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UNIT 

1 

AN INTRODUCTION TO HUMAN RESOURCE 

MANAGEMENT 

CONTENTS 

1.0 Aims and Objcctive.s 

1.1 Introduction 

1.2 Meaning and Definitions of HRM 

1.3 Hisiory of HRM 

1.4 Evolution oflhe Concept ofHRM 

1.4.1 Growth in India 

1.5 Features of HRM 

1.6 Scope of HRM 

1.7 Objectives ofHRM 

1.8 Importance of HRM 

1.8.1 Al the E.ntcrprisc Level 

1.8.2 At the Individual Level 

1.8.3 At the Society Level 

1.8.4 At the National Level 

1.9 Personnel Management VS. Human Resource Management 

1.9.1 Differences in Scopc-

1.9.2 Difference in Approach 

1.9.3 Difference in Nature 

1.9.4 Difference in Application 

I.IO Functions of HRM

I.I I Who is HR Manager'/

1.12 Roles and Responsibilities of HR Manager

I.I 2. I The Changing Human Resources Role

I.I 2.2 New HR Role

1.12.3 Skills of HR Professionals 

1.13 Challenges in HRM 

1.13.1 Environmental Challenges 

1.13.2 Organisational Challenges 

1.13.3 Individual Challenges 

1.14 Let Us Sum Up 

I.I 5 Unit End Activity

1.16 Keywords 

1.17 Questions for Discu55ion 

1.18 Refe,-euce/Suggested Readings 

















































competencies, increase productivity and profits and enhance standard of living. 
HR can be a source of competitive advantage. when lhe talents of people working 
in the company are valuable, rare; difficult to imilate and well organised to deliver 
efficient and effective results. 

• Human resource (HR) manageme.nt (sometimes referred to as personnel
management) includes the overall responsibility for recruitment, selection,
appraisal, staff development and training, understanding and implementing
employment legislation and welfare. Human re3ource managers are well
positioned to play an instrumental role in helping their organisation achieve its
goals of becoming a socially and environmentally responsible firm - one which
reduces its negative and enhances its positive impacts on society and the
environment.

• A Human Resources gene.ralist, manager, or director plays a wide variety of roles
in organisations. The functions of an tfR professional should focu$ on the
company's greatest resource of all - its employees. tfR is an advocate for
employees. The functions of ao HR Professional are to make sure that all
employees are treated fairly and equitably and that the needs of the business are
balanced against the needs of the employees.

• The functiooal roles of an HR department remain the same regardless of the size
of your business. The role of the HR professional is changing to fit the needs of
today's modern, fast changing organisations. Successful orgaoisations are
becoming more adaptable, resilient, quick to change direction, and customer
centered. In order to compete through people, f{R managers have to do a good job
of managing human capital - the knowledge, skiUs, and capabilities that add
value to organisations. Successful managers have to anticipate and adjust to such
changes quickly rather lhan being passively swept along or caught unprepared.

1.15 UNIT END ACTIVITY 

What skills and competencies do HR professionals need to add more value to the HR 
function? How might these competencies and skills change in the futw-e? How can HR 
professionals ensure I.bat they are creating value for their organisations? 

I.lo KEYWORDS

Monogement: The process of efficiently achieving the objectives of the organisation 
with and through people. 

Hutnan Raource Managenunt (HRM): A process of bringing people and 
organisations together so that the goals of each ooe are met, effectively and efficiently. 

hoductivity: The ratio of ao organisation's outputs to its inputs. 

Employee De•eloptnent, A kind of furure oriented rraining, focusing on the individual 
growth of the employee. 

HR Planning, Process of identifying human resource needs and formulating plans to 
meet these needs. 

Job Analysis: Job analys.is is lhe process of describing lhe nature of a job and 
specifying the human requirements such as- skills, and experieoce needed to perform 
it. 

Monoger: An individual who is io charge of a c�rtain group of tasks, or a certain 
subset of a company. 
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UNIT 

2 

STRATEGIC HRM 

CONTENTS 

2.0 Aims and Objectives 

2.1 lnlroduc1ion 

2.2 Slrat.egic Human Resource Management 

2.3 Using HRM to Attain Competitive Advan1agc 

2.4 Traditional HR Versus Strategic HR 

2.5 Creating S\nltegic HRM Syslem 

2.6 

2. 7

2.8 

Let Us Sum Up 

Unit End Activity 

Keywords 

2.9 Questions for Discussion 

2.10 Reference/ Sugg!sted Readings 

2.0 AIMS AND OBJECTIVES 

After studying this lesson, you should be able to: 

• Define the tcnn strategic human resource management

• Explain the relevance of competitive advantage

• Discuss HRM and its role in creating competitive advantage

• .Explain the concept of creating strategic HRM system

2.1 INTRODUCTION 

Whlle fonnulatiog the strategic plan HR management can play a vital role, especially 
in identifying and analysing external threats and opportunities. Environmental 
scannjog that may be crucial to the company's success. HR management can also offer 
competitive intelligence (like new incentive plaos being used by competitors, data 
regarding customer complaints, etc.) that may be helpful while giving shape to 
strategic plans. 

Globalisation, deregulation and technological innovation have in recent times- created 
the need for rather, faster and more competitive organisations. Under the 
circumstances, employee bcbaviour and pcrfonnance is often seen as the best bet to 
push competitors to a comer and enhance productivity and market share. HR practices 
build competitiveness because they allow for strategic implementation, create a 
capacity for change and instil str.ategic unity. 





















2.7 UNIT END ACTMTY 

Working individually or in groups, develops 6 forecast for the next th.rec years of 
occupalional market condilioos for five occupalions such as accounlanl, engineer, 
doctor, journalist and lawyer. 

2.8 KEYWORDS 

Strategic Human Resources Management: The linking of HRM with stralcgic goals 
and objectives in order lo improve business performance and develop organisa1ional 
cultures that foster innovation and flexibiliry. 

Competitive Advant11ge: It allows a finn 10 gain an edge over rivals w.hcn compciing. 
It comes from a firm's ability to perform activities more distinctively and more 
effectively thao rivals. 

Superiority: This requires single-minded focus on customer needs and expectations. 

Competency: A.bility to perform cxcephonally well and increase ihe stock of tatgeted 
resources within the fi.rm. 

Core Comptte11cies: Core competencies tend to be limited in number but they 
definitely offer a solid basis for technology innovation. product devclopmeni and 
service delivery. 

Vertical Fit: Successful organisational performance depends on a close lit between 
business and human resource strategy. 

Horironlal Fit: Individual HR strotegic should cohere by being linked to each other to 
offer mutual suppqrl. 

Management Development: Training and development programmes designed to 
provide new managers and existing managers wilh the resources needed to beco,me 
more effective in their roles. 

Ejfecti•eness: The extent to which goals have been met. 

Efficiency: The degree, to which operations are carried out in an economical way. 

2.9 QUESTIONS FOR DISCUSSION 

I . Define ihe term SHRM.

2. What is meant by competitive advantage?

3. Explain HRM's role in creating competitive advantage.

4. What is meant by ioimitability?

5. Explain for appropriability.

6. Wby is it imponant for a company to make its human resournes into a competitive
advantage? How can HR professionals contribute to doing so?

7. Describe the c�teristics of the new role of ihe HR executive-that of strategic
partner' with top management.

8. Describe HR"s role as a strategic partner in fonnulatlng and in executive strategy.

9. Why is a competitive advantage based on heavy investment in human resources
more sustainable than investment in other lypes of assets?





UNIT 

3 

HUMAN RESOURCE AND MANPOWER PLANNING 

CONTENTS 

3.0 Aims and Objectives 

3.1 lniroduction 

3.2 Human Resource Planning 

3.2.1 Definitions ofHRP 

3.2.2 Features of HRP 

3.2.3 Objectives ofH'.RP 

3.2.4 lmponance of HRP 

3.2.S Responsibility for HRP 

3.2.6 Problems in KRP 

3.2.7 Effective Human Resource Planning 

3.2.8 Determinants of Human Resource Pl�iug 

3.2.9 Change in Approach to Human Re$0Urce Planning 

3.3 Different Types of Human Resource Planning 

3.4 The Process of Human Resource Planning 

3.4.1 Forecas1.ing Demand for Employees 

3.4.2 Forecasting Supply for Employees 

3.4.3 Balancing Demand Supply Consideration 

3.4.4 HR Model 

3.S

3.6

3.7

3.8

3.9

Designing HR Systems 

Let Us Sum Up 

Unit End Activity 

Keywords 

Questions for Discussion 

3.10 Reference/ Suggesled Readings 

3.0 AJMS AND OBJECTIVES 

After studying this lesson, you should be able to: 

• Define the concept of human resource planning

• Discuss the differenl lypes of human resource planning

• Uoders1and 1he various s1eps to be raken imo aecoun1 while forecasting the
supply and demand for human resources in an organisation·.





































• The future requirement for human resources arises from sales and production
forecasts, effects of technological change on task needs, variations in lhe
efficiency, productivity, flexibility of employees as a result of training, work
study, organisational change, new motivations, changes in employment practices,
e.g., use of agency s!llffs, hiving off tasks, buying in, substitution, variations,
which respond to new legislation, e.g. payroll taxes, their abolition, new health
and safety requirements, and changes in government policies, e.g., investment
incentives. regional or trade grants.

• The HR planning process. it must be remembered, should be tuned to !he
organisational objectives and strategies.

• While developing HR plans, managers should scan the external environment
carefully to identify the effects of economic, social, competitive and
governmental influences.

3. 7 UNIT END ACTMTY

Suppose you arc asked to manage a restaurant in a holiday resort near Oehradun. 
During the summer, it Is profitable to keep the business open, but in winters you need 
only one half of the cooks, servers, supervisors and cleaners. What actions would you 
take in October for the beginning of the peak tourist season? 

3.8 KEYWORDS 

Human R.esouru Planning: The process of getting the right number of qualified 
people into the right job at the right time, so that an organisation can meet its 
objectives. 

fl11ffllln Resource For,ca!lf: An attempt to predict an organisation's future demand 
for employees. 

H11m(ln Reso11rce Inventory: Describes the skills that are available within the 
company. 

Succession Planning: An e�ecutive inventory repon showing which individuals are 
ready to move into higher positions in the company. 

Outplllument: The process of helping unwanted present employees finds new jobs 
with other !inns. 

Trend AnolysiS: Study of an organisation's past employtncnt needs over a period of 
years to predict future needs. 

3,9 QUESTIONS FOR DISCUSSION 

I. Outline the determinants involved in the H.RP.

2. Why is AA plaMing more common among large organisations than among small
ones? What are the advantages of HR Planning for large organisations?

3. Discuss the problems in HRP. How can you plan for human resources in an 
effective manner'!

4. Define H.RP. Describe its characteristics and objectives. Explain the reasons for
the growing interest in H.RP in recent years.

5, Discuss the objectives and importance ofHRP. 

6. Discuss the various factors that affect the supply of human rc-wuroes.

S9 
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UNIT 

4 

MANPOWER PLANNING 

CONTENTS 

4.0 Aims and Objectives 

4.1 lntr0duc1ion 

-

4.2 Meaning and Definition of Manpower Planning 

4.3 Objectives of Manpower Planning 

4.4 Principles of Manpower Planning 

4.5 Need of Manpower Planning 

4.6 Factors Affecling lhe Manpower Planning 

4. 7 Ascenaining Furure Manpower Requi.remcnis 

4.8 Levels of Manpower Planning 

4.9 Forms of Manpower Planning 

4.9.1 Shon-Tenn Manpower Planning 

4.9.2 Intermediate-Term Manpower Planning 

4.9.3 Lon.g-Terrn Manpower Planning 

4.10 Lei Us Sum Up 

4.11 Unit End Activity 

4.12 Keywords 

4.13 QuestiolJS for Discussion 

4.14 Reference/ Suggested Readings 

4.0 AIMS AND OBJECTIVES 

After studying this lesson. you should be able to: 

-. Understand the meaning and definition of manpower planning 

• Discuss the objectives, principles and need of manpower planning
•

• Discuss the factors affecting manpower planning

• Discuss bow to ascertain future manpower requirements

• Understand levels and forms of manpower planning

4.1 INTRODUCTION 

All organisation must have a sufficient number of qualified persons and they must be 
available at the appropriate ti.me. Manpower planning Is also known as the human 
-resource planning. Now the question is that how an organisation can move from its 
CWTCnt manpower state to the prcfeITCd manpower state? II can be possible but there 
should be proper manpower planning. In brief manpower planning can be defined as 
the proper placement of human resources in an organisation according 10 their 

















• Manpower planning is a two-phased process because manpower planning not only
analyses the cu"ent human resources but also makes manpower forecasts and 
thereby draw employment programmes.

• Manpower planning is essentially the task of trying to place the right people in the
right situations, depending upon where their strengths and skills are. Manpower
planning can be placed into three major categories: short-term, intermediate-term
and long-tenn.

4.11 UNIT END ACTIVITY 

Is manpower planning only relevant to large companies or should small businesses do 
HR planning too? Share your opinion. 

4.12 KEYWORDS 

Manpower Planning: It is determination of right number and right skills of human 
force to suit present and future needs. 
ParticipaJfre Manage1P1ent: Participative management refers to as an open form of 
ma!lagcment where employees are actively involved i.n organisation's decision making 
process. 
Trend Analysis: A trend analysis is a method of analysis that allows traders to predict 
what will happen with a stock in the future. 
Ratw Analysis: A ratio analysis is a quantitative analysis of information contained in 
a company"s financial statements. 

Scatter Plot: A graphical method used to help identify the relationship between two 
variables. 

4.13 QUESTIONS FOR DISCUSSION 

I. Define manpower planning.
2. Discuss the objectives of manpower planning.
3. What arc the principles of manpower planning?
4. Discuss the need of manpower planning.
5. What arc the three main factors which affcet manpower planning?
6. Discuss several techniques use for manpower requirements.

7. Describe various levcJs of the manpower planning.
8. El\plain steps may be taken for successful implementation of short term

manpower planning.
9. Discuss long-term manpower planning.

Check Your Progress: Answers 

I. Reduce

2. Employer-employee

3. Managerial judgment

4. Work Study

5. Econometric

6. Long term

-
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UNIT 

5 

GROUP DYNAMICS 

CONTENTS 

5.0 Aims and Objectives 

5.1 Introduction 

5.2 Understanding Group Dynamics 

5.2.1 What is a Group? 

5.3 Concepts about Collection of People 

5.3.1 Functional Group 

5.3.2 Task Group 

5.3.3 Team • 

5.4 Behaviour in Groups 

5.4.1 Conformity to Group Norms 

5.4.2 Group Cobesivcn.ess 

5.4.3 Participation 

5.5 Importance of Group Dynamics 

5.6 Five Propositions about Groups 

5.7 Characteristics of Group 

5.8 Classification of Group 

5.8.1 Formal Groups 

5.8.2 Informal Groups 

5.9 Group Cohesiveness 

5.10 Factors Affecting Group Dynamics 

5.11 Group Cohesiveness and Productivity 

5.12 Advantages of Group Dynamics 

5.13 Principles of Group Dynamics 

5.14 Group Conflicts 

5.15 Stages of Group Oevelopmcot 

5.16 Let Us Sum Up 

5.17 Unit End Activity 

5.18 Keywords 

5.19 Questions for Discussion 

5.20 Refei·eure/ Suggested Readings 

5.0 AIMS AND OBJECTIVES 

After siudying this lesson, you should be able to: 

• Understand the meaning and definition, importance, advantages and principles of
group dynamics

































Fill in the blanks: 

I. Group dynamics deals with the anirudes and behavioural patterns of a

2. ____ group is a group created by the organisation to accomplish a
variety of organisational purposes with an indetenninate time borizoo.

3. A _____ is a group of workers (personnel) thai pcrfonns as a
unit, often with little or no supervision, to carry out organisational
functions.

4. ____ is a si.rua1ion in which all members of the group work
together for a common goal, or where everyone is ready to take
responsibility for group chores.

5. Life of the _____ groups may be pcrmancor or temporary
depending upon the specific obje<:tives to be fulfilled.

6. _____ groups are created voluntarily and spontaneously due to the
socio-psychological forces operating in the workplace.

5.16 LET US SUM UP 

• This lesson is on basic concepts and ideas of group dynamics and behaviours. The
social process by which people inieract face to f11ee in small group is calle<I group
dynamics. It presented the importance of group dynamic concepts to organisation
behaviour.

• A correct undcrs.tanding of group dynamics enhances the possibility of desirable
consequences, because, the knowledge of group dynamics suggests the necessary
adjustments i.n human behaviour.

• The idea of group cohesiveness and its influence on productivity was elaborated
upon. To maximise productivity, management must build group cohesiveness
which indirectly affects productivity depending upon the alignment of group goals
with the organisational goals.

• Groups m.1y be either fonnal or informal. Groups go through developmental
stages much like individuals do. The fonning-s1orrniog-norming-performing
adjouming model is useful iii prescribing stages that groups should pay attention
to as they develop.

• Groups that are similar. stable, small, supportive and satisfied tend 10 be more
cohesive than groups that arc not.. Cohesion can belp-suJ)port group performance if
the group values task completion. Too much cohesion can also be a concern for
groups.

S. t 7 UNIT END ACTMTY

Think about the most cohesive group you have ever been in. How did ii compare in 
terms of similarity. stability, size, support and satisfaction? 

5.18 KEYWORDS 

Func1io11al Group: It is a group created by the organisation to accomplish a variety of 
organisational purposes with an indeterminate time hcrizon. 

89 
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6.14 Qualities of a Leader 
6.1 S I.Mder Vet'SUS Manager
6.16 Lei Us Sum Up 
6.17 Unit End Activi()I 
6.18 Keywords 

6.19 Questions for Discussion 
6.20 Refei·•nc•l Sngg•sl•d R•adiugs 

6.0 AIMS AND OBJECTIVES 

After studying this lesson, you should be able to: 

• Understand the meaning, principles, functions, nature and importance of
leadership

• Discuss various leadership sryles

• Explain the four major factors in leadership

• Understand various approaches to leadership
• Discuss the qualities of a good leader

6.1 INTRODUCTION 

Leadership is a key process in any organisation. We attribute the success or failure of 
any organisation to its leadership. When a business venrure or a cricket team is 
successful, its managing director or the captain often receives the credit. When failure 
occurs, it is usually tile same individual at the top that is replaced. Thus, one of the 
key elements of concern in any organisation is how to attract, train, and keep people 
who will be effective leaders. 

6.2 MEANING AND DEFI.N1TION OF LEADERSHIP 

Leadership can be defined as a process by which a person influences others to 
accomplish an objective and directs the organisation in a way that makes it more 
cohesive and coherent. 

Leaders carry out this process by applying their leadership attributes, such as beliefs, 
values, ethics, character, knowledge and skills. Good leaders are made not born. Good
leaders develop through a never ending process of �l(-study, education. training aod 
experience. 

Good leaders arc made not born, If you have the de$ire and willpower, you can 
become an effective leader. Good leaders develop through a never ending process of 
self-study, educa1.ion, training and experience. This guide will help you tbrough tl)at 
process. 

To inspire your workers into higher levels of teamwork, there are certain things you 
must be, know and do. These do not CO!)le natura,lly, but are acquired through 
continual. work and study. 

"Leadership is a relationship betwe�n those who aspire to lead and those who choose 
to follow". 

-(l<ouzes & Posner, 2002) 
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groups of workers to achieve goals and objectives of both the individuals and 1he 
organisation. 

• The leader guides the action of others in accomplishing these tasks. Major
decisions in organisations are most often made by more than one person.
Managers use groups to make decisions. One liability of a cohesive group is its
tendency 10 develop groupthink a dysfunctional process. Groupthink is lite
tendency in cohesive groups 10 seek agreement about an issue at the expense of
realistically appraising the siruation

• The idea of importance of leadership as the driving force of the organisation was
explored. Important functions of a leader include, teamwork, integration of
teamwork and organisational objective, representative of subordinators, good
counsellor, use of power, time management, and good communication. The
various theories of leadership were propounded and discussed. The five nuances
of various leadership styles were delineated in this chapter. The major leadership
styles in vogue are (i) Autocratic, (ii) Democratic and (iii) Free Rein.

6.17 UNIT END ACTIVITY 

"Perhaps the foggiest idea in the field of management is leadership. Yet, despite the 
fog that obscures its outline and hinders ao understanding of leadership, all sorts of 
organisations an: busy trying to develop it". Discuss. 

6.18 KEYWORDS 

leadership: Leadership is the ability ro awaken i.n others the desire 10 follow a 
common objective. 

Autocratic Leader: A leader which gives order which he insists shall be obeyed. 

laissez Faire wader: A free-rein leader does not lead. but leaves the group entirely 
10 ilSclf. 

Participative or Democratic leadership: A democratic leader is one who consults and 
invites his subordinates to participate in the decision making process. 

laissez-faire or Free-rem uadership: A free-rein leader does not lead, but leaves the 
group enrfrely t o  itself. 

6.19 QUESTIONS FOR DISCUSSION 

I. "A good leader is one who understands his subordinates, their needs and their
sources of satisfaction". Comment.

2. What do you thin!<. as the main characterisrics of a leader and why do you prefer
them over the rest?

3. What do you understand by 'leadership style'?

4. What are the major differences between autocratic and democratic styles of
leadership?

5. Criiically examine the different approaches to the srody of leadership behaviour.
Is there one best styJe of leadership?

6. "A successful leader is not necessarily effective". Comment.

7. Explain the qualities of 3 good leader.

S. How is leadership different from managership?
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Humao Re.source M:i.n:,gcmeot 
7.13.2 Benefits of Job �ign 

7.14 Techniques ll>r Designing Jobs 

7.14.1 Job Simplification 

7.14.2 JobEnlargement 

7.14.3 Job RotatioJl 

7.14.4 Job Enrichmeot 

7 .15 Contemporary Issues in Job Design 

7.l6 Let Us Sum Up

7. I 7 Unit End Activity

7. I 8 Keywords

7.19 Questions for Discussion 

7.20 R•f•renr•/ Sugg•sted readings 

7.0 AIMS AND OBJECTIVES 

After studying this lesson, you should be able to: 

• Discuss the meaning of job

• Describe the meaning, steps and techniques of job analysis

• Know the competency approach to job analysis, encouraging employees to
develop role based competencies

• Explain the meaning, design and uses of job descriptions

• Desc.ribe the concept of job specifications and job evaluation

• Enwnerate the meaning and tecil.niques of job design

7.1 INTRODUCTION 

Organisation is described as a rational coordinalion of the activities of employees 
through divisio.n of labour, responsibility, authority and accountability. Built in this 
description is the realisation that organisations perform a series of activities and that to 
perform these activities different kinds of skills are required. Each activity carries its 
own set of responsibilities and the employees are given appropriate authority to 
perform these activities. Not only Ibis, they are also accountable to the organisation 
through their immediate supervisors for accomplishing these act.ivities according to 
specifications. Hence, a clear unders1J1oding of what they are supposed to do becomes 
a pre-requisite for effective utilisalion of organisational resources. Job analysis helps 
us to achieve this obj�tive. 

7.2 WHAT IS JOB? 

A job may be defined as a "coUection or aggregation of tasks, duties and 
responsibilities whicl) as a whole, is regarded as a regular assignment to i.ndividual 
employees". In other words, total work is divided and grouped into packages; we call 
it a job. Each job has a definite title based upon standardied trade specifications within 
a job. A position is a "collectio.n of tasks and responsibilities regularly assigned to one 
person"; while a job is a "group of positions, which involve essentially the same 
duties, responsibilities, skiU and .knowledge". A position consists of a particular sel of 
duties assigned to an individual. 
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7.17 UNIT END ACTMTY 

Aie job <1<:scriptions really necessary? What would happen if a company declded not 
to use any job descriptions at all? 

7.18 KEYWORDS 

Job: A job may be defined as a collection or aggregation of tasks, duties and 
responsibilities which as a whole, is reb<arded as a regular assignment to individual 
employees. 

Job Analysis: Job analysis is the process of studying and collecting information 
relating to the operations and responsibility of a specific job. 

Dirut Observation: Direct observation is a method in which a researcher observes 
and records behaviour / events / activities / tasks / duties while something is 
happening. 

Work Methods Analysis: Work methods analysis is used to describe manual and 
repetitive production jobs, such as factory or assembly-line jobs. 

Critical Incident: It is an event that has a significant effect, either positive or negative, 
on task performance or user satisfaction, thus affecting usability. 

MOSAIC Mod11/: Multipurpose Occupational Systems Analysis Inventory-Closed 
Ended (MOSAIC model) is a job analysis method used to collect information from 
incumbents and supervisors on many oc�upalions for a wide range of HRM functions. 

Fleishman Job Analysis Syst11m (FJAS model): FJAS model is a system to describe 
jobs from the point of view of the necessary capacities. 

Task Jttvet11ory: A task inventory is a list of the discrete activities that make up a 
specific job in a specific organisation. 

Competency: Competency is knowledge, skill, ability, or characteristic associated 
with high performance on a job. 

Technicof Cot1fer11nce: A technical conference is a iimc-consuming metllod to collect 
comprehensive data regarding a job that reflects the expertise and experience of 
subject matter experts. 

Job I>e:scriptions: These are written records of job duties and responsibilities and they 
provide a factual basis for job evaluation. 

Job. Sp,:cifit:ation: Job specification tells what kind of person to recruit' and for what 
qualities that pcl'SQn should be teslcd. 

Job Evaluation: It is the process of determining the worth of one job in relation to 
that of another without regard 10 the personalities. 

Job Design: Job design is defined as the process of deciding on the content of a job i.n 
terms of its duties and responsibilities; on the methods to be used in canying out the 
job, in tenns of techniques, systems and procedures aod oo the relationships that 
should exist between the job holder and his superiors, subordinates and colleagues. 

Job Si,npliftcatwn: Job simplification is a design method whereby jobs are divided 
into smaller.components and subsequently assigned 10 workers es whole jobs. 

Job Enlargement/ It involves expanding the number of task or duties assigned to a 
given job. ft is opposite of work simplification. 

Job Rotation: Job rotation refers to the movement of employees from one job to 
another. 
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• Off-the-job tra,nrng includes lectures, conferences, simulation exercises and

progtammed insttuction.

• Training can be evaluated at five levels: reaction, learning, behaviour,
organisation and results.

8.13 UNIT END ACTIVITY 

Specify the training methods you recommend for each of the following occupations. 
Why? 

I. A plumber

2. An uoskilled-as.scmbly line worker

3. An office clerk

4. An inexperienced manager

8.14 KEYWO.RDS 

Training: A planned programme designed to improve performance and bring about 
measurable changes in knowledge, skills, attitude and social behaviour of employees. 

D�lopmenl: Broadening an individual's knowledge, skills and abilities for future 
responsibilities. 

Educlllion: Conceptual learning that improves u.nderstanding of a subject/theme. 

Menlorlng, An experienced employee offering guidance and suppon 10 a junior 
employee so that the latter learns and advances in the organisation. 

Job Instruction Training: Training received directly on the job. 

Fedlx,ck: The process of providing i:rainees with information about their 
performance. 

Job RolatiDn: Moving a trainee from job to job so as to provide cross training. 

Role Playing: A development technique requiring the trainee to assume a role in a 
given situation and act out behaviours associaied with that role. 

Simullllions: Any anificial environment that tries to closely mirror an acrual 
condition. These include case studies, decision games, role plays, etc. 

Apprmliusltip: A training method that puts trainees under the guidance of a master 
worker, typically for 2-5 years. 

On-The.Job Training: Any tniniog technique that involves allowing the person to 
learn the job by actually performing it on the job. 

Person Analysis, Assessment of employee performance and lhe knowledge and skill 
nxessary to reach that level of performance. 

Punishment: Reinforcement that is aimed at reducing undesirable behaviour by 
associating that behaviour with a painful consequence. 

Reinforcement: A concept that people tend to repeat responses that give them some 
type of positive reward and avoid acrioos associat.ed with negative conseque.nces. 

Roi, Pl4ying: A development technique requiring the trainee to assume n role in a 
given situation and act out behaviours associated with that role. 

Slmul/lJlons: Any artificial environment that tries to closely mirror an actual 
condition. These include case studiC$, �ision games, role plays, ere. 
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9.2.2 Sub-system of Recruitment 
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9.3.l Internal Sources ofRccruibnent 
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9.0 AIMS AND O.BJECTIVES 

After studying this lesson, you should be able to: 

• Discuss the meaning of recruitment

• Analyse the various sources of recruitment

• Explain the process of recroitment

• Describe the recent trends in recruitment

9,1 INTRODUCTION 

Recroitment often represents the first contact that a company llas with potential 
employees. It is through recruitment that many individuals will come to know a firm 
and eventually decide whether they wish to work for it. A well-planned and well• 
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may choose a particular recruiting method such as job posting, employee referral, 
campus hiring, advertisements, private search flf11lS or internal promotions and 
transfers, etc., depending on the skins required, 1hc nature of the job and 
budgetary support, etc. 

• The human resources arc the most important assets of an organisation. The
success or failure of an organisation is largely dependent on the calibre of the
people working therein.

• Recruitment process involves a systematic procedure from sourcing the candidates
to arranging and conducting of interviews and requires many resources and time.
It's a generation that's changing the game and once the word is out, retention
woes morph into recruitment challenges there are many new ways and ideas open
for the companies for the recruitment nowadays.

• A diverse workforce can provide tangible benefits to a company besides just
fulfilling legal compliance and good faith efforts. In fact, as markets expand
globally being able to understand and reach out to the individual needs of people
from other cultures and regions will be paramount. A multicultural, talented, and
trained employee base gives companies that key advantage-.

9.8 UNIT END ACTIVITY 

What should be considered while eva!uatfog the recruiting effo11s of a big 
departmental store with over 20 branches in key metropolitan cilies all over a country? 

9.9 KEYWORDS 

Recruit1t1enl: Recruitmcot is the process of hiring talented employees for certain jobs 
by motivating them to apply for those jobs which are available in the organisation. 

Competitive Advantage: A competitive advantage is an advantage over competitors 
gained by offering consumers greater value, either by means of lower prices or by 
providing greater benefits and service that justifies higher prices. 

Internal Recruitment: It is a recruitment which takes place within the concern or 
organisation. Internal sources of recruitmenl are readily available to an organisation. 

Jntcmol Advertisement: In this method vacancies in a particular branch are advertised 
in the notice board. 

Exlernol Recruitment: The assessmenl of the current available pool of job candidates, 
other than existing staff, to ascertain if any are sufficiently skilled or qualified 10 fill 
and perform existing job vacancies. 

Outsourcing: Outsourcing is the contracting out of an internal business process to a 
third party organisation. 

Pooching/Raiding: Poaching mean.s employing a competent and experienced person 
already working with another reputed company in the same or different industry; the 
organlsation might be a competitor in the industry. 

E-recrulbnent: E-Rccruitmenl is the use of technology to assist the recruitment
process.

Recruitment Policy: The recruitment policy of an organisation specifies the objectives 
of recruitment and provides a framework for implementation of recruitment program. 

Commun/Jy-boud Organisations (CBOs): CBOs are organisations that provide 
employment and/or training to people with disabilities. 
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10.0 AIMS AND OBJECTIVES 

After sn,dying this lesson, you should be able to: 

• Discuss the meaning of selection

• Explain the types of selection test

• Describe the selection procedure

• Discuss the types of scleclion methods

10.1 INTRODUCTION 

Selection is the process of choosing individuals who have relevant qualifications to fill 
jobs in an organisation. The primary purpose of selection activities is to predict which 
job applicant will be successful if hired. A test is a standardised, objective measure of 
a person's behaviour, perfonnance or attitude. The basic objective of intelligence tests 
is to pick up employees who are alert and quick at learning things so that they can be 
offered adequate training 10 improve their skills for the benefit of the organisation. 
Selection is usually a series of hurdles or steps. Each one must be successfully cleared 
before the applicant proceeds to the next. 



























• The goal of selection is to son out or eliminate those who are judged unqualified
to meet the job and organisational requirements, whereas the goal of recruitment
is to create a large pool of persons available and willing to worlc. Different
selection test are adopted by different organisation depending upon their
requirements. By selecting best candidate for the required job, the organisation
will get quality performance of employees. Selection methods are the tools and
techniques used to measure a candidate's performance against a position's
selection criteria.

10.12 UNIT END ACTIVITY 

As jobs become more team oriented, assessment centres will be used more often for 
ma.nagement jobs. Do you agree or disagree? 

10.13 KEYWORDS 

Selecdon: It is the process of obtaining and using infonnation about job applioant.s in 
order to dctcnninc who should be hired for long or shon-tcnn positions. 

Aptitude Te$/: Aptitude tests are test whjch assess the potential and ability of a 
candidate. 

Intelligence Test: This test measures the numerical skills and reasoning abilities of the 
candidates. 

Per/ormanu TesJ: This test judges and evaluates the acquired knowledge and 
ex,pe;iencc of the knowlcd_ge and experience of the individual and his speed and 
accuracy in perfonning a job. 

Appliclltion Forms; Application forms are a means of collecting written information 
about an applicant's education, work and non-work experiences, both past and present. 

Applicadon Blank: It is a printed fonn comple1ed by job aspirants detailing their 
educational background, previous work history and cenain personal data. 

Reliability: The ability of a selection tool to measure an attribute consistently. 

Validity: The rcla1ionship between scores on a selection 1001 and a r<!levant criterion 
such as job perfoml8Dce. 

Stereo/y/U: It refers to a widely held but fixed and oversimplified image or idea of a 
particular type of person or thing. 

10.14 QUESTIONS FOR DISCUSSION 

I. Define selection.

2. What are the factors affecting sclcc.tion decisions?

3. Discuss the types of selection test.

4. Explain the selection procedure.

5. Elucidate various typeS of selection methods.

6. Distinguish between recruitment and selection.

7. Discuss the barriers to effective selection of employees.

8. Explain stereotyping as the barrier to effective-selection in detail.
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11.0 AIMS AND OBJECTIVES 

After studying this lesson, you should be able to: 

• Discuss an overview of induction or orientation process

• Explain the types and process of induction

• Describe an overview placement

• Discuss the importance of induction and placement

11.1 INTRODUCTION 

After an ap1>licant has been hired, he or she must be oriented and placed on the chosen 
job. Companies conduct recruitment and selection and finally select employees. The 
employees undergo an induction program. After the induction program is over the 
employee is given a specific job in the company. This is called placement. The 





























Fill in the blanks: 

). ____ refers to the introduction of a person to the job and the 
organisation. 

2. The follow-up of orientation i.s to be coordinated by both the
___ department.

3. The induction program is not a �cond round of the ____ procedure.

4. ----,- presentations also pose challenges for employees whose
computer skills arc minimal or non-existent.

S. The new hires do not build the relationship just oo the basis of the

6. ____ induction is not planned and is ad hock.

11.8 LET US SUM UP 

• Once the candidates arc selected for the required job, they have to be fitted as per
the qualifications. Placement is said to be the process of fitting the selected person
at the right job or place, i.e., fining square pegs in square holes and round pegs io
round holes. Once he is fitted into the job, he is given the activities he has to
perfonn and also told about his duties. The freshly appointed ca.odidates are then
given orientation in order to familiarise and introduce the company to him.

• In short, during orientation employees are made aware about the mission and
vision of the organisation, the narurc of operation of the organisation., policies and
programmes of the organisation. The main aim of conducting orientation is to
build up confidence, morale and trust of the employee in the new organisation, so
that he becomes a productive and an efficient employee of the organisation and
contributes to the organisational success. The narure of orientation program varies
with the organisational size. i.e .. smaller the organisation the more infonnal is the
orientation and larger the organisation more fomialized is the orientation
programme.

• Proper placement of employees will lower the chances of employee's
absenteeism. The employees will be more satisfied and contended with their work.
Proper placement helps to improve the employees' morale. Placement is highly
signifioaot io the HR process because it improves employee morale, helps in
reducing employee turnover, reduces absenteeism, and reduces accident rates, as
well in avoidin& a mJsfit between the candidate and the job. Placements are also
important for employment agencies, eSpecially e><ecutive search firms, a type of 
employment agency that spec.ialises in recruiting executive personnel for
companies in various industries. Organisations need to constantly review cases of
employees below expeclations/potential al)() employee related problems such as 
rumover, absenteeism, accidents. etc., and assessees bow far they are related to
inappropriate placement decisions and remedy the siruation without delay.

I 1.9 UNIT END ACTIVITY 

"If the employees are properly selected, there should be no need for an orie .ntatio.n 
programme". Give your viewpoint 
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12.14.7 hnplemental:ion and Review 

The last step of lhe process is to take decisions and i.mplement it which can be taken 
either to improve the performance of the employees, take the required co .rrective 
actions, or the related HR decisions like rewards, promotions, demotions, transfers, 
etc. The perfonnance appraisal policy is IO be implemented on a regular basis. A 
review must be done f\-om time to time to check whether any change in policy is 
required. Necessary changes are made f\-om time IO time. 

Fill in the blanks: 

I. A _____ needs to be a series of constructive, developmental
discussions, between line managers and their reports.

2. _____ i.ovolvc changes io job responsibilities.

3. The appraisal technique should measure the performance and provide
information in _____ related activities/areas.

4. The ____ dimension deals with the activities or tasks to be

accomplished by the ,individual. 

5. A ____ represents a set of objectives or descriptive stateOJJ:nts
about the employee and his behaviour.

6. -,.--- method was developed to eliminate bias and the •preponderance
of high ratings that might occur in some organisations.

12.15 LET US SUM UP 

• Pcrfonnance Evaluation or Appraisal is the process of deciding bow employees do
their jobs. Performance appraisal is a method of evaluati11g the behaviour of
employees in the work spot, normally including both the quantitative and
qualitative aspect� of job performance.

• The performance appraisal methods may be classified into three categories, Le.,
Individual evaluation methods, Multiple-pe(Soo evaluation methods.

• Forced choice method was developed to eliminate bias and the preponderance of
high ratings that might occur in some organisations.

• Management by Objectives (MBO) technique emphasises, participatively set
goals (that are agreed upon by the superior and the employee) that are tangible,
verifiable and measurable.

• The problems inherent in performance appraisal may be listed as: Judgement
errors, Poor appraisal forms, Lack of rater preparedness, Ineffective organisatioruil
policies and practices.

• There are three different approaches for carrying out appraisals. Employers can be
appraised against (i) absolute standards (where employees' performance is
measured against some established standards; the subjects here are not compared
with any other person) (ii) relative standards (where the subjects are compared
against other individuals), and (iii) objective.

12,16 UNIT END ACTIVITY 

Working individually or in groups, develops, over a period of a week, a set of critical 
incidents covering the classroom performance of one of your teachers. 

in 
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• Establishing pay rates involves five steps: evaluate jobs, conduct salary survey,
develop pay grades, use wage curves, and fine rune pay rates.

• The -pay struclllre of a company depends on several factors such as labour market
conditions, company's paying capacity, legal provisions, prevailing wage rates,
demand and supply of labour, degree of unionisation, etc.

• The wage policy in India is built around certain cardinal principles: {i) equal pay
for equal work, (ii) living wage for all workers so that they lead a decent life, (iii)
payment of wages on appointed dates without unauthorised deductio11s, (iv)
Resolving wage related issues through collective bargaining, {v) payment of
statutory bonus at 8.33 per cent as per legal provisio,OS, {vi) ensuring a (air,
equitable wage plan for various employees without significant wage differences,
CIC.

• While designing a compensation system, every company needs to pay attention to:
(i) internal as well as external equity (ii) fixed vs. variable pay {iii) payments
based on performance or membership (iv) job-based pay or knowledge-based pay
(v) payment as per market rates (vi) open vs. secret pay, etc.

• Executive compensation in India is built around three important factors: job
complexity, employers' ability to pay and executive competency levels.

13.18 UNIT END ACTIVITY 

Since employees may differ in tenns of their jol> perfonnance, would it not be more

feasible to detenninc the wage rate for each employee on !he basis of his or her 
relative worth to the organisation? Explain 

13.29 KEYWORDS 

Job E""111ation: A systematic way of assessing the relative worth of a job. 

PerforllU»lce Appraisal: A formal process in an organisation whereby each employee 
is evaluated to find how he is performing. 

Job Anlllym: The systematic collection, evaluation.and organisation of information 
about jobs. 

Ranking Melhqi/: A method of job evaluation which ranks employees from highest to 
lowest. 

C/ossJjkalion Method: A method of job evaluation that concenlrales on creating 
certain common job grades based on skiUs, knowledge and abilities. 

Factor CornP4rlson Method: A method of job evaluation where job factors arc 
compared to dctennine the worth of a job. 

Pobu M11lhod: A method of job evaluation where jobs are classified on identification 
criteria and the degree 10 which these criteria exist on the job. 

Con,pens11ble Factor: A fundamental compensable element of a job, such as skills. 
effort, responsibility and worlcing conditions. 

Wag11 C11,w: Shows- the relationship between the value of the job and the average 
wage paid for this job. 

En,p/oyee Con,penalllUJn: All fonns of pay or rewards accruing to employees and 
arising from their employment. 

Bench""'rlt Job: A job that is used to anchor the employer's pay scale and around 
which other jobs are arranged in order of relative worth. 
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