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1.0 AIMS AND OBJECTIVES 

After studying this lesson, you should be able 10: 

" Explain 1hc concept and imponancc of management 

• Know the nature and characteristics of managemen1

• Unders1and management as a Science, an Art and a Profession

• Discuss 1he various func1ions of managemen1

• Explain managerial skills and responsibili1ies

• Summari1.e 1he various levels of management

1.1 INTRODUCTION 

Managemen1 is a vi1al aspec1 of 1he economic life of man. II is an organised group 
ac1ivi1y. Managemen1 is a universal phenomenon. ii is a very popular and widely used 
1erm. /\ cen1ral direc1ing and controlling agency is indispensable for a business 
concern. The produc1ive resources - material, .labour, capital, e1c. are en1rus1ed 10 the 
organising skill, adminis1ra1ive abilily and enterprising initia1ive of lhe management 
Thus, management provides leadership 10 a business en1erprise. Wi1hou1 capable 
managers and effective managerial leadership 1he resources of produclion remain 
merely resources and never become produclion. Under compe1i1ive economy and 
ever-changing environmenl the qua lily and performance of managers detennine b!>th 
1he survival as well as success of any business enlerprise. Managemenl occupies such 
an importanl place in 1he modem world lhal 1he welfare of lhe people and 1he des1iny 
of a counlry are very much influenced by ii. 

The manager plays a very imponan1 role in  an organisation. He works as 1he 
founda1ion and supports 1he beam and roof of 1he house by providing necessary 
support from 1he bo11om, and also 1aking care of various aspec1s, so lha1 1he 
organisa1ion goals could be achieved. The function of coordina1ing and organising 1he 
people and their tasks 10 achieve 1he targe1s of 1he organisation effectively by proper 
usage of the available resources emciemly is called management Thus, 1he success of 
an organisation depends on proper managemen1 and useful utilisa1ion of resources 
available. Hence, management is an important function for successful working of an 
organisation. 



























































• \1anagers jus1 don·, go ou1 and haphazardly perform Iheir respo,isibili1ies. Good
managers discover how 10 mas1er 1he basic func1ions: planning, organising,
statling. direc1ing, coordinating and controlling.

• The Ierm ·levels of manageme11I • refers 10 a line of demarcaIion beIween various
managerial posiIions. There arc Ihrce levels or manageme11I i.e., 1op level. middle
level and lower level of managemc111.

1.17 UNIT END ACTIVITY 

If managerial work is characIerizcd by varie1y and fragmenIaIion. how do managers 
perform basic managemen1 functions. such as planning which would seem 10 require 
renection and analysis? 

1.18 KEYWORDS 

Admi11i.m·a1ion: It refers to 1he deIermina1ion of major aims and policies. 

Ad111i11is1rator: An administrator is one who makes policies for the company. His job 
is more of thinking. 

Communication: Communicalion is the 1ransfer of informa1ion and understanding 
from one person 10 another. 

Goal: An observable and measurable end result having one or more objectives 10 be 
achieved wi1hin a more or less fixed 1imeframe. 

Leadership: Leadership is the process of influencing 1he actions of a person or a 
group to attain desired objectives. 

Management: 11 is concerned with the carrying out 1he operations designed 10 
accomplish the aims. 

Motivation: 11 is the process of s1imulating people 10 iake desired courses of action. 

Pla1111ing: his Ihe process of sening goals, developing sIraIegies, and outlining 1asks 
and schedules 10 accomplish the goals. 

1.19 QUESTIONS FOR DISCUSSION 

I .  Define management and outline i1s essential characIeris1ics. 

2. Distinguish be1ween managemenI and adminis1ra1ion.

3. There are various meanings of management which depend on the purpose and
context. Elucidate.

4. Whal is the difference between a manager and a scien1isI? 

5. Compare and con1ras1 the use of knowledge by a doc1or and a manager.

6. Do you 1hink that planning provides direc1ion to en1erprise activities?

7. What do you undersrnnd by organising?

8. "Management is getting things done through people··. Discuss.

9. Describe how managerial jobs differ according 10 hierarchical level.

I 0. Why management is regarded as profession? Give your opinion. 
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Management theories have 10 be dynamic and embrace a number of upcoming 
subjects and concepts. 

Yet another problem inherent in the applied science nature of management is that o f  
separating the managerial implications from non-managerial implications when inputs 
are taken from the fields like organisation theory. decision theory, personality theory, 
game theory, infonnation theory, communication theory, lea ming theory, group theory 
and motivation theory. The problem is 10 demonstrate and suppon conclusions 
applicable 10 management theory. 

The recent trend is 10 play greater a11en1io11 10 comparative management theory. which 
emphasises cross-cultural study as well as variations within a given culture i.e .. across 
the boundaries between nations or cultural groupings of nations, as well as in difTerent 
organisational or administrative contexts like schools, hospitals, libraries, etc., within 
a given culture. 

2.8 LET US SUM UP 

The history of Management as a discipline is traced from the 19th century. 
Development of a unified and integrated management theory out of 'the management 
theory jungle' has some difficuilies like applied science nature of the subject, lack of 
coherent theoretical concepts of its own and heavy reliance on concepts borrowed 
from other disciplines. A number of schools of management thought have emerged 
since the end of the 19th century and each sees management from its own viewpoint. 
There, are many ways of classifying these theories or schools. One broad way of 
grouping management theories is 10 group them as classical, neo-classical and modern 
m anagement theories. The classical management theory is referred 10 the period 
between 1880s and 1920s. This phase consists of Scientific management of F.W. 
Taylor and his followers, Administrative management of Henry Fayol and others and 
Bureaucratic organisation of Max Weber. The classical theory emphasised the 
economic rationality of management and organisation and suggested 10 de1crmioe the 
best way 10 perfonn a job. This theory is criticised for its assumption that people are 
motivated primarily by economic reward. 

The Neo-dassical theory, which is identified with the period from 1920s 10 1950s, is 
concerned with the human oriented approach and emphasised the needs, drives, 
behaviours and altitudes of people. The human relations school together with (early) 
behavioural schools constitutes this group. The social person view of employees is the 
basis of this set of schools. 

The famous Hawthorne experiment conducted by Mayo, Roe1hlisberger and Dickson 
is a milestone in the endeavours of this school. Several behavioural scientists 
including Maslow, McGregor, Argyris, Herzberg and Likert have contributed 10 this 
school as well as to organisational humanism school under the modem managemen t  
theory. This school is criticised for its overemphasis on human variables and symbolic 
rewards which may not be appreciated by the recipient's 'significant others'. The 
development of management thought is the result of contributions made by pioneering 
management thinkers and expens from other social sciences such as economics and 
psychology. The main contemporary management practices are: quan1i1a1ive manage
ment, organisational behaviour, systems theory, total quality management and chaos 
theory. 

2.9 UNIT END ACTIVITY 

Can a manager use tools and techniques from several different perspectives at the 
same time? Can a manager use both classical and behavioural perspective? Explain. 
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uru1cccssary duplication of cffon. Business perforlllancc. 1hcrcfore. requires that each 
job be d irec1ed 1owards the objec1i,·e of whole busines,. 

Planning premises means systemic and logical estimate for the future factors affecting 
plans. They can be classified as 'Internal' and 'External" premises, 'Tangible' and 
·1n1a11gible' premises, ·Controllable·, 'Semi-com roll able· and 'Uncontrollable',
·Cons1an1 · and · Variable' premises and ·Foreseeable· and · Unforeseeable' premises.
Planning is useful in all organisations. It reduces random and haphazard ac1ivi1y,
promotes i111cmal coordination, facili1a1es control, leads 10 overall efficiency in the
organisalion. and helps in 1aking care of future activity etc.

Although planning is pervasive and primary function oi' management and has many 
advantages for the organisation, in actual practice. there are many barriers and 
limitations of planning. In actual planning, the manager wil I have many cons1rain1s on 
his decision-making powers. Therefore, he should 1101 regard planning as simple 
process. Also. he should nol regard planning as a panacea for all 1he ills of his 
organisation. Plaru1ing in a business enterprise usually involves the steps of 
esiablishing clear-cut objectives, identifying and defining the real problem, collections 
of fac1s and data, establishing 1he planning premises, idcnt ifying al1cma1ive courses of 
action. evaluation of ahema1ive courses of action, choice of a course of action and 
finally preparing the derivative plans. 

There are many fonns and varieties of planning. One useful way of looking al the 
whole aspect is 10 distinguish between long-range planning and short-range planning 
or strategic planning and operational planning. Decision-making is the process by 
which individuals select a course of action among several alternatives, 10 produce a 
desired result. A decision is a course of action which is consciously chosen for 

· achieving a desired result. Problem solving is the process-by which an individual or 
group auempts 10 make positive progress on a pa11icular task whereas decision
making refers 10 1ools capable of helping the problem solving process. The quality of
decision-making skills is one of the critical factors in m anagerial success. Managers
are evaluated by 1he decisions they make and, more often, by  the resul!S oblained from
their decisions. So, it would be useful 10 distinguish between decisions made by
managers, al different levels in the organisation.

3.17 UNIT END ACTIVITY

You are working as operations manager in a manufacturing orgaoisa1ion. Your top 
management wishes 10 improve the qualil)I of decision that they are taking. For lhis 
purpose, you arc required 10 prepare a presentation on the different tools and 
techniques which are available al their disposal. Discuss what all tools you will 
suggest 10 improve the decision-making process of your management 

3.18 KEYWORDS 

Composite Approach: In this approach, a middle path is chosen 10 facilitate the 
smooth implementation of the plans. 

Formal Plan: A fonnal plan is a wrillen rc,:ord of what the organisation intends 10 do 
wilhin a time frame. 

Long-range Pfonning: Long-range planning covers a relatively long period of time 
(anything over a five-year period), and affec1s many departments/divisions of lhe 
organisation. 

Management by Objectives (MBO): II is a sys1ema1ic and organised approach that 
allows management 10 focus on achievable goals and 10 allain the best possible results 
from available resources. 
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4.7.2 AdvanUiges of Selecting an Appropriaoe Span ofConorol 
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4.0 AIMS AND OBJECTIVES 

Afler studying this lesson, you should be able to: 

• Explain the different definitions of organisation and its nature

• Discuss the concept of organisation as a process or simply organising

• Describe the meaning and principles of organisation structure

• Define span of control

• Elucidate the concept and types of depa r1mentation

4.1 INTRODUCTION 

In the previous lesson, you studied the concept of decision making, its characteristics, 
ohc difference between decision making and problem solving, different types of 
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3. A con1inuous __ should be made 10 ensure 1ha1 1here is a
reasonable balance, th<! size of the various parts should be in balance and
none of the func1ions should be given undue emphasis al 1he expense of
Olhers.

4. Product departmeniation enjoys the advantage of _____ �roduct
knowledge.

4.9 LET US SUM UP 

An organisa1ion can be defin�d as a group of people who are cooperating under the 
direc1ion of leadership for the accomplishment of a common end. Organising is 1he 
process of identifying and grouping the work 10 be perfonned. defining and delegating 
responsibility and authority and establishing relationships for the purpose of enabling 
people to work most effectively together in accomplishing objectives. The principles 
which a manager has 10 keep in view when he designs the organisation s1ructurc are 
accomplishment of objectives, efficiency of operation, func1ional similarity. balance 
between authority and responsibility, single accountability, unity of command, 
functional growth, span of con1rol, flexibility, stability, etc. 

Once an organisational structure is detennined, the same can be shown in a simple 
way with the help of a chart. It shows important aspects of an organisation including 
1he major func1ions and their respective relationships, the channels of supervision, and 
the relative authori1y of each employee who is in-charge of each respective function. 
Span of Con1rol can be defined as the total numbers of individuals i.e., the employees 
or the subordinates that a manager can effectively supervise and control.. 
Departmentation may be defined as the process of grouping activities into units and 
sub-units for purposes of administration. The administrative units and sub-units so 
created may be designated as divisions, units, branches, sections, jobs, etc. 
Departmentation can be done on the basis of Functions, by Products or Services, by 
Project Team, or a combination of both, by Territory or Area or Location, by 
CYstomers, etc. 

4.10 UNIT END ACTIVITIES 

I. Take any two companies of  your choice and conduct a comparative analysis on
the organising process followed by them.

2. Prepare a magazine-size article of the different types of organisation s1ructurc that
you see in any particular industry of your choice. Also, mention in your article
how these s1ruc1ures have changed overtime.

4.J 1 KEYWORDS

Authority: Authority is the right to act, to issue orders and exact obedience from 
others. 

Departme11tation: Departmcnlation refers to 1he organisational tool of classifyfng the 
activities or operations of an undertaking into functionalised categories. 

Job Enlargemem: Job enlargement is a job design technique wherein there is an 
increase in the number of tasks associated with a certain job. 

Narrow Span of Control: Narrow span of control means a single 1m111ager or 
supervisor oversees few subordinates. 

Orga11isation Chart: Charts reflect the organisational game plan for division of work; 
they give a complete and inlelligent guide to company organisation. 
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CONTENTS 

5.0 Aims and Objectives 

5.1 lntroduction 
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5.2.1 Sources of Authority 

5.3 Line and Staff Relat,onship 
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5.3.2 Line and Staff Organisation 

5.3.3 When Line. When Stan? 

5.3.4 Organisational Relations and Lines of Authority 

5.4 Delegation of Authority 

5.4.1 Fearures of Delegation 

5.4.2 Limitations of Delegation 

5.4.3 Elements of Delegation 

5.4.4 Process of Delegation 

5.5 Centralisation and Decen1ralisa1ion 

5.5.1 Centralisation 

5.5.2 De<:entralisation 

5.6 Committee Organisation 

5.6.1 The Board 

5.6.2 Management Committees 

5.6.3 Merits and Demerits of Committee 
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5.10 Keywords 
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5.12 References & Suggested Readings 

5.0 AIMS AND OBJECTIVES 

After studying this lesson, you should be able to: 

• Discuss the authority relationships

• Elaborate the line and staff organisation
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Pnnciples of M:inasem,c-111 5.9 UNIT END ACTIVITY 

Think of a few ins1ances when a delega1ion of au1hori1y may 001 be necessary and 
give a presen1a1ion on it 

5.10 KEYWORDS 

A11thority: JI means assigning a cer1ain 1ask 10 01her person providing proper 
au1horisa1ion keeping in mind i1 should be cffec1ive and resul1 orien1ed. 

Ce11traliS(ltin11: Cen1ralisa1ion is lhe process by which 1he ac1ivi1ies of an organisa1ion. 
particularly 1hose regarding planning and decision-making. become concen1ra1ed 
wi1hin a panicular loca1ion and/or group. 

Decentralisation: Decen1ralisa1ion is 1he · process of redis1ribu1ing or dispersing 
func1ions, powers, people or 1hings away from a cen1ral Joca1ion or au1hori1y. 

Departmenmtio11: l)epanmen1a1ion is a means of dividing a large and complex 
organisa1ion inlo smaller, flexible adminis1ra1ive uni1s. 

Line and Staff Orga11isatio11: Line and s1aff organisa1ion is a modifica1ion of line 
organisa1ion and ii is more complex 1han line organisa1ion. 

Line Organisation: A line organisa1ion is an organisa1ional s1ruc111re in which 
au1hori1y res1s wilh 1he lop managemen1 and flows in a chain of command 10 1he las1 
person in 1he organisa1ional hierarchy. 

5.11 QUESTIONS FOR DISCUSSION 

I. Define "delega1ioo". Why is ii essen1ial for 1_he .smoo1h funclioning of an
en1crprise?

2. "The malrix organisalion design is complex and difficuh 10 implemenl
successfully". Why lhen, do so many organisa1ions use i1?

3. Dislinguish bc1ween "over-delegation and under-<lelega1ion."

4. Deline departmen1a1ion. Whal is lhe need for departmentalion in present-day big
organisa1ions?

S. Give a cri1ical analysis of line and· Slaff organisa1ion and how ii combines 1he
advan1ages of line as well as func1ional organisa1ion.

6. Meniion a few evidences of conflicl be1ween line and slaff officials. Whal can be
done 10 develop 1hem inloan in1egra1ed leam?

7. Whal are lhe fac1ors de1ennining 1he effec1iveness of commiuee fonm of an
organisa1ion?

8. To whal exten1, in your opinion, is managemenl by comminee effec1ive as a
means 10 facili1a1e coordina1ion and promole coopera1ion?

9. How do your accounl for 1he widespread use of commiuees in business concerns?

I 0. Discuss 1he recenl !rends in organisa1ion s1ruc1ures.

Check Your Progress: Model Answer 

I. Shareholders

2. Accounlabili1y

3. Subordinale

4. Cen1ralisa1ion
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CONTENTS 

6.0 Aims and Objec1ives 

6.1 ln1roduction 

6.2 Concept ofMotiva1ion 

6.3 lmponance of Mo1iva1ion 

6 .4 Determinanis of Mo1ivation 

6.5 Theories of Mo1iva1 ion 

6.5.1 Conten1 Theories 

6.5.2 Process Theories 

6.S.3 Reinforcemen1 Theories 

6.6 TechniquesofMotiva1ion 

6.7 Factors of Mo1ivation 

6.7.1 Monemry Factors 
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6.8 

6.9 

Let Us Sum Up 

Unit End Aclivity 

6. IO Keywords

6.11 Questions for Discussion 

6. I 2 References & Suggesied Readings

6.0 AIMS AND OBJECTIVES 

Afler studying this lesson, you should be able 10: 

• Describe the concept of rno1iva1ion

• Highlight the impor1ance of motivation

• Explain the different determinants of motivation

• Describe the theories of motivation

• Discuss the techniques of motivation

6.1 INTRODUCTION 

11 can be noted that human resource of a company can make it or break it. They can 
produce results that are stunningly better than others. If properly motivated, ordinary 
people can deliver e.,traordinary results. And that is why every manager is rather 
compelled to pay close attention lo the ·people managemen1' question more closely. 
Thus for every manager i t  is important to know what is motivation and what are the 





































6. Job enrich111e111: This provides employees more challenging ,asks and response
bili1ies. The job of 1he employee becomes more meaningful and satisfying.

1. Job security: This promotes employee involvement and better perfom1ance. An
employee should 1101 be kept on a temporary basis for a long period.

Check Your Progress 

Fill in 1he blanks: 

I. ____ __ bridges Ihe gap between the ability 10 work and 1he

willingness 10 perform wholeheanedly and thereby increases the overall
efficiency and output.

2. The climate in the organisation must be ________ to human
performance.

3. _________ need is a social need, for companionship and
support, for developing meaningful relationships with people.

4. _________ theory generally argues that it is the perceived
equity o f  the situation that stimulates behaviour and satisfaction.

6.8 LET US SUM UP 

Motivation is the set of forces that cause people to behave in certain ways. As rightly 
pointed out by Griffin, on any given day, an employee may choose to work as hard as 
possible at a job, to work just hard enough to avoid a reprimand, or to do as lillle as 
possible. ll is true to say that a man works to fulfil a variety of needs. Three types of 
forces generally influence human behaviour: forces operating within the individual, 
forces operating within the organisation, and forces operating in the environment. 
Three kinds of theories have evolved, over the years, to capture the essence of these 
approaches: namely, content theories, reinforcement theories and process theories. 
Content theories offer insight into the needs of pecple in organisations and help 
managers understand how needs can be satisfied in the workplace. These theories 
include Maslow's Hierarchy of Needs Theory, Alderfer's ERG Model, Herzberg's 
Two Factor Theory and McGregor's Theory X and Theory Y. 

Process theories focus on why people choose cenain behavioural options 10 satisfy 
their needs and how they evaluate their satisfaction after they have satisfied these 
goals. These theories include J. Stacy Adam's Equity Theory, Vroom's Expectancy 
Theory, E,pectancy Theory - The Porter and Lawler Model and Go al-Setting Theory 
Reinforcement theories focus on employee learning of desired behaviours. 
Reinforcement theory states that behaviour that results in rewarding consequences is 
likely to be repeated, whereas behaviour that results in punishing consequences is less 
likely to be repeated. Organisation Behaviour Modification (OB Mod) is the name 
given to the set of techniques by which reinforcement theory is used 10 modify human 
behaviour. Carrot and Stick approach are most commonly used for motivating 
employees. In addition to such a carrot and stick approach, management can also think 
of motivating people through job rotation and job enrichme111 efforts. 

6.9 UNIT END ACTIVITY 

You are working as an HR Manager in a reputed organisation. You are invited by a 
management institute 10 deliver a lecture on role of motivation in employees work life. 
Prepare a summ ary of the points that you will be discussing in your lecture. 
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7.0 AIMS AND OBJECTIVES 

Afier studying 1his lesson, you should be able 10: 

• Describe the meaning of leadership

• Discuss the various theories of leadership

• Identify the qualities of leadership

• Highlight the functions of a leader

• Describe the styles of leadership

7.1 INTRODUCTION 

Leadership is an important abstract quality of the leader 1ha1 sets apart a successful 
organisation from an unsuccessful one. Withoui leadership an organisation is nothing 
more than a mass of men, machines and materials. Leadership inspires; creates 
confidence; helps the teammates 10 give their maximum for the anainment of 
objectives. Every or ganisation - family, group, society, business, government or any 
other organisation - needs a leader who leads the organisation 10 the best of his 
ability. Thus, leadership is an essential ingredient for a successful organisation. 
Dynamic and effective leadership is one major a11ribu1e of a successful organisation. 

After getting awareness of the basics of leadership we will enhance the study wi1h the 
leadership styles and leadership qualities. Moreover an understanding of few models 
and styles of leadership will be given in the later sections of this lesson. The purpose 
of this awareness is 10 make you geuing indulge with the core aspects of leadership. 

7.2 MEANING OF LEADERSHIP 

Leadership is the p rocess of influencing others towards the accomplishment of goals. 

According 10 Koontz and O'Donnell, "ll is the ability of a manager 10 induce 
subordinates 10 work with zeal and confidence." 

In short, it is the activity of influencing people 10 strive willingly for group objectives. 
Leadership, more importantly, is a continuous process of influencing behaviour. A 
leader brea1hes life into the group and motivates ii towards goals. The lukewann 
desires for achievement are transfonned into a burning passion for accomplishment. II 
should also be noted that leadership is something a person does. not something he has. 
Leadership is something that emerges, that grows and 1ha1 is achieved. 
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perfonn encen beyond the actions planned by the organi,atio11. Leadership is a vital 
role in any 0rg;misa1ion. h involves defining the direction of a team and commu
nicating it lO people, motivating, inspiring and empow.orinl! them to contribute 10 
achieving organisa1ional success. Leadership requires being s1ra1cgically focused and 
applying behavioural teclu1iques to build commi1mem and ,111ain the best work from 
your people. The ingredients of effective leadership arc complex and are widely 
agreed to depend on the speci/ic leadership situation. considering the ditlicully of 
tasks. the degree of a leader's authority and the ma111ri1y and capabilities of 
subordinates. 

Leadership skills often take time 10 learn, because they arc multi-faceted. behavioural 
and con1e.x1 dependent Becoming an effective leader is ..:h�1lhmg.ing too many new 

managers. bt11 offers the rewards of successfully orientating peoples work 10 be most 
effecti,;e and achieving excellence in team performance. An understanding of the 
principles of strategic thinking, direction setting, communica1ions and mo1iva1ien 
provides a springboard for developing skills and an effective management style to suit 
your personality and leadership situations. 

7.9 UNIT END ACTIVITY 

Identify the developmental experiences you have had that may have strengthened your 
ability 10 lead. What did those experiences 1augh1 you'! Also, identify some 
..;1,,�";v..,u11,,,mc:1i �,q.x.ricnc�.:, yvu n..:.;<.l lo acquire and how you will seek lhem. 

7.10 KEYWORDS 

A11rhoritnrin11 Leadership: A leadership style in which the leader dictates policies and 
procedures, decides what goals are 10 be achieved, and directs and controls all 
ac1ivi1ies wi1hou1 any meaningful participation by the subordinates. 

Charisma: A form of interpersonal auraclion 1ha1 inspire� support and acceptance. 

Charismatic Lender: The guidance provided 10 an organisation by _.ne or more 
individuals seen as heroic or inspiring and who have therefore been granted the 
organisational power 10 make dramatic changes and extract extraordinary performance 
levels from its staff. 

Con11111111icn1io11: Communication is the act of transferring information through verbal 
messages, \he wrillen word, or more subtle, non-verbal signals. 

Leadership Style: ii refers 10 the consistent behaviour pallems of a person as 
peiceived by those around him. 

Lea,lership: The ability 10 influence people 10wards the accomplishment of organi
sational goals. 

LPC Scale: Least Preferred Co-worker scale is a measure or a person·s leadership 
style based on a description of the person with whom respondents have been able 10 
work least well. 

Managerial Grid: A graphical plot of a leader's assessment of the importance of a task 
versus the importance of employees, which can be used 10 determine leadership style. 

7.ll QUESTIONS FOR DISCUSSION

I. What is leadership? What is the importance of leadership? Also. explain how
leadership is related to the communication?

2. "Leadership is a function of the leader-, the follower$
variables (s)". Comment.

and other situational 
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8.0 AIMS AND OBJECTIVES 

After studying th is lesson. you should be ab le to: 

• Describe the meaning of direction/leading

• Discuss 1he imponan ce of leading/direction

• Explain the principles of direction

• Describe the techniques of direction

• Disc uss 1he elements of dire<:tion
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Check Your Pro�rcss 

Fill in the blanks: 

I. Direction helps in achieving _____ among various openuions of
the enterprise.

2. Communication facili1a1es _______ function by providing proper
interaction between managers and their subordinates.

3. The manager responsible for control has 10 detennine the reasons
for ____ _

4. Kaizen is a Japanese word which means _____ and never-ending
improvement involving everyone in an organisation.

8.I I LET US SUM UP

Direction/Leading is an importan1 managerial function 1ha1 ini1ia1es organisers action. 
II is a connecting and activating link between various functions of management. II 
consists of the process and techniques utilised in issuing instructions and making sure 
that operations are carried on as originally planned. II also highlighted various 
intricacies of direction together with types and techniques of direction. The principles 
of direction include: (a) Principle of leadership, (b) Principle of informed 
communication, (c) Principle of direct supervision, (d) Principle of direct objectives, 
(e) Principle of harmony of objectives, (() Principle of unity of command,
(g) Principle of managerial communication, (h) Principle of comprehension and
(i) Principle of direct communication.

Control is concerned with measuring and evaluating performance so as 10 secure the 
best resulls of managerial efforts. The process of con1rol includes four steps namely, 
es1ablislunen1 of standards, measurement of performance through comparison of 
actual and standard performance, correction of deviation and follow through actions. 
There are siveral techniques employed by managers in order 10 achieve the highest 
level of quality and productivity possible. Break-even analysis tries 10 examine the 
impact on profit of the changes in price, volume. mix and costs with a certain amount 
of accuracy. 11 helps management in profit-planning. Budgeting is the process of  
stating, in quantitative terms, planned organisational activities for a given period of 
time. Budgets are useful because they provide a means of translating diverse activities 
and outcomes into a common measure, such as rupees. 

8.)2 UNIT END ACTIVITY 

Imagine a situation when you know that overhead costs are high only. on papers 
because they are being incurred . by your company to warm the pocket of your 
accountant. Prepare a visual presentation on how would you control the overhead 
costs in this situation. 

8.13 KEYWORDS 

Automatic Direction: Jn this method, manager gives direct, clear and precise orders to 
his subordinates, with detailed instructions. 

Directing: II consists of the process and techniques utilised in issuing instructions and 
making certain 1ha1 operations are can·ied on as originally planned. 

Direction: Directing means giving instructions, guiding, counselling, motivating and 
leading the staff in an organisation in doing work 10 achieve organisational goals. 
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9.0 AIMS AND OBJECTIVES 

Afler s1udying !his lesson, you should be able 10: 

• Discuss !he concep1. naIure. objec1ives, importance and scope of Human Resource
Managemenl

• Describe 1he sysIems appro�ch 10 HR.M

• Explain IIRM versus Personnel Managemenl

• Describe !he roles. ft1nc1ions and responsibiliIics of Human Resource Manager

• UndersIand 1he principles ot'HRM

• Discuss !he fu1ure challenges before lhe HR Managers

• Describe HRM in 1he new mi llennium
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comprehensive func1ion. HRM aims at achieving organiza1ional goals. mee1ing the 
expectations of employees: developing the kno" ledge. skills and abilities of 
employees, improving the quality of wor1<ing lite and r»anage human resources in an 
ethical and socially responsible manner. 

From M organizational standpoint, good HR practices help in  attracting and retaining 
talent. train people for challenging roles. develop their skills and competencies. 
increase productivity _and profits and enhance standard of living. HR can be a source 
of competitive advantage. when the talents of  people \\Orking in the company are 
valuable. rare: difficult to imitate and well organized to deliver efficient and effective 
results. Strategic HRM is the linking of HRM with key goals and objectives with a 
view to improve business perfonnance and develop organizational cultures that foster 
innovation and Ocsibility. Strategic HR differs radically from traditional HR in a 
number of ways. The field of HRM evolved both in India and elsewhere, over a 
number of years to its present level of sophistication and use of proactive methods. 

The effective use of people is the critical factor in the successful accomplishment of 
corporate goals. To this end HR managers need 10 understand the needs, aspirations of 
employees proactively, face the challenges head on and resolve issues amicably in the 
years ahead. 

9.14 UNIT END ACTIVITY 

Visit any organization and illustrate the change champion role of their HR manager. 
Give your answer, duly listing the nature and degree of changes, which the sample 
organization faced over the years. 

9.15 KEYWORDS 

HRM: A process of bringing people and organizations together so that the goals of 
each one are met, effectively and efficiently. 

Recruitment: The process of finding and attracting capable applicants for 
employment. 

Selection: The process of matching the qualifications of applicants with job needs and 
choosing the most suitable one. 

Training: A learning process designed to achieve a relatively permanent change in an 
individual that will improve the ability to perform on the job. 

System: Two or more parts working together as an organised whole with clear 
boundaries. 

Strategit· H11man Resource Management (SHRM): It is a competency-based 
approach for management of HR. It focuses on developing HR for sustainable 
competitive advantage. 

9.16 QUESTIONS FOR DISCUSSION 

I. Define HRM. Outline its objectives and scope.

2. Why has the HRM function increased in stature and influence in many
organizations?

3. What do you mean by the "Systems approach t(> HRM''? What are the important
subsystems of H RM?

4. Why is it correct to say that all managers arc involved in the HRM function?
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external environment carefully 10 identify the effects of economic. social. compe1i1i,·e 
and go,·emmental innuences. To overcome problems such as 1<,psided focus on 
quan1i1a1ive aspects. lack of support at the top level. inaccurate es1ima1es due to poor 
search efforts, planners should install HRJS and implement the same sincerely. Basic 
concern of HRP is 10 identify skill and competency gaps and subsequently developing 
plans for development of deficient skills and competencies in manpower in order to 
remain competitive. It has now become an important enterprise-wide strategic 
function 1101 only to achieve goals and objectives but also 10 sustain present level in a 
globally competitive environment. Macro level HRP is an important objective of the 
government for long-1em1 economic growth. Micro level HRP is influenced by 
1echnological changes. organizational restructuring, skill and competency gap, 
strategic objectives. trade unions pressure, lead time for manpower procurement, etc. 

10.13 UNIT END ACTIVITY 

Visit an organization and study their manpower planning systems. Identify some of 
the important manpower planning systems and write a critical note on such systems. 

10.14 KEYWORDS 

Manpower Pla1111iug: It tries 10 assess manpower requirements in advance keeping 
the production schedules, market fluctuations, demand f orecasts. etc.. in the 
background. 

Skills l11ve11wries: Summaries of the skills and abilities of non-managerial employees 
used in forecasting supply. 

S11ccessio11 P/anni11g: An executive inventory report showing which individuals are 
ready 10 move into higher positions in the company. 

Outplacement: The process of helping unwanted present employees finds new jobs 
with other finns. 

Job Analysis: A systematic exploration of the activities surrounding - and within - a 
job. 

Ma11p0111er Jnfl,rmation 's System: A computerized system that helps in the 
processing ofllRM infonna1ion. 

10.15 QUESTIONS FOR DISCUSSION 

I. What is manpower planning?

2. What are the ac1jvi1ies involved in manpower planning?

3. What are the benefits of HRP?

4. Discuss the c omponents of HRP in detail.

5. What are the responsibilities of HR department?

6. Explain the reasons for the growing interest in HRP in recent years.

7. Write notes on:

(a) RRA

(b) MRA

(c) Labour Economics

8. Explain the importance of macro-level manpower planning in India.
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11.0 AIMS AND OBJECTIVES 

After studying this lesson, you should be able to: 

• Discuss lheconccpt of recruitment, its sources, importance and process

• Describe lhe importance of induction and placement

• Discuss the concept of selection and its process

• Understand the various interviews in selection



































Check Your Pro res 

Fill in the blanks: 

I. The first important task of rccrui1me111 function is 10 frame a
_____ which calls for review of manpower requirement.

2. Retrenched employees. retired employees, dependents of deceased
employees may also cons1i1u1e the ____ _

3. _ __ _ _is the process of choosing individuals who have relevant 
quali11ca1ioos 10 fill j<>bs in an organization. 

4. ____ is the oral examination of candidates for employmelll.

I 1.10 LET US SUM UP 

Recruitment is the process of locating and encouraging po1cn1ial applicants 10 apply 
for existing or an1icipa1ed job openings. Certain innuences restrain (the freedom of) 
managers while choosing a recruiting source such as: image of the company, 
auracti veness of the job, i111ernal po I ic ies, budgetary suppor1. government policies, etc. 
The sources of recrui1me111 may be broadly divided into two categories: internal 
sources and external sources. Both have their own merits and demerits. A fmn may 
choose a particular recruitillg method such as job posting. employee referral, campus 
hiring, advertisements, private search !inns or intemal promotions and transfers etc., 
depending on the skills required, the nature of the job and budgetary support etc. 
Recrui1men1, selection, induction and placement arc important tools for hiring 
manpower from external sources. HRP helps us 10 identify the manpower require
ments, keeping pace with corporate objectives and strategies. 

The selection process - from reception through initial screening, applica1ion, testing, 
interview, medical and reference checking - must be handled by trained, 
knowledgeable individuals. Selection tests include intelligence and aptitude 1es1s, 
achievement tests, assessment centres and general psychological c, personality tests. 
The value of teSIS should 1101 be discounted, since they are objective and offer a 
broader sampling of behaviour. The interview is an important source of information 
about job applicants. Several types of interviews are used, depending on the nature 
and importance of the p0si1ion 10 be tilled within an organization. Interviews can be 
conducted by a single individual or by a panel of interviewers who are generally 
trained for the purpose. The training helps interviewers 10 be more objective and 1101 
get carried away by biases and errors of various kinds. References and medical 
evaluations are common aspects of the selection process of many employers these 
days. 

11-11 UNIT END ACTIVITY 

A company recruits candidates al the entry-level executive position in general 
category, wi1hou1 emphasising on specialisation areas of the candidates. The company 
believes 1ha1 learning is different from areas of interest in jobs. All new recruits go 
through systematic job rotation and monitored 10 understand their areas of interest. 
Individual employees are also asked to indicate their choice. When both the identified 
areas of interest match, candidates are placed in the job. Critically evaluate this 
process and comment. 

11.12 .KEYWORDS 

Recruitment: Recrui1111e111 is the process of hiring talented employees for certain jobs 
by motivating them to apply for those jobs which are available in organization. 







UNTT-12 

TRANSFER, PROMOTION ANO REWARD POL1CIES 

CONTENTS 

12.0 Aims and Objec1ives 

12. I ln1roduc1ion 

12.2 Transfer 

12.2.1 Objec1ives ofTransfer 

12.2.2 Oifferen, Types ofTransfers 

12.3 Transfer Policy 

12.4 Limitatio11s of Transfer 

12.5 Promo1ion 

12.S. I Fonns of Prom01ion

I 2.5.2 Elemems of Prom01ion 

12.5.3 Objcc1ives of Promolion 

12.6 Promolion Policy 

12.7 Rewanl Policies 

12.8 Reward Policy Issues 

12.8.1 Conlcnl of Reward Policies 

12.8.2 Developing Reward Policies 

12.8.3 Reviewing Policies 

12.9 Le, Us Sum Up 

12.10 Unit End Acliviiy 

l 2.11 Keywords

12. l 2 Questions for Discussion

I 2.13 References & Sugges1ed Readings 

12.0 AIMS AND OBJECTIVES 

After studying 1his lesson, you should be able to: 

• Unders tand Transfer

• Discuss Promo1ion

• Discuss Reward Policies

12.1 INTRODUCTION 

HRP al the enlerprise level is integrated wilh iransfer, promolion and job ro1a1ion. For 
in1emal s1affing of vacancies, suiiable policies on the above areas mus1 exisl, or else, 
1hc organisation would be cons1rained to frequently go for redundancy, leaving its fa1e 
only 10 ex1emal hiring. For managerial and executive levels, this is addressed by 





























Toda�·; organiw,ions are required to frequently ,·eslructurc 1he jobs, to keep pace with 
the changing technology, systems and practices. This necessitates restructuring of 
manpower. Without suitable policies on promo1ion, transfer and job ro1a1ion it is 
difficult for an organisation to enforce them. Again policies need 10 be periodically 
reviewed 10 ensure their relevance. For HR.P, all these three instruments provide 
adequate flexibility. 

12, 10 UNIT END ACTIVITY 

The promo1ion and reward of employees rela10, 10 the produc1ivi1y of employees 
elaborate 1his 10 the class through a visual pre�en1a1ion on ·Promotion and its Impact 
on Employees'. 

12.ll KEYWORDS

Tm11sfcr: Transfer is the lateral movement of employees from one position, division, 
department or unit 10 another. 

Prod11c1io11 Tra11sfcrs: Such transfers are done for stabilizing employment 

Rcploceme111 Tramfcrs: Such transfers are effected during lay-off, when senior 
employees may be transferred or relocated to protect their interest against employees 
with shor1 service. 

Versatility Transfers: To prevent employees 10 de.velop proprietary interest in the job, 
materials and equipment used on the job and workloads. 

Personal or Remedial Tran,<Jers: Such transfers are usually made in the interest of1he 
employees, as they often may request for transfer on grounds of health, age or family 
issues. To correct erroneous placement also such transfers are made. 

Shift Transfers: Such transfers are effected within the shift i1self(wi1hou1 any change 
in job e1c.), where the shift system of work is prevalent. Shift system is a regularized 
rotation of employees from one shift 10 another. 

Promotion: Promotion basically is a reward for c:fficiency. II is confennent of 
additional benefits, usually in the fonn of higher pay, for an increase in responsibility 
or skill which is formalized by an increase in status or rank. 

Employee Reward Systems: Employee reward systems refer to programs set up by a 
company 10 reward perfonnance and motivate employees on individual and/or group 
levels. They are nonnally considered separate from salary but may be monetary in 
nature or otherwise have a cos1 10 the company. 

12.12 QUESTIONS FOR DISCUSSION 

I. Deline transfer. Why is 11ansfer necessary for an organisation? What are the
different types of transfer?

2. Is it necessary for an organisation 10 have a transfer policy? Justify your answer
duly pointing out imponant components of  a tr ansfer policy. Do you think transfer
is absolutely a management prerogative?

3. What is promotion? In what way does it differ from 'promotion from within'?
What are the different forms of promotion?

4. Briefly state the elements and purposes of promotion.

5. You have been asked by an organisation 10 draft a promotion policy for their
employees. What are the a,eas, you think you should consider, while drafting such
a policy?
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6. Briefly s1a1e 1 he dil"terent basis of promo1ion. Identify at least three fac1ors. which

you lhink are imporiam while laking a promo1ion decision.

7. Is ii possible 10 ensure increased slatus for employees withou1 actually promo1ing
them? Select at lea,t three promo1ion altematives, which can confer increased
stallls and job sa1 isl'ac1ion to plateaued employees.

8. Wrile shor1 ,101es on:

(a) Lateral Tran,fer

(b) Replaccmen1 Transfer

(c) Merit Rating

Check Your Progress: Model Answer 

I. Fonnal

2. Performances appraisal

3. La1cral

4. Reward
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13.0 AJMS AND OBJECTIVES 

Afler studying this lesson, you should be able to: 

• Identify the need for training

• Define the terms like training, d evelopment and education

• Discuss the relationship between training and various learning principles

• Outline the areas and types of training

• Describe the systems approach 10 training

• List the various training methods that are currently employed

• Evaluate the eff�tiveness of training programmes

13.1 INTRODUCTION 

Training is an important HRO activity which reinforces HRP in an organisation. Apart 
from the need for internal staffing, training enhances job related skills and also 
facilitates acquiring of new skills required for averting skill obsolescence in an 
organisation. 

HRD is  a macro concept and it consists of organized services of learning activities 
within a given time limit.for achieving desired behavioural changes in people. From 
the organiza1ional point of view, HRD is a process and it helps employees 10 improve 
their functional capabilities for presen1 and future·roles. It also develops their general 
capabilities, harness their inner potentialities, and there by facili1a1es for self and 
organizational development. 

Oiscussions on training remain incomplete without linking the same to performance 
appraisal. This is because performance appraisal is one single imponan1 tool, which 
helps in deciding about training requirements for an organisation and it reinforces 
training activi1ies. There are lot of misconceptions about training, education and 
development functions vis-a-vis HRD, which we have clarified in the introductory 
lesson. With()UI precisely knowing 1he functions of training, education and 
development. as pointed out earlier, it would be difficult for us to appreci ate the 
objectives, roles and significance of training in an organisa1ion. 

















































employees are laid down in mos1 organisa1ions ou1lining a series or career 
moves lhat 1hese employees need 10 ini1ia1e in order 10 reach higher level 
positions. 

(d) Career resource centre: The career cet11re is a sort of library in lhe
organisalion established 10 dis1ribu1e career development ma1erials such as 
reference books. career manuals, brochures, newsleners and learning guides
and self-study iapes.

• Employee ossessme11t programmes: Jni1ially. a new recrui1 is informed abou1
career policies and procedures of 1he company. Socialisa1ion efforts help 1he 
recruil learn abou1 lhese things quickly. An e.,perienced employee, ac1ing as a
coach may also help 1he new recrui1 form a realis1ic view of the skills needed a1
various levels and develop appropriate career goals and ac1ion plans. Formal
orien1a1ion programmes are used 10 educa1e employees on career programmes, 
career palhs and oppor1uni1ies for advancemem within 1he company.

Several assessmen1 programmes are also used 10 evaluaie the employees· potential
for growth and developmenl in the organisa1ion. They include assessmenl cemre.
psychological 1es1ing, promo1abili1y forecas1s and succession planning.

(a) Assessment centres: A number of performance simula1ion 1ests and exercises
(1es1s, inicrviews, in-baske1s, business games) are used 10 ra1e a candida1e's
po1en1ial in assessmen1 cen1re me1hod. The perfonnance on these exercises is
evalua1ed by a panel of ra1ers and the candida1es are given feedback oo 1heir 
strengths and weaknesses. This feedback hel1>s participan1s 10 assess where
they s1and and whal is lo be done 10 scale 1he corporate ladder in future.

(b) Psychological tests: Diagnos1ic tests are used 10 help candida1es de1ermine
their vocational in1eres1s, personality iypes, work a11i1udes and other personal
charac1eris1ics 1hat may uncover 1heir career needs and preferences.

(c) Promotability forecasts: This is a process of identifying employees wi1h high
career poten1ial and giving 1hem necessary t raining and 1hereby groom lhem
for higher posi1ions.

(d) Succession planning: This is a repo,1 card showing which individuals are 
ready 10 move into higher positions in the company. The HR depa�menl
keeps records of all po1en1ial candidates who could move into senior
positions, whenever required.

• Employee developme11tal programmes: These consist of skill assessment
(explained above) and training efforts that organisations use 10 groom their
employees for future vacancies. Seminars, workshops, job ro1a1ions and mentoring
programmes are used 10 develop a broad base of skills as a pan of such
developmental ac1ivi1ies.

• Career programmes for special gm11ps: In recent years, there is growing
evidence regarding dual career families develorine tensions �nd frictions owing to
1heir inability 10 reconcile the differences between family roles and work
demands. When we 1alk of dual career couples (a si111a1ion where bolh husband
and wife ha,•e distinct careers ou1side the home) certain puzzling queslions arise
naturally: Whose career is impor1an1; who takes care of children; Whal if the wife 
gets a 1emp1ing promotion in ano1her loca1ion; 1ha1 buys groceries and cleans 1he 
house if both are busy, etc. Realising these problems, organisa1ions are providing
a place and a procedure for discussing such role conflic1s and coping strategies.
They are coming 0111 wi1h schemes such as parl-lime work, long paren1al leave,
child care centres, flexible working hours �nd promo1ions and 1ransfers in 1une
wi1h 11te demands of dual career connic1s.
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