and procedures.

It is a planned process designed to improve organisational
h modifications in individual and group behaviour, culture and
knowledge and technology of applied behavioural science.
oviding adequate, equitable and
It includes job evaluation, wage

the organisation.

Demotion:
(a) Develop equit
(b) Advising line manage
{¢) Oversee the implementation
(v) Organisation Development:

effectiveness and health throug

systems of the organisation using
ration: It is the process of pr

d retain the employees.
curity measures,” etc.

ive worth of jobs:

ons.

3, Compensation/ Remune

fair remuneration to attract, motivate an
ary, incentives, bonus, fringe benefits, social se

and sal
is the process of determining relat

(i) Job Evaluation: It
(a) Select suitable job evaluation techniques.
(b) Classify jobs into various categories.

bs in various categories.

(¢) Determining relative value of jo
rocess of developing and operating 2

(ii) Wage and Salary Administration: This is the p
suitable wage and salary programme. It covers:

(a) Conducting wage and salary survey.
(4) Determining wage and salary rates based on various factors.

(c) Administering wage and salary programmes.
(d) Fvaluating its effectiveness. h
i Lol e : "
(iif) ;.-ue'u{m.,. It is the process of formulating, administering and reviewing the schemes of
inancial incentives in addition to regular payment of wages and salary. It includ";
" - . ' & b L
(o) Formulating incentive payment schemes.
(b) Helping functional managers on the operation
(c) Review them periodic: .
periedically to evaluate effectiveness.



Hurman Resource Management: Orpanivationss Comtent _

fivd Boons: b ing fuges B e nt of saivien
uty bomas sevieding 10 S Porowsé of Bese 5

P96

. &
40 dnd s tarea BMEDmaenis

z ‘. -
vy Noctal ‘\’r:u:u’, “o’(uﬂlﬁ'l Mo FEMensy e o
addion Lo 1) ‘“"r Benels o l'h ."" PTG sencusl wlo gty I e g Ry
WIS e i fanshe
s - Farde
fal Workmen SAOIMETRA e 10 e Ve
. v LR R I W — it L e -
(b} Matemidy boneliny o . 1 dopengderen | sta srorive o o
. ] ¥ | NN 0Py ees
foi Swkness benel, ot mxedioal ey fit
Lt VRS P fits
i} Dossblement berse g e e
fei Dependant boneta,
& L e lire me n P i
(f) Retirement benefity Jike Provedent fund
(vi} Friage Benefitn: Th S TNRG, pension. gratuy . e
Che are the various benefing w ihe [ gt of the wey g Mot g e e

pravides these beng fuls 1o motyy
ate the tn:ph.-:;c:.i 2 .d 10 Mhect these Jife § Commtmae s &

These benchits yoclude

fa)
(h)
(€l
fedi
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f)
(g}
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(1)
i1l

Disablement benedin.

Housing facilities

Educational facihines 1o employees and children
Canteen facilines,

Recreational facilities.

Conveyance facilities.

Credit facilities,

Legal chne.

Satety, Health, medical. maternity and welfare facilities
Company stores.

4. Human Resource Engagement and Utilisation:

+  Motvatuon

¢ Leadership

« Communication
o P [ <4 .
« Participation, Empowerment and Quality Circles
HR engagement and unhzavon includes motivating, involving and leading employees tow ards

orgamizational mission and strategies. Engagement and utilisation of humap rescarrces would be
effective by communicating the organizational goals clearly, encouraging employees to parncipate
i decision-making and implementation, empowering the employees so that they manage the total
workstation rather than looking for directions. Further quality circles enable employecs 10 prevent

and set night

the workstations.

5. Human Relations, HR Analytics, and other Issues
« Industrial Relations
* Umons and Associations
+  Gnevance and Disciphine
» Conflicts and Collective Bargaimng

* HR

« Ethical and Contemporary Issues

Performance of Vanous functions
and development of human relationy would in turn affect the effecuye

Accounting, Audit. Research and Information

of human resource management would reselt in ore:

performance of hormsy

Fesoufce manegemasnt functions.
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i gﬂg_Thus, HEREP
' to

SETmmines how it should acquire its Jesired manpower. (o, 3EIMGYG, INE&: 1%
"¢lps an organisaiion have the right n ind of people. at the gight places and pght BHNEs 19
*Hecessfully achieve its 'i""-’_Fl,ﬁH: ﬂbj ?Bti‘f'sﬁ-hl-ﬂ'f- us also consider a few important definitions of HRP:

Arrrmrdica ba Mo 1 ® S T
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Planning for human resource is more important than planning for any other resource s
demand for the latter depends upon the size and structure of the former wh.ﬂlhir it iE In-a
country or ip an industry. Further, management of human resource ham!y begins from human
resource planning. In fact, it is the basis for most of the other tunctions.

OBJECTIVES OF HUMAN RESOURCE PLANNING
The important objectives of manpower planning in an organisation are: |
« To recruit and retain the human resource of required quantity and qualuy;.
« To foresee the employee turnover and make the arrangements for minimising turnover

and filling up of consequent vacancies;

Scanned by CamScanner

ion, diversification, &g
future human

* To meet the needs of the programmes of expans

* To foresee the impact of technology on work, existing employees and
TESQUrce requirements;

* To improve the standards, skill, knowledge, ability, discipline, €ic.: _

" To assess the surplus or shortage of human resources and take MEXSUTES accordingly:

* To maintain congenial industrial relations by maintaining optimum level and structure of
human resources;

* To minimise imbalances caused due to non-availability of human resources of right kind
right number in right time and right place;

" To make the best use of its human resources; and

* To estimate the cost of human resources.

WHAT IS HUMAN RESOURCE PLANNING?

E.W. Vetter viewed human resource planning as “a process by which an organisation should
move from its current manpower position to its desired manpower position. Through planning.
management strives to have the right number and right kind of people at the right places at the
right time, doing things which result in both the organisation and the individual receiving maximum
long-run benefit."!
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BENEFITS OF HUMAN RESOURCE PLANNING

Human Resource Planning (HRP) anticipates not
employees but also determines the action plan for all the

only the required kind and number of
functions of personnel management.

The major benefits of human resource planning are:

It checks the corporate plan of the organisation. _
i enables the
HRP offsets uncertainties and changes to the maximuim extent possible and
organisation to have right men at right time and in right place. -
It provides scope for advancement and development of employees throug

development, etc.
It helps to anticipate the cost of salary enhancement, better benefits, etc.
It helps to anticipate the cost of salary, benefits andlall the cost of human resources
facilitating the formulation of budgets in an organisation. _ |
it or to provide alternative

To foresee the need for redundancy and plan to ‘:h"""fk 4 ment through
employment in consultation with trade unions, other organisations and govern g

remodeling organisational, industrial and economic plans.
To foresee the changes in values, aptitude and attitude of human resources and to change

the techniques of interpersonal, management, etc. |
To plan for physical facilities, working conditions and the volume of fringe benefits like
canteen, schools, hospitals, conveyance, child care centres, quarters, company stores, elc.

It gives an idea of type of tests to be used and interview techniques in selection based
on the level of skills, qualifications, intelligence, values, etc., of future human resource.

It causes the development of various sources of human resources to meet the organisational

h training,

needs.

Scanned by CamScanner

* It helps to take steps to improve human resource contributions in the form of increased

productivity, sales, turnover, etc.
It facilitates the control of all the functions, operations, contribution and cost of human

FESOUrCEs.
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tors and internal

FACTORS AFFECTING HUMAN RESOURCE ""‘ﬂ‘_ﬂ 1o external £
Several factors affect HRP. These factors can be classificd }

factors (see Fig. 4.1).
industri

EXTERNAL FACTORS
. G roes Palicd ent
Government Policies: Policies of the governim crerent €O

INTERNAL FACTORS
tegi

4l relations

like labour Fﬂ:::'.i'rtl! es and sons-of the-
(ermines the level

policy, policy towards reserving certain jobs far d
the future in the

soil, ete. affect the HRP.

Level of Economic Development: Level of economic
of HRD in the country and thereby the supply of hu

country.
Business Environment: External business tnvimnml:imlfﬂ:ra;umﬂn
and mix of production and thereby the future deman the kind of human

Level of Technology: Level of technology determings
S d supply
gpurces an P

International Factors: Intenational factors like the demand for 1€

of human resources in various countries. ed F
. i -11e and knowledge ©

Outsourcing: Availability of outsourcing facilities with required skills

people reduces the dependency on HRP and vice-versd.

development d¢

man resources in

tors influence the volume
:I'I:SHIJTE-L'-E.
resources

- expansion,
Company policies and strategies: Company's policies and strategies mlaung ol qu nality
diversification, alliances, etc. determines the human resource demand in (erms

and quantity, |
Human resource policies; Human resources policies of the company regarding quality

of human resource, compensation level, quality of work-life, etc., influences human

resource plan.
Job analysis: Fundamentally, human resource plan is based on job analysis. Job description

and job specification determines the kind of employees required.

Time horizons: Companies with stable competitive environment can plan for the long
run whereas the firms with unstable competitive environment can plan for only short-

term range. (See Exhibit 4.3).
.T'FPE am_:! guaff.r;.' of information: Any planning process needs qualitative and accurate
information. This is more so with human resource plan; strategic, organisational and

specific information.
Company's production operations policy:
produce and how much to buy from outsi
number and kind of people required.
Trade unions: Influence of trade unions regard;

; ng number of worki
recruitment sources, etc., affect the HRP. orking hours BEL Weok,

Company’s policy regarding how much to
de to prepare a final product influence the
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Process of Human Resource Planning consists of the following steps:

(1} Analysing organisational plans,

(2) Demand Forecasiing: Forecasting the overall hurman resource requirements in accordance

| with the organisational plans.

(3) Swpply Forecasting: Obtaining the data and information about the present inventory of

human resources and forecast the future changes in the human resource inventory.

(4) Estimating the net human resource requirements.

(5) In case of future surplus, plan for redeployment, retrenchment and lay-off.

' {6) In case of future deficit, forecast the future supply of human resources from all sources
with reference to plans of other companies.
{7y Plan for recruitment, development and internal mobility if future supply is more than or
equal to net human resource requirements.
(8) Plan to modify or adjust the organisational plan if future supply will be inadequate with
reference to future net requirements.

The eight steps of human resource planning are depicted in Fig. 4.2 in the order mentioned
ﬂimve. But the same order need not be followed in the actual planning process as the sieps are
interdependent and sometimes, the first step and the last step may be processed simuitaneously
and the planner sometimes may not explicitly process some steps. However, it is helpful to the
planner to plan for human resources effectively without any complications if he/she has an idea
about all steps of HRP. These steps are discussed in detail as given below.

(1) Ar_.“lm]j".'iillﬂ the Organisational Plans

=':_'.[_‘_i~m process of human resource planning should start with analysing the organisational pl
into production plan, technological plan, plans for expansion, diversification, etc., marketing plan,
sales plan, financial plan./Each plan can be further analysed into sub-uniis. Detailed programmes
should be formulated on the basis of unit-wise plans. Practicability of each programme should be
c,nsumd{;&r_ml}rsis of organisational plans and programmes helps in forecasting the demand for
human resources as it provides the quantum of future work activity.
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) Fﬂl"ﬁtﬂfﬂrlg the Overall Human Resource Heguirements . iew the futurc
-.,_;rt!ﬂ_ existing job design and analysis may LhUl'ﬁngInI:,.' be reviewed keeping 0 ﬂewmdgs.i.gﬁwﬂ

capabilities, knowledge and skills of present employees, Further, the jobs should be mes, future

and l"i'.'-m‘l-iﬂ}"ﬁﬂlj. LL!:E.p'lng in view Lhe organisationa) m”j Iunn—wiEC plans and prﬂgm?capgbilﬂiﬂﬁ

work quantum, future activity or task analysis, future skills, values, knnwludgﬂhﬂndﬁignﬂd i

of present employees and prospective employees The jobs generally t'-h'f’*‘“]l""l -

E[‘I.E.['l_l'iﬂd Tﬂ-ﬂﬂtﬂﬁﬂg the future human resources and hased on future orga

;. Jok
msnrinna! plans. Job
analysis and forecasts about the future components of huma

TS0 ' d
n rCsources far:ihtat;] d:t:::zv

' .asting of e 3
forecasting. One of the important aspects of demand forecasting is the t'urﬁr.asu::fmiw o
of human rees (skill, knowledge values, capabilities, eic.)jin ad dition 10 G

: i B
: ; tistical techniques:
resources. Important forecasting methods are: (a) Managerial judgment: (b) Stat
and (¢} Work study techniques.

: . nnot have
(a) Managerial judgment: Most of the small scale and unorganised ‘“duq::;u:t resort 10
systematic data-banks for nmnpnﬁ'e:r information and job analysis. Such orgam
the management-judgment approach. Under this method, the managers Bt & about their future
well acquainted with the workload, efficiency and ability of employees. (i :‘human CeSOUICES
workioad, future capabilities of employees and decide on the number and type © e tha D
to be required.) This is done by the supervisors concerned who send the propos i
officials for dpproval. Under this botiom-up approach, the management at the top comp

: i the plans.
proposals with the organisational plans, makes necessary arrangements and finalises P

ich i nds the
Alternatively, this exercise can also be done by the top management which in tum 5¢

: - e resource
information, at the top prepares the organisational plans, departmental plans and human

or SUpErvisors who are
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(b Stafistical techrigues: There are two types of stutistical lechnigues s
resource planning, viz.: (i} ratio trend analysis, and (i) econometric musdel
(f) Ratie frend analysisi_Under this method, the ratios are caloufated, o

relating to number of employees of each category and production level, sales level
activity level! work Ioad level and direct employees and indirect employee

Pfﬂdﬂl:ﬁ on level, sales level, activity lgvguwprk load are estimated wilh an al low ance
changes in organisation, methods and §

= 15N
obs. Future ratios are also estimated when there
1 & a e T e Bwwin e lmarrmoam FALIYEITE
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(ii} Econometric Models; Econometric models for human resource planning are Butlt up by
analysing the past statistical data and by bringing the relationship among variables. These
variables include those factors which affect manpower requirement directly and indirectly
like investment, production, sales, activities/work load, etc: The econometric model or
formula is used to forecast manpower needs based on movements in various vanables.

(c) Work Study Tecﬂu.iqug;_; These techniques are more suitable where the volume of work
is easily measurable. Under this method, total production and activities in terms of clear units are
estimated in a year. Man hours required o produce/perform each unit is calculated. Work ability

1
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the data and

(3) Supply Forecasting rce is to obtain

: uman resou
_The first step of forecasting the future EU]?P!:P' of hﬁ_\‘
information about the present human resource inventory-"y
an rESOUTCES

s of hum iy
term 3) Princlpﬂl

|d be obtainé

Existing Inventory

{_The data relating to present human re ,
components, number, designation-wise and departm

cources inventory in
wise shou

dimensions of human resources inventory are: . dﬂsignaﬂﬂ.n_wigu. skill-wise,
(i) [ Head counts regarding total, department-wise, sEX-WISE,

: - . o

P9 RERSESRS ary of employees of each job family.

(ii) / Jab Family Inventory: It includes number and categol e Wi, oGl
“i.c., all jobs related to same category like clerks, cashiers, typists,

.11, qualification, similar
job family] i.., all jobs having common job ﬂfg pkill, 4 wchanical)
aperations) like production engineer (mechanical) @ T
and broad job families like general administration, production, v R sied

(iii) Age Inventory: Tt includes age-wise number and category of TE “i’ﬁfm - alioe il
wise imbalance in present inventory which can be correlated in Iu

promolions.

racteristics .
nd maintenance engINSEr (m
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i f"ﬁﬂmuﬂﬂﬂ the Net Human Resource Requirements amponents are o be detesmined
comp g future date and

Net human resource requirements in terms of number and“d forecast) for
":;r human requirements and future

l_n relition o the overull human resource requirements (de
supply forecast for that dame. The difference between OVer

supply of human resouree is to be found out.)
ment

(5) Acti etrench
Action Plan for Redeployment, Redundancy/R lan for redeployment, redundancy
P d in other jobs/

I future surplus is estimated, the organisation has 10 he redeploye
ett. If surplus is estimated in some jobs/departments, employees £ Fould also plan for training
depactments where the deficit of employees s estimated. Organis® 9% Eakcs place in the form of
or reorientation before redeployment of employees. Redeployment ¢ lus is estimated for the
ransfers. If the deficit is not estimated in any job/department and surplu o a for
entire organisation. the organisation, in consultation with the trade U.HONE,

redundancy or retrenchment, ™
R ——— ] as fﬂilﬂws:

T - .. 2 s
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{@) ].i_'l_Jl"Efﬂﬁl Future Supply from All the RBources

. If deficit is estimated in any department and in the entire organisation, management has 10
forecast the futu.re .suppl_\f of human resources from various sources like 1nfernsl snurces.
::mqpﬂ:ﬂhiﬂ organisations, educational and training institutes, employment exchanges, labour markes

etc.
(7) Action Plan for Outsourving, Recruitment, Development, elc.

_ If the forecast relating to future supply of manpower from internal sources of the organisaiio
shows favourable trends, the management may prefer internal candidates and plan for pramotion,
transfer, training and development. If suitable candidaies are not available from iniernal sources
and, if the forecasts relating to future supply from external sources indicate the availability of
required human resources, plan for recruitment and selection.
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; cemated T e ses——
rees is estim ‘he manpoOWwer

i Plan
{8} Mudify the ﬂrzanis&tmnni .
from all the external 50 ppiia markf:-_t_}. If
yFor example, 1

If future supply of human resourccs ; <m0
or less than the requircments (share of the Paﬂ"’:“:ld;!; flJ’IE mganisatiﬂnﬂl plan.
|:I|i].l1!'ll.".l' hBE oy SUEEEH thﬁ mﬂﬂﬂ-ﬂ:;m?-_“t w a]mqr n.]-.. T‘]..LI.-\.?I.-A.MHH'FFI rinﬁtiﬂ]‘l EhﬂuId b= Eﬁmplttgd Iﬂ
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(9) Retention Plan
I Though there is the problem of uncmployment, organisations expenence shoriage O some

categories of employees and some arganisations experience shorage of some other Categuries ol
Em-_u.lnrt:a duﬂ tunmplu}l“ mﬂh‘i‘l-ll}' HL'.rlC:-'.. [hE_ u[gnn!suliml'.- hsve 'I:.Elul TOr eleniicn ol ine

existing employees JRetention plan includes:

e = . f B | o il abka Armemasahle adieirie
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