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FOREWORD

Acharya Nagarjuna University, since its establishment in 1976, has been
moving ahead in the path of academic excellence, offering a variety of courses and
research contributions. The University achieved recognition as one of the eminent
universities in the country by gaining “A” grade from the NAAC 2016. At present
Acharya Nagarjuna University is offering educational opportunities at the UG, PG
levels to students of 447 affiliated colleges spread over the two districts of Guntur and
Prakasam.

The University had started the Centre for Distance Education in 2003-04 with
the aim to bring Higher Education within the reach of all. The Centre has been
extending services to those who cannot join in college, cannot afford the exorbitant
fees as regular students, and to housewives desirous of pursuing higher studies to
study B.A., B.Com, B.B.A., and B.Sc., Courses at the Degree level and M.A.,
M.Com., and M.S.W courses at the PG level.

For better understanding by students, self-instruction materials have been
prepared by eminent and experienced teachers. The lessons have been approved with
care and expertise. However constructive ideas and scholarly suggestions are welcome
from students and teachers. Such ideas will be incorporated for the greater efficacy of
the distance mode of education. For clarification of doubts and feedback, weekly
classes and contact classes are arranged at UG and PG levels respectively.

I wish the students who purse higher education through Centre for Distance
Education will not only be personally benefited by improving their qualifications but
also strive for nation’s growth by being a member in knowledge society. | hope that in
the years to come, the Centre for Distance Education will grow in strength by
introducing new courses, catering to the needs of people. | congratulate all the
Director, Academic coordinators, editors, lesson writers and Academic Counsellors
and No-Teaching Staff of the Centre who have been extending their services in these
endeavours.

Prof.P.Rajasekhar
M.A., M.Phil., Ph.D.
Vice-Chancellor

Acharya Nagarjuna University
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LESSON -1

HUMAN RESOURCE MANAGEMENT - AN OVERVIEW

Objectives

After studying thislesson, thestudent isableto:

P visualisethereasonsfor studying Human Resource M anagement (HRM)

P identify the principal elements of HR Programme and their importance in managing HR

P present the functions of Human Resource Management

P explain why HR Managers shoul d be concerned with the External and Internal Environments of

the organisation.
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1.1. Introduction

The Information Explosion, advancesin technol ogy, and global competition have created enor-
mous presence on companies to change thir day to day activities. Most of the business houses are
moving into avery different world, markets are changing much faster than previously. Certain sectors
are shrinking while new ones are opening up. Because of these reasons corporate cultures and values
areaso in transition requires specia skillsto the personswho are working in the organisations. Be-
cause, of all factors of Production, Materials, Maney, Machinery and Man, Man occupies an important
place. Development of Human resources became so essentia for al the organi sationsthat world liketo
be dynamic and growth oriented unlike other resources human resources have unlimited potential capa-
bilities. The potential can be used only by creating a climate that can continuously identify bring to
surface nurture and use hte capabilities of people. HRM aims at creating such environment

1.2. Meaning of Human Resour ce M anagement

The work of Human Resource Management pervades the entire organinsation. Human Re-
source Management is a set of activities focussing on the effective use of human resources in an
organisation. It encompassesthe activitiesof recruitment, Selection, Training, Development, Wage and
Sdary Administration, Health and Safety, Benefits and Services, Union - Management, Relations, Mo-
tivation, Morale, Communication so on. Thus Human Resource Management isthat part of Manage-
ment which is related with Management of workers and employees. It isthat part of Management
which arranges for the satisfactory Management of employees of an Enterprise. Human Resource
Management is the process of achieving the best fit between individuals, Jobs, organisation and the
environment. It definesthe relationship between Employer, Employee and employee and empl oyee.

Some eminant authors have defined the term Human Resource M anagement as under :
Edwin B. Flippo -

“The Personnel Function is concerned with the procurement, Development, Compensation,
integration and maintai nance of the personnel of an organisation for the purpose of contributing toward
accomplishment of organisational goalsand objectives. Therefore personnel management is planning,
Organising, directing and controlling the operative Functions.”

Michel J. Jucius defines* HR Management as the field of Management which has to do with
planning, organising, directing and controlling the functions procuring, devel oping, maintaining and
utilising thework force.”

DaleYolder defined Personnel Management as the phase of management which dealswith the
effective control, and use of man power as distinguished from other sources of power. The methods,
toolsand techniques designed and utilised to secure the enthusiastic participation of labour to represent
the subject matter for study in personnel Administration.”

Inthewords of Brech, “ Personnel Management isthat part of the management progress which
isprimarily concerned with the human constituents of the organisation”.
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1.3. Featuresof Human Resour ce M anagement

In all these definitions, the emphasis is early on integration of individual and organisational
objectives so asto attain effectiveness. On the basis of the above definitions, some basic features of
HRM was given below -

1
2
3
4
5.
6
7
8
9

10.

11.
12.

It is concerned with employees both asindividuals and as group in attaining goals.

It is concerned with the development of Human Resources.

It is concerned with managing people at work.

It isacontinuousin nature.

It is concerned with both blue collared and white collared workers.

It isconcerned with emotional, behavioral and social aspects.

It isconcerned with the potentialities and capacities to the maximum possible extent.
Itisuniversal in nature.

It iscontinuousin nature.

It is action oriented. It focusses on action rather than on record keeping, procedures and
roles. It emphasrises on the solution to the employment problems.

[tisindividua oriented.

Itisfutureoriented. It triesto achieve objective by providing competent and well motivated
employees.

1.4. Importance of Human Resour ce M anagement

HRM helps an organisation in multifarious ways:

1.

Good human resource practice can help in attracting and retaining the best people in the
organisation. Planning aertsthe company to the types of peopleit will need in the short,
medium and long run.

Appropriate recruitment and sel ection activitiesidentify the best peoplefor available jobs
and make surethey are placed in suitabl e positions.

Performance appraisalsand training devel op individual swho need skills, knowledgeand
attitudes different form thosethey currently possess.

Good human resource practice motivate the organisational members to do outstanding
work.
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Main objective of Human Resource Management isto manage the workers and employees of an
enterprisein the best possible manner. Theroleof HRM isto Plan devel op and administer policiesand
programmes designed to make expedition use of an organisations human resources. It isthat part of
management which is concerned with the people gt work and with their relationship with in an enter-
prise. Itsobjectivesare:

i)  Theeffective utilisation of human resources.

i)  Toestablish desirableworking relationshipsamong all members of an organisation.
i) tomaximisetheindividua development.

iv) To establish Harmonious rel ations between | abour and capital .

v) Toincreasethe welfare of Human employees.

vi) Toarrangefor effective communication with Resources.

vii) Toarrangefor sufficient number of efficient employeesin al the Departments.

viii) Toincreasethe morale of the employees.

iX) Tomotivatethe employeesto increase productivity.

X)  To providecongenial working environment.
Activity B: Towhat extent your Personnel Dept fulfilled the above objectivesin your office

1.6. Functionsof Human Resour ce M anagement
Thefunctionsof H R M can be broadly classified into two categories

Functions of HRM

Manageria Operative

v v
Planning Procurement
Organising Development
Directing Compensation

Controlling Integration of HR
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A. Managerial Function : Managerial functionsof H R M involve planning, organising, direct-
ing and controlling.

() Planning : It is a predetermined course of action. Planning is determinating of
personnel programmesand changesin advancethat will contribute to the organisational goals. In other
wordsit involves planning of human resources requirements, recruitment, selection, training etc. It also
involves forecasting of personnel needs, changing values, attitudes and behaviour of employees and
their impact on organisation.

(i) Organising : Anorganisationisameansto an end. Anorganisation isastructureand
aprocess by which co-operative group of human beingsallocatesitstasksamong its members, identifies
relationships and integratesits activitiestowards common objective. Organisation establishesrelation-
ships among the employees so that they can collectively contributeto the attainment of company goals.

(i)  Directing: The basic function of personnel management at any level is motivating,
commanding, leading and activating people. The willing and effective co-operation of employeesfor
the attainments of organisational goalsis possiblethrough proper direction. Thedirectionisanimpor-
tant managerial functioninthat it helpsin building sound industrial and human relations.

(iv)  Controlling: Controllingalsoinvolveschecking, verifying and comparing the actuals
with the plans, identified deviations. Thus action and operations are adjusted to predetermined plans.
Controlling aso involves checking, verifying and comparing the actuals with the plans, identifying
deviations, if any, correcting theidentified deviations. Auditing training programmes, analysing labour
turnover records, directing moral e surveys, conducting separation interviews are some of the meansfor
controlling the HRM function.

B. Operative Functions: The operativefunctionsof HRM are related to specific activities of
HRM viz employment, development, compensation and relations. These functions have to be per-
formed in conjunction with managerial functions.

i) Employment : Employment is concerned with securing and employing the peopl e possessing
required kind and level of human resources necessary to achieve the organisational objectives.
It coversfunctionssuch asjob anaysis, human resource planning, recruitment, selection, place-
ment, induction and internal mobility.

a) Job analysis: Itisthe processof study and collection of information relating to the operations
and responsibilities of aspecificjob. Itincludes

*  collection of data, information, facts and ideas relating to various of jobs including men, ma-
chinesand materials.



b)

f)

d)

*

Human Resource Man.. (1.6) Human Resource Man, ——

o/
Preparation of job description, job specification (job requirements and empl oyee specifications)
whichwill helpinidentificationsidentifying the nature level sand quantum of human resources.

Providing the guides, plansand basisfor job design and for al operative functions of personnel
management.

Human resourceplanning: Itisaprocessfor determining and assuring that the organisation
will have an adequate number of qualified persons, available at proper times, performing jobs
which would meet the needs of the organisation and which would provide satisfaction for the
individuasinvolved.

Recruitment : Itisthe processof searching for prospective employees and stimulating themto
apply for thejobsin an organisation.

Selections: Itistheprocessof ascertaining the qualifications, experience, skill and knowledge
of an applicant with aview to appraising hig/her suitability to ajob.

Induction and orientation : Induction and orientation are the techniques by which a new
employeeisrehabilitated in the changed surroundings and introduced to the practices, policies,
purposes and peoples of the organisation.

Placement : Itisthe process of assigning the selected candidate with the most suitablejob. Itis
matching of employee specificationswith job requirements.

Human Resour ce Development : It isthe process of improving moulding, changing and
developing the skills, knowledge, creative ability, aptitude attitude, values, commitment etc.,
based on present and future job and organi sational requirements.

Performance appraisal : It isthe systematic evaluation of individuals with respect to their
performance on thejob and their potential for devel opment.

Training: Itisthe systematic processby which employeeslearn knowledge, skills, abilitiesor
attitudesto fulfill organisational and personal goals.

Management Development : It isthe process of designing and conducting suitable executive
development programmes so asto devel op managerial and human relationsskill of employees.

Career planning and development : It isthe planning of one's career and implementation of
career plans by means of education, training, job search and acquisition of work experiences.
Transfersand promotions are two important ways of personnel development in an organisation.

Transfer : Therewill not be any material change in the status, responsibilities or pay of the
employees.
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i)

b)

o
Promotion : Itistheupward reassignment given to an employeein the organisation to occupy
higher position which commands better statusand / or pay keeping in view the human resources
of the employees and the job requirements.

Demotion : It dealswith downward reassignment to an employeein the organisation, to lower
level position.

Organisation development : Itisan organisation wide, planned effort, managed form thetop,
with agoal of increasing organisationa performancethrough planned interventions. Organisation
Devel opment seeks to change attitudes, values, organisation structures, and manageria prac-
ticesin an effort to improve organi sational performance.

Compensation Management : It isthe process of providing equitable and fair remunera-
tion to the employees. It includesjob evaluation, wage and salary administration, fringe ben-
efits.

Job evaluation : Itisthe process of determining relative worth of jobs.

Wage and salary administration : It isthe process of developing and operating a suitable
salary and wage programme.

Incentives: Itisthe processof formulating, administering and reviewing the schemes of finan-
cial incentivesin addition to regular payment of wages and salary.

Integration of Human relations: It is the process of interaction among human beings.
Human relationsis an areaof management practicein integrating peopleintowork situationina
way that motivates them to work together productively, cooperatively and with economic, psy-
chological and socia satisfaction.

Personnel Research : It is the process of evaluating the effectiveness of human resources
policiesand practices and devel oping more appropriate ones.

Personnel audit : It refersto an examination and eval uation of policies, procedures and prac-
ticesto determinethe effectiveness of human resource management.

Activity A : To what extent your personnel Department is carryingout different functions in your

office.
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1.7. HR Policies

In the beginning of the present century the words personnel policy and personnel departments
were unheard. The immediate supervisors, were responsible for the hiring and firing of employees.
Training, promotions and other benefits were handled by supervisors without any rationale. The hap-
hazard and adhoc manner in which personnel problems were handled in the past is now recognised as
unsatisfactory by executives, in thefieldsof industry, hotel, business or hospital.

Regardlessthesize of an organization, it isdifficult to run the organi zation without having well
defined personnel policiesin operation asan integral part of the management function. One may won-
der what place personnel policies havein the delivery of health care, which isnow considered to bea
right of all citizens. Every employee in an organisation wants to know the terms and conditions of his
employment, the regulations which govern his employment and the principles which guide the admin-
istration of an organisation in itsrelationship with him. The body of such principles, rulesand regula
tions are known as the personnel policies. The personnel policy would be founded on three socia
principlesi.e. justice, human needs and democratic approach.

1.7.1. Needfor HR Policies: Employees have aspirationsin business or industry. They seek indi-
vidual recognition, opportunity for promotion, afair wage, good working conditions, and other benefits
of employment. For one or the other reasons personnel policies are very important, asthey provide a
basic set of rulesfor orderly goal achievement in the process of delivering goods or services.

The employee expectsafair day’s pay for afair days work, equitable treatment as accorded to
fellow employees, equal opportunities for promotions based on skill and ability with fringe benefits
comparableto thosefound in profit making organisation. Theemployeefurther expects hisconduct on
thejob to be governed by aset of rules determined by management and giving fair consideration to the
dignity and rights of all employees. In addition, the employee assumes that management will provide
orderly channelsfor the solution of problemsand grievances. He seeks direction from top and middle
management - indeed he depends upon it - especially in applying personnel policies uniformly to all
employees.

Personnel policies are essential to the operation of large scale organizations, becauseit is not
feasible for management to work effectively with each employees asan individua concerning his de-
siresand hisdislikes. For example, it isobviousthat no organisation can permit itsemployeesto come
towork or to leavethe job at their own convenience.

Every organisation needs personnel policies to ensure consistency of action and equity in its
relations with employees. Personnel policies constitutethe basisfor sound personnel policies. Person-
nel policy istheyardstick by which accomplishment of programmes can be measured.

1.7.2. Formulation of HR Policy : Theexistenceof acarefully formulated personnel policy restson
the attribute of thetop management. If thetop management isclear about itsresponsibilitiesand objec-
tivesitspoliciesarelikely toreflect the same. The effectivenessof personnel management dependent on
the clarity of policy formulation. Policy whichisskillfully drafted also facilitatesimplementation. The
process of developing personnel policy involves assessing its appropriateness to the organisation. It
must be acceptablein all situations as abasisfor decision making and tested against each of the major



functions to ensure that all considerations bearing on management have been taken into account. It
should also be tested against community practices to ensure that the reputation of the organization is
maintained at alevel consistent with business and financial conditions. Infact, formulating personnel
level consistent with business and financia conditions. In fact, formulating personnel policy today
requires much broader persecute to be kept in view than ever before due to changing values and envi-
ronment.

——C.D. E
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Activity C: Givesomeimportant HR Policies of your organisation.
1.8. Environmental Influenceson H R Department

HR Manager can’'t perform hisdutiesinisolation. Environment influencesthe HR Department
in many ways. These Environmental challenges can be devided into two.

a. External

b. Interna

External challenges are having profound impact on working of HR Department. For Example,
technological changesin manufacture of transister, the famous company, M otorala opened aresearch

facilitiesintwo different placesto study new technology. Asaresult motoraarecuited 20,000 employ-
ees. They have subsequently trained, oriented and compensated.

Someexterna challenges evolve gradually and some givesimmediate effect. HR Professionals
givesimmediate effect. HR Professionalsdeal with these changes by following the different steps.

i)  Monitoring Environment : Onehasto monitor likely changesin the Environment.

i) Evaluate Impact : Specialist must diagnose the problems and they must evaluate the
results.

i) ProactiveMeasures: Specialistshastoimplement approachesthat help the organisation
reachitsgoals.

iv) Analysefeed back : Feed back to betaken that the desired out comes to be reached.
a) External Challenges:

i) Technological Challenges
i) Governmental Challenges
i) Economic Chalenges

iv) Cultura Challenges

V) Demographic Challenges
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i) Technological Challanges : Technological Challangesresultsin requirement of tech-
nical personnel, skilled personnel and machine operatorsto our organisation. The technology of cars
and aeroplanes modified transport industry. Automobileindustries grew. Growth created to the existing
Employees. Promotions has given to the existing employees. It give adverse effect on rail transport.
Here employment opportunities shrunk. Personnel Departments reduced their work force and created
early retirement systems. Automation is another way which effected the personnel department. The
Introduction of Computersin banks has given tremendous changesin employment needs. Before com-
puters, personnel specialistsrecruited islarge number of semi skilled and unskilled |abourerswhere as
computersrequired highly skilled programme and system analysts.

i) Economic Challenges: As economy changes during expansion and contraction of
business cycle, organisations must modify their plans. These plansgives demandson personnel special-
iststo changetheir plans according to economy. If they recruit workersduring expansion stageitisvery
difficult to removethem when cycleturnsdown. Thusitisduty of HR speciaiststo anticipate economy
changes. Some times H R departments can even develop proactive policies that anticipate changes.
The economic policy of the Govt. has a very great impact on business. Some type of business are
favourably affected by Govt. policy some adversely affected whileit isneutral in respect of others. Ex
: Liberalisation, Privatisation and Globalisation led to competition among MNCs.

i) Cultural Challenges: Attitudestowardswork course new challengesfor HR depart-
ments. Increased participation of woman isexamplefor acultural change. The concept of cultureisof
great significanceto business. Businessisbased on ethos of people. Culturetrainsthe peopletoactin
aparticular way, tending to put a personality stamp on them. It does mean that all peoplearedikeina
particular culture. Thereare sub culturesinaculture. Peoplehavetheir own peculiarity of temperment,
mental constitution, cultural experience, family experience, and unigque personal experience. Culture
determines the type of goods and services a business should produce. The type of food people eat,
clothes they wear, the beverages they drink varies from culture to culture and form timeto timein the
same culture. The expectations and tastes of customersare changing. These changeswill haveimpact
ontherole of HR Manager. Thefactorsdirectly or indirectly influence the Human Resource Manage-
ment of an organisation through its human resources.

iv) Palitical Factors: Political stability, political partiesand their ideol ogiesformation of
new parties, splits in and amalgamations of existing parties naturally affect the trade union in an
organisation. This intern, resultsinintraand inter unionrivarley, formotion of new trade unionsrivelary,
etc. Thesechargesistrade union’s structure and functioning complicate the functioning of HR Depart-
ment.

V) Demographic Challenges: The Structure, Values, Cast System, Class Structure, Edu-
cation levels of human resources in the country influence the HR function of any organisation. The
Manpower composion also influence the HR function considerably.

10
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b) Internal Environment : Internal Environment exerts considerable pleasure on human
resource management. These pressures include company objectives. The policies of the organisation.
Unions of the enterprise etc.

The company objectives may effect the HR Department, Management shoul d operate the estab-
lishment with clear understanding of the overall objective. The company with creative environment
encourage new ideas and this needs highly skilled workers. They must be recruited and selected to
bring about technol ogical advancement. Constant attention to training and development. Good com-
pensation should be maintained. On the other hand, a policy is a predetermined guide established to
provide direction in decision making. This effect the organisation’s HR department in different way.
Unions represent an actual challengein unionised companies and apotential challengeto thosethat are
not. Employerswith unions sign on aagreement that specifies compensation, working conditionsand
working hours. These agreementseffectsthe HR Departments. Herechallengefor the Department isto
achieve objectiveswithout violating agreement.

Activity D : Do you think your organisation isinfluenced by Environment. Justify your statement.
1.9. Qualitiesof aH R Manager

i) A HR Manager must have the mental ability of the High Standard. He must possess
immensetact, practical mind and cool temperament.

i)  HR Manager must befreefrom bias attitude. He should be known for his honesty, integ-
rity, character, justiceand fair play.

i) A HR Manger must be agood leader and organiser.
iv) HR Manager should have high character. He should aware of social responsibilities.

v) HR Manager must be ableto communicate hisideas and opinions effectively and clearly so
that al the employees understand the messages.

vi) HR Manager must be trained in behaviu ral sciences so that he predicts and controls the
human behaviour.

vii) HR Manager must be ableto predict the human problemsin advance.
Activity E: Study the your Personnel Manager and listout his qualities.
1.10. Summary

Human resource management is considered to be theimportant areain the present day environ-
ment. HR M isaset of activitiesfocussing on the effective use of human resourcesin an organisation.

11
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It encompassesthe activities of recruitment, selection, training, development, compensation, health and
safety, benefits and services, union - management relation, motivation, morale etc. The H R manager
make decisions to meet the organisation’s economic and socia objectives. Because of severa changes
and development in the society, the HR manager has to face several challenges. The H R manager
should havethe qualitieslike mental ability, judgement, dignity, loyalty, skillsof communication, free
from biasto deal with the employees of an organisation.

1.11. Keywords

Human Resour ce Management: It is the science of planning, organizing, controlling with
various operativefunctions of procuring, devel oping, maintaining and utilizing thelabour force.

Employment: It is concerned with securing and employing the people possessing the re-
quired kind and level of human resources necessary to achieve the organizational functions.

Policies: Genera Statementsthat guide decision making.

Procedur es. Theseare meant to be guidesto action rather to thinking. These state exactly what
to do. These are stepsto be taken to get through that action.

Rules: These are specific instructions of what may or may not be done.

Environment: Aspects, conditions, or objects surrounding an organization. It consists of both
external and Internal. The external Environment consists of those factors which affect an organi-
zations human resources from out side the organization. On the other hand, Internal environ-
ment affectsthe job of apersonnel Manager.

1.12. Self Assessment Questions
1) Definetheterm “Human Resource Management” ?
2) Enumeratethe objectives of Human Resource M anagement
3) What issignificance and scope of Human Resource Management.
4) What arethe various Functions of Human Resource Management ? Explain.
5) Explainthequalitiesof HR Manager.

6) What is personnel policy ? Describe how personnel policies affect the job of personnel
Manager.

7) Explainhow HR M isimportant to organisations ?

12
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N

8) Personnel Management involvestwo categories of functions - Managerial and operative.
Describein detail.

9) What isenvironment ? Explain in detail the internal and external Environment affecting
HRM in an organisation.

10) Givequalities of a Good HR Manager .

Further Readings

Drecker PF. Practice of Management, Allied publishers: New Delhi. 1970.

Dae S. Reach, Personnel, Mac Millian: New York, 1985.

Keith Davis, Personnel, Human Resource Mangement, Mc Grawth; New Delhi, 1980.

Dawan R.S. Personnel Mangement and Industrial Relations, Vikas Publishing House; New
Delhi, 1981.

Prof. D.A.R. Subrahmanyam
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LESSON - 2
JOB ANALYSISAND DESIGN

Objectives:
After studying this lesson the student isableto :
*  understand the meaning of theterms Job Analysis, Job Description, Job Specification, Job Design.
*  present the outline on Job analysis procedure.
*  present the content of Job Description
*  promote the purpose of Job specifications and procedure for devel oping one.
*  identify the various factors that must be taken into account in designing a Job.

STRUCTURE
21 Introduction
22 Job Design
2.3 Objectives of Job Design

24 Factors affecting Job Design
25 Job Enrichment

2.6 Techniques of Job Enrichment
2.7 Job Enrichment Procedure
2.8 Job Analysis

29 Uses of Job Analysis

2.10 Job Analysis Infromation
211 Job Analysis procedure
2.12 Job Description

2.13 Job Specification

214 Summary

2.15 Key words

2.16 Self Assessment Questions
2.17 Further Readings

2.1 Introduction

A Job is group of work tasks, duties and responsibilities that aworker and work group should
perform for production of goods and services of the economy. Jobs are also means by which workers
and people in general, earn their bread and represent how they spend a major portion of their lives.
But the statement “Man does not live by bread alone” states man's motivational needs. What employees

1
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actually do on the Job, the design of their work has great influence on their productivity and level of
satisfaction. In the past, it seemed as most Jobs were designed for dull tasks. But today the situation
isentirely opposite. Job design is aprocess of deciding on the content of a Job in term of its dutiesand
responsibilities. On the Job methods to be used in carrying out the Job in terms of techniques, systems
and procedures and on the relationships that should exist between the Job holder and his supervisors,
subordinates and colleagues.

Current attention is, therefore, largely devoted to behavioural approachesthat attempt to make
the work or job more satisfying to the workers. So jobs are to be designed in such amanner that they
can create satisfaction to the Job holders. According to Behavioural Scientists Job specialisation, Job
enlargement and job enrichment are three major approaches to Job Designing in creating jobs that
individually are fairly home geneous in aptitude requirements, or in creating Jobs that tend to be
conducive to Job satisfaction.

The second approach that has had a mgjor influence on Job design is what is now commonly
called Ergonomics or human factor engineering. Thisisbased on physical, chemical, biological, social
and other relevant factors and is concerned generally with the design of physical equipment and
facilities people use and the environments in which they work and live so they are more suitable for
human use.

2.2 Job Design :

Job designisaprocess of deciding onthe content of ajob in termsof itsdutiesand responsibilities,
on the methods to be used in carrying out the Job in terms of techniques, systems and procedures, and
on the relationships that should exist between the Job holder and his Superiors, Subordinates and
colleagues.

2.3 Major objectivesof Job design are:

i) Tosatisfy therequirementsof the organisation for productivity, operational efficiency and quality
of produce or service.

i) To satisfy the needs of the individual for interest, challenge and accomplishment.
i) Tointegrate the needs of the individual with the organisational requirements.

Job design involves four sets of decisions -

a) Deciding what tasks will be performed by the work force.

b) Deciding how these tasks will be grouped together and assigned to individuals.

c) Deciding now individuals will relate to each other so that their work can be co-ordinated.
d) Deciding how they will be rewarded for their performance as members of the organisation.

Activity A
Think of the extent to which, according to you, these objectives are fulfilled by the personnel
Dept. in your office suggest for further improvements.

2
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2.4 Factorsaffecting Job design :

i)  Proven values of specialisation and repetitive operations.

i)  Changing Technology

iii) Trade Union policies

iv) Abilities of present personnel

v) Available supply of potentia employees.

vi) The interaction requirements among jobs with in the system.

vii) Psychological and Social needs of human beings that can be met by the Job.

Job Specialisation, Job enlargement and Job enrichment are three major psychol ogica approaches
in Job design. The other minor approaches such as Job rotation, variable work schedule, flexitime,
four day work weeks, to Job design for making Jobs more attractive.

Job Specialisation : It has been widely accepted by most management in both private and public
sectors since the time of Adam Smith. Advocates of specialisation has contended that high speed,
automated, low cost mass production that has greatly contributed to our improved standard of living
islargely dueto specialisation in industries. Also aworker is easily trained to get him specialised to
perform hisassigned task with greater satisfaction. Asaresult, the Job isperformed most economically
and greater output is obtained compared to non specialisation.

Job Enlargement : In recent years, it has been established that the Job specialisation is not
always the best and the most economical way to perform aJob. The alternative approach suggested is
Job enlargement whichiisthe opposite of Job specialisation. Job enlargement isthe expansion of Job
content to include awider variety of tasks and to increase the workers freedom of pace, responsibility
for checking quality and discretion for method. Thus Job enlargement concentrateson the motivationa
issues. A Job is said to be enlarged horizontally if the worker performs a greater number or variety of
tasks without increasing their responsibility or complexity, and is said to beincreased vertically if the
worker isinvolved with greater ability, responsibility, skill and autonomy required from Job holders
as in planning organising his own work.

Job Rotation : It provides variety without assuming entirely unfamiliar and more demanding
responsibility to workers by rotation or transfer with in awork group requiring the same basic skills
and receiving the same wages. Thisvoluntary rotation among identical class of work groups fosters a
greater feeling of team work, provides opportunity for training in different type of jobs by associating
with different work groups, and makes the work force more adoptive and flexible.

Variable work : Schedule makes a Job more attractive and satisfying by allowing workers a
certain freedom to work what ever hours they want. Some times two part time employees share a Job,
one working the first half and the other working the second half shift according to their choice.

3
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Flexi time: It allowsworkersto come early or late and leave early or late so they put in specified
number of hours in a day. They may even take time out of their working hours for their personal
business.

2.5 Job Enrichment :

Though Job Enlargement brought about diversity in over specialised jobs, it did little to instill
challenge or meaningfulnessto aworker’s activity. Job enrichment wasintroduced to deal with short
comings of Job enlargement. Many organisations employ a large number of people injobsthat have
arelatively limited scope of responsibility i.e. Jobs that require little initative or decision-making,
that provide little feed back on results and that large establishment offer limited intrinsic motivation
for effective performance and productivity. Some of the key ingrediants of Job enrichment include
more responsibility, control of employees over decision making, well defined job, opportunity to
learn Job, more variety in Job, and opportunity to use skills and abilities. In particular, Job enrichment
is concerned with designing jobs that incorporate a greater variety of work content, require a higher
level of knowledge and skill, and give the workers more autonomy and more responsibility for planning.

2.6 Techniquesof Job Enrichment :

i)  Increasing the responsibility of the activity.

i)  Providing wider scope, more sequence and increased pace of the work.

i) Giving anatura unit of work either to an employee or group of employees.

iv) Providing the freedom of work by minimising controls.

v) Allowing the employees to set their own standards.

vi) Providing the employees the control information and allow them to monitor their own
performance.

vii) Encouraging employee participation in planning, creations and innovations.

viii) Introducing new, difficult, creative tasks to the employees.

iX) Assigning specific tasks.

2.7 Procedureof Job Enrichment :

i)  Selecting jobs which permits close relation between motivation and Job performance.

i)  Introducing on apilot scheme basis.

iii) Starting with the assumption that these jobs can be changed.

iv) Brainstorming alist of charges that may enrich the jobs.

v) Concentrating on motivational factors such as achievement, responsibility, self control etc.
vi) Trying to change the content of the Job rather than changing the employees from their Job.
vii) Providing adequate training, guidance, encouragement and help.

viii) Introducing with care as Job enrichment programmes may be resisted by employees.



= C.D.E. (25 ) Nagarjuna University

iX) Preparing the specific programmesfor each project and ensure the control information to monitor
the performance.

Dimensions of Job Enrichment : There are five core dimensions that provide enrichment of
jobs. They are

a) Task variety.

b) Task identity.

c) Task significance.

d) Autonomy.

€) Feed back.

It is desirable for a Job to have all the five dimensions. If one is missing, workers are
psychologically affected and motivation tends to be reduced.

The core dimensions tend to improve motivation, satisfaction, and quality of work. Admittedly,
therearelargeindividual differences asto how employeesreact to the core dimensions but the typical
employee finds them basic for internal motivation.

Activity B :
Write your comments on Job Enrichment in light of your experience in your organisation.

2.8 Job Analysis:

M anagement should determinethe kind of personnel required for aJob and the number of persons
to be employed. The organisation should a so findout the right man for the right Job in right time.
Thorough knowledge of the Job is essential to perform these functions. Job Analysisis the process of
systematically analysing the activities pertaining to each Job. It is designed to define the duties,
responsibilities and accountability of the Job. The three out comes of Job Analysis are

a) Job Description
b) Job Specification

Meaning of Job : The Jobincludesall duties, responsibilities, functions and subfunctionswhich
are assigned to a particular employee relating to his employment. Daleyolder definesthe Job as“It is
a collection of duties, tasks and responsibilities which are assigned to an individual and which is
different from other assignment”. Thus Job isacombination of al theworks, dutiesand responsibilities
generally assigned to an individual employee relating to his employment.

Theterm Job Analysisis a combination of two words. Job and Analysis. A Job isacombination
of all the works, duties and responsibilities assigned to an employee relating to his employment.
Analysisisaprocess of deep examination. Thus the term Job Analysis may be regarded to a process

5
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of indepth examination of the duties, responsibilities and works relating to a particular Job. It isa
complete and thorough knowledge of the responsibilities and requirements of a particular Job.

AccordingtoFlippo: “JobAnalysisisthe processof studying and collectinginformation relating
to the operations and responsibilities of a specific Job. Micheal J. Jucius defines Job Analysis as "It
refers to the process of studying the operations, dutiesand organisational aspects of jobsin order to
derive specifications or as they are called by some Job descriptions.” This Job analysisisaprocessin
which information reganding all the activities and responsibilities attached with a particular work
assigned to an individual employee are collected and examined. The complete Job Analysis contains
information relating to the following five factors - work products, necessary worker activities or
behaviour required by the Job, equipment used, factors in the work environment, personal
characteristics required to do the Job.

Uses of Job Analysis: Job Analysisis a procedure and tool for determining the specific tasks
and requirementsfor each Job. It refersto anatomy of the Job. Thus Job Analysisis major input to fore
cast future human resources. The information provided is essential in almost every phase of employee
relations.

The importance of Job analysis may be summarised as under :

)] It is helpful in organisational planning.

i) It providesredlistic basis for hiring, training, placement, transfer and promotion of personel.

iii) It helpsin determining wage and salary Admn.

iv) It provides information which enables us to change jobs. It is concerned with operational
Analysis, motion study, work simplification methods.

v) Itaimsat reducing labour costs.

vi) It helpsinimproving efficiency.

vii) It helpsin establishing clear cut standards.

viii) It providesopportunity for identifying hazardous conditions and unheal thy environmental factors.

iX)  Helpsin redesigning Job.

X)  Itactsasbasisfor Job Evaluation.

xi) It helpsin vocational selection.

Activity C :
In your opinion, to what extent, diffrent factors affected in your organisation, while designing
jobs.
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2.10 Job AnalysisInformation :

It provides the following information :

)] Job Identification

i)  Characteristics of aJob

i)  What atypical worker does

iv)  Which materials, equipment aworker uses
v)  Nature of operations

vi)  Recelved personal attributes

vii) Job Relationship

Job Analysis Process : Jobs can be analysed through a process which consists of five basic

steps. These steps consists of -

a) Collection of back ground information

b) Selection of representative positions to be analysed
c) Collection of Job Analysis data

d) Developing a Job description

e) Developing a Job specification

Phases of Job Analysis:

Phase| Preparation for Job Analysis
Phase Il Collection of Job Analysis Information
Phase 11 : Application of Job Analysis Information

Diagramatically; It can be shown in following manner

Phase- | Phase- I

Phase- 111

Preparation for Job Analysis Collection of Job
Analysis information

Applications of Job
Analysis Information

General familiarity Job identification,
with organisation Questionaire Devel opment
and type of work Data collection.

Applications

Job description
Job specifications
Job standards.
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Techniques used for Data collection for Job Analysis:

There are several techniquesthat can be used for the purpose of collection of data. Theimportant
among them are

a) Questionnaire Method

b) Interview Method

c) Jury of Experts

d) Record Method

€) Employee Log Method

f) Personal Observation

2.12 Job Description :

A Job descriptionisawritten statement that explains duties, working conditionsand other aspects
of a specified Job. It contains both organisational and functional information. It defines the scope of
the Job activities, Major responsibilities, positioning of a Job in the organisation. It provides the
worker, analyst and supervisor with a clear idea of what the worker must do to meet demands of the
Job.

Content of the Job Description :

i) Jobtitle

ii)  Organisational location of the Job.

iii) Supervision given and received.

iv) Designation of Immediate Superior.
v) Sdary leve.

vi) Completelist of Duties.

vii) Conditions of Work.

viii) Training and Developmental facilities.
iX) Promotiona channels and chances.

Thus Job description is astatement of Job contentsin the form of duties and responsibilities of a
specific Job. The preparation of a Job description is necessary before recruitment. It tellsin brief the
nature and type of a Job. In other words, it emphasises the Job requirement. As the title indicates, the
document is descriptive in nature and contains arecord of Job facts.

Characteristics of a Job Description :
Following are the important characteristics of a good Job description :

i)  Thefirst necessity of agood Job descriptionisthat it should have aproper title. Thetitle must be
meaningful.

i)  Job description should be upto date. All necessary changes must be incorporated from time to
time.
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iii) A good Job description must have all the relevant information relating to a Job.

iv) There should be clarity in duties and responsibilities.

v) A good Job descriptionisonethat is classic enough to incorporate the changes and amendments.
vi) A good Job description is one which is made clear to the employees for whom it is meant.

Activity D :
Write out a Job Description of your present Job, with the help of the theory provided to you.

2.13 Job Specification

Itiswritten statement of qualifications, traits, physical and mental characteristicsthat anindividual
must possess to perform the Job duties and disagree responsibilities effectively. Job specification
tranglates the Job description into terms of the human qualification which arerequired for a successful
performance of a Job. They areintended to serve asaguidein hiring and Job evaluation. Asaguidein
hiring, they deal with such characteristics as are available in an application blank, and also with
testing, interviewing and checking of reference.

Thefirst step in aprogramme of Job specificationisto preparelist of all jobsin the company and
wherethey arelocated. The second step isto secure and write up information about each of the jobsin
acompany. Theitemsto beincluded in Job specification vary according to the nature of the organisation
and theusestowhich they are put. However, items like age, sex, experience, skill, education, dexterity
areinvariably included in it.

Job Specification information includes -

a) Physical specifications : The physical specifications include the physical qualifications or
physical capacities which vary from Job to Job. Physical issues include physical featureslike height,
weight, chest, vision, hearing, ability to lift weight, health, age etc.

b) Mental specifications : The mental specifications include ability to perform, automatical
calculations to interpret datato read electrical circuits, ability to plans, reading abilities, judgement
capacity etc.,

¢) Emotional and Social Specifications: These factors include emotional Stability, flexibility,
Social adoptability, personal appearance include dress, postures voice €tc.,

d) Behavioral Specifications : These specifications include Judgements, Research, Creativity,
teaching ability, Self reliance, dominance etc.,

Minner criticises the Job analysis that these documents are too restrictive in nature and they are
not desirable becausethe Job islargely what an individual makes of it. Job descriptionsimpose undue
limitations on the devel opment of the individua in his Job.

9
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However Job analysis which taken into consideration the special and psychological needs of
employee would eliminate such criticisms.

Activity E :
List our specifications given to your Job, or you are very familiar with.

2.14 Summary :

Procurement is the first operative function of personnel management, which can be subdivided
into various sub functions like Human Resource Planning, Recruitment and Selection. Management
should determinethe kind of personnel required for a Job and the number of personsto be employed.
The organisation should find out right man in the right Job. Thorough knowledge of Job is essential to
perform these functions. Job Analysisis needed to know all these functions. Job analysisisatool for
determining the specific tasks and requirements of each Job. Job analysis, thus acts as major input to
forecast the future human resources. Thisinformation is essential in allmost every phase of employee
relations. All the Job analysis methods elicit information from asource and present that informationin
adesired format, such as Job description and Job specifications.

2.15Key words :

Job Design: It is the process of deciding on the content of the job in terms of its duties and
responsibilities. Two important goals of job design are to meet the organizational requirements
and to satisfy the needs of the individual employees.

Job Rotation: It involves periodic assignment of an employee to completely different sets of job
activities.

Job Enlargement: It means adding more and different tasks to a specialized job.

Job Enrichment: It is concerned with designing jobs that incorporate a greater variety of work
content, require a higher level of knowledge and skill and give the workers more autonomy and
more responsibility for planning. It deals with giving more responsibility, control of employees
over decision-making, well-defined jobs, opportunity to learn a job, more variety in job and op-
portunity to use skills and abilities.

Observation Method: It is a method of job Analysis which can be used in combination with
other methods. The methods depend observation method are direct observation, Work methods
analysis, including time and motion study and Micro nation analysis. Here in this method person
conducts the analysis, simply observe employees in the performance of their duties and records
the observations.

10



= C.D.E. (211 ) Nagarjuna University

Job Analysis: It isdetailed and systematic study of each job to establish in advance the standards
of the people to be appointed on job.

Job Description: It is a document that outlines the broad terms the purpose, scope and duties,
responsibilities of job for which a person hired.

Job specification: It isastatement of minimum acceptable human qualities necessary to perform
agiven job.

Job Evaluation: It isasystematic method for the objective determination of the relative worth of
jobs with in a company. It is a procedure for measuring the relative contribution of each job and
ranking these jobs in accordance with these measurements.

Job Requirements: A characteristic required of aworker to perform aparticular job successfully.

2.16 Self Assessment Questions:

1
2.
3.

Describe the relationship between Job requirements and different functions of HRM

What is Job Analysis? and explain its procedure.

Job Analysisisthe process of critically evaluating the duties and relationship of jobs. Evaluate
the statements.

Write a short note on Job Analysis.

Explain the meaning of Job description? How is it prepared? What are the characteristics of
good Job discription.

Explain the factors that influence the Job design.

What is Job Specification? Explain itsimportance in atypica organisation.

2.17 Further Readings:

1.
2.
3.

o

Stephen P. Robbing, 1983 organisational Behaviour, printice Hall of India Ltd. New Delhi.
Taylor FW. 1911 The principles of scientific management, Harper and Row, New York.

Harsey P and Balanchard, K.H. Management of organisational Behaviour, printice Hall of India,
New Delhi.

Memoria, CB, 1995 Personnel Management, Himalaya publishing House, Mumbai.
Hackman JR, 1977 : Perspectivesin Behaviour in organisations, Mc Graw Hill, New York.

Muni Ramappa, Shankaraidh, 1985 : Personnel Management and Industrial Relations, Excel pub-
lications, New Delhi.

Prof. D.A.R. Subrahmanyam
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Objectives

After studying thislesson, the student isableto:

describe the basi ¢ approaches to Human Resource Planning
explain the process of forecasting the personnel requirements

review the process of Human Resource Planning

T TV TV T

study the methods and techniques of demand and supply and identifying human resource re-
quirements.

Structure
3.1. Introduction
3.2. Meaningand Definitions
3.3.  Significance of Human Resour ce Planning
3.4. Reasonsfor current Interest
3.5.  Objectivesof Human Resour ce Planning
3.6. Human Resource Planning Types
3.7. Need for Human Resour ce Planning
3.8. Problemsin Human Resource Planning
3.9.  Human Resour ce planning process.
3.10. Summary
3.11. Keywords
3.12. Sdf Assessment Questions

3.13 Further Readings
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3.1. Introduction

Thelong run success of any organisation ultimately depends on having right peopleintheright
job at right time. Organisational goal s have meaning only when people with the appropriatetalent, skill
and desire are avail abl e to execute the tasks needed to realise goals. Human Resource Planning isthe
system of matching supply of the people with openingsin the organisations expected over agiventime.
Thus Human Resource Planning meansto see whether the personsto whom somework isassigned are
capabletodoit or not. Theability and the capability of employees changeswith the change of timeand
circumstances, therefore, the management should study the abilities of itsemployees and plan the capa-
bility of its man power accordingly. The essence of Human resource planning is the right man on the
right job and theright job for the right man.

If apersonisappointed at apost requiring more ability than the ability of aperson, hewill not be
ablein discharging his duties according to the requirementsof thepost. Similarly, if the person possess-
ing higher abilitiesis appointed at apost not requiring that much ability, hewill feel dissatisfied with his
job and the enterprise (will not be ablein the enterprise) will not be ablein exploiting hisbest abilities.

Manpower isregarded as the quantitative and qualitative measurement of labour forcerequired
in an organisation and planning in relation to manpower may be regarded as establishing objectivesto
devel op human resourcesin linewith the broad objectives of the organisation. In other words, Human
Resource Planning may be expressed as a process by which the organisation ensures the right number
and right kind of people at theright place at the right time doing theright thingsfor which they are suited
for the achievement of goalsof the organisation. It isatwo phased process by which management can
project the future manpower requirements and devel op action plansto accommodate the implications of
projections. Thus Human resource planning isthe process of devel oping and determining objectives,
policiesand programmesthat will develop. Utiliseand distribute man power so asto achievethe goals
of the organisation.

3.2.  Meaningand Definitions

Human Resource Planning isthe process by which amanagement determineshow an organisation
should move form its current manpower position to its desired manpower position. Human Resource
Planning is the double edged weapon. If used properly, it leads to the maximum utilisation of human
resources, reduces the excessive labour turnover and high absenteeism. It improves productivity and
aidsin achieving the objectivesof the organisation. If itisfaultily used, it leadsto disruptionin theflow
of work, lower production, lessjob satisfaction, high cost of production and constant headachesfor the
management personnel.

M c beath defines Human Resource Planning as*“ It invol vestwo stages. First stageisconcerned
with the details of planning man power requirementsfor all typesand level s of employeesthrough out
the period of plan and second stage is concerned with the planning of manpower suppliesto provide
organi sation with right type of peoplefrom all sourcesto meet the planned requirements.”

Accordingto Geider, “ Human Resource Planning isthe process - including fore casting, devel -
oping, implementing and controlling - by which afirm ensuresthat it hasthe right number of peopleand
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right kind of people at right place, at right time, doing things for which they are economically more
suitable”

Stainer defines Human Resources Planning as a strategy for acquisition, Utilisation, improve-
ment, and preservation of an enterpriseshuman resources. It relatesto establishing job specificationsor
the qualitative requirements of jobs determining the number of personnel required devel oping sources
of supply of manpower.

Thus Human resource planning consists of projecting future man power requirements and de-
veloping man power plansfor theimplementation of the projections.

Activity A : Indentify and present number of personnel at variouslevelsin your organisation.
3.3. Significance of Human Resour ce Planning

i)  Helpsintheselection and Development of the employees asit ensures that adequate per-
sons are selected well in advance so that they may be devel oped for anticipated openings.

i) Ithelpsin procurement of personnel

i)  Human Resources Planning helpsin formul ating manageria succession plansasapart of
the replacement planning process.

iv) Manpower forecasting, which high lights critical short age of important skills, helps the
management in avoiding disruption of production programmes and under utilisation of
plant capacity by timely corrective action.

v) Itasohelpsinidentifying areasof surpluspersonnel.

vi) Helpsin manageria succession plansasapart of the replacement planning processwhich
is necessitated when job change plans for managers are formul ated.

3.4. Reasonsfor current Interest

i)  Thechangesin production technol ogies, marketing methods and management techniques
have been extensiveand rapid. These changesare causing problemsrelating to redundan-
cies retaining and redeployment. All these contribute to the need to plan the human re-
source needsintensively.

i)  Acute shortage of a variety of skills emphasises the need for effective recruitment and
retaining people.

i) Cyclical fluctuation, discontinuties are effecting the man power requirementsand require
strategic consideration.
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iv) Changesin demographic profile of the work force interns of age, sex, literacy, technical
inputs and socia background have implicationsfor Human resource planning.

v) Legidative controls and Hire and Fire policies and also responsible to give relook into
human resource planning.

vi) Pressure groups such as unions, politicians, persons displaced from land by location of
gaint enterprises have been rai sing contradictory pressures on the management.

3.5. Objectives of Human Resour ce Planning
i)  Toensureoptimum use of human resources currently empl oyed.
i)  Torecuit and retain the human resources of required quantity and quality.
iil) Toforeseeemployeeturnover and make arrangements for minimising turnover.
iv) Tomeet the needs of programmes of Expansion.
v) Toimprovestandards, skills, knowledge etc.
vi) Toassetsthe surplusor shortage of human resources.
vii) To preparerecruitment policy.
viii) To promotethe personnel policy.
3.6. Typesof Human Resource Planning
Types of Human Resource planning can be distinguished by two criteria:

a) Canthebasisof thelevel at whichit isabove

b) Canthebasisof period for whichitisdone.

Human Resour ce Planning

On basisof level On the basis of period
|
I I
Macroleve Microleve
(National Level) (Industria Level)
I
Short period Medium period Long period

Fig 3.1: Typesof Human Resource Planning
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3.7.  Need for Human Resour ce Planning

Human Resource Planning anticipates not only therequired kind and number of employees but
also determinesthe action plan for all the functions of Human Resource M anagement.

)

Vi)

i)

It helps to satisfy the individual needs of the employees for promotions, transfers, better
benefitsetc.

It helpsin anticipating cost of salary, cost of human resourcesfor facilitating the formula
tion of budgets.

It tries to fore see the need for redundancy and plan to check it.
It helpsin fore seethe changesin values, aptitude and attitude of human resources.

It helpsin planning for physical facilities, working conditions, the volume of fringe ben-
efitslike canteen, schools, hospitalsetc.

It givesideaof type of teststo be used and interview techniquesin selection based on the
level of skills, qualifications, intelligence, valuesetc.

It provides scope for advancement and devel opment of employeesthrough training, devel -
opment etc.

viii) It causesthe development of human resourcesto meet the organi sational needs.

3.8. Problemsin Human Resour ce Planning

Though H R Pis benificial to the organisation, employees and Trade Unions, some problems
crop up in the process of Human Resource Planning. Important among them are,

)

ii)

Most employeesresist H R P asthey think that it increases the cost of manpower. Trade
unionsand employeesalsoresist H R P asthey view that it increasesthework |oad of the
employees.

Uncertaintieslike absenteei sm, seasonal employment, labour turnover etc., technological
changes, marketing conditions are making human resource planning lessreliable.

Due to low status given by the Indian Industries, Information system regarding human
resources has not yet fully developed. Further reliable data regarding economy, other
industries, labour market, trendsin human resourcesare not available.
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3.9.  Human Resour ce Planning Process
Human Resource Planning Process consists of thefollowing areas:

a) Analysingtheorganisational objectives.

b) Forecastingthe Human resource needs.

c) Projectingthe Human resource supply.

d) Estimatingthenet Human resourcerequirements.
e) Planningfor policiesand programmes

f)  Evaluating effectiveness.

a) Analysing theor ganisational objectives: The Organisation must specify the clear cut objec-
tives before starting Human resource planning. It must be the point of the corporate planning. 1t must be
integrated with the overall organisational plans. Human Resource Planning should be done carefully as
it hasgot long term impact. If wrong forecast for the future man power inventory are made, it may not be
possibleto rectify the errorsin the short run. Hencethe H R planning should be more concerned with
filling future vacancies with right kind of people rather than with matching existing personnel with
existing jobs.

b) Fore Casting Future Human Resour ce Needs: The demand for labour is derived form the
demand for an organisations goods and services. If other factors are held constant, the increased de-
mand for goods and services leads to an increased demand for labour. Inversely, a decreased demand
for goods and services generally resultsin adecreased demand for labour. Forecosts of the demand for
human resources can be shortage, mid range or long range, depending on how far the future goals are
Sef.

C) Projecting Human Resour ce Supply : Projections are estimates of the number of kinds of
employeesthat can be expected to constitute an organisation’swork force at somefuture pointintime.
Projections are based on a careful assessment of an organisation’s current supply, plus consideration of
employee movement into and out of the organisations.

Generally human resource planners make use of variety of techniquesto project future person-
nel needs. Thesetechniquesrangeform judgement to sophisticated quantitative models.

Some of thetechniquesare :

i) Judgement and Experience.
i) Budgetary planning,

i) Work standards

iv) Key predictivefactors.
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d) Estimating the Net Human Resource requirement : The next maor step in the Human
Resource Planning processis comparing the forecast needsfor human resources with the proj ections of
internal supply. By subtracting the projected supply from theforecast needs, planner can determinean
organisation’s net empl oyee requirementsfor asfuturepoint in time. No employee requirements should
be determined for each job in an organisation as well asfor the organisation asawhole.

e Planning policiesand programmes: After employee requirements aredetermined action plan
for redeployment, redundancy and retrenchment or, action plan for recruitment, Development etcisto
be initiated. It is new stage where planners generate and evalvate aternative resources policies and
programsto handle anticipated surplus or shortages.

If thefuture supply of human resourcesfrom all the external sourcesis estimated to beinadeguate
or less than the recruitments, the man power planner has to suggest the management to alter the
organisational plan.

Inview of shortage of certain categories of employees, the organisation hasto take care not only
of requirementsbut also retention of existing employees.

Activity B : Identify and study the Manpower planning process in the organisation where you are
working or your are familian with.

Retention plan should include:
1) Adjustment of salary levelswith those of the comparableindustries.
2) Providing opportunitiesfor career devel opment.
3) Providing extensivetraining
4) Providing scopefor extensive participation.

f) Evaluatingthe H R P effectiveness: Organisations should evaluate their H R P effortsto
determine their effectiveness in helping to achieve organisational goals and objectives. Evaluatingin
termsof costsand benefitsisdifficult. Though planning hasdefinite costs, its benefits are moreintan-
gibleand very difficult to measure.

3.10. Summary

Human Resource planning concerned with the utilisation of human resourcesto help attain an
organisations objectives. H R P ensuresright mantoright job at right time at right place. Itisneeded
because of expected changesin technology, environment, management plans etc.
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3.11. Keywords

3.12.

3.13.

Man Power Planning: Estimating how many employees and what types of employees an
organization require at sometimein the future and making plansto meet those requirements.

Human Resour ce Forecast: It is a determination of the demand for different categories of
employeeswith appropriate skillsfor specified time periodsin thefuture.

Basic Factor: It means avariableto which manpower demand is related.

National L evel HRP: Generally Government at the central level plansfor the human resources
at the national level. It forecaststhe demand for and supply of human resources. It takes stepsto
adjust the demand by altering its economic, industrial and agricultural policies and adjust the
supply through its popul ation policy.

Agelnventory: It includes age wise number and category of employees. Itindicates agewise
imbalancesin present inventory, which can be correl ated in future sel ections and promotions.

Redundancy Plan: It includestype and number of employees, time of and place of retrench-
ment, type of help to be extended to retrenched employeesin theform of compensation, helpin
getting new job, Priority in filling future vacancies.

Self Assessment Questions

Define Human Resource Planning ? What areits objectives ?

Explain the process of Human Resource planning ?

What are the techniques for Human Resource planning ?

A w DN P

What do you understand by Human Resource planning ? How would you draw up aman
power plan for an organisation.

What factors do you consider while forecasting manpower needs of the organisation ?
What are the benefits of Human Resource planning ?
Review the major activities of Human Resource planning ?

Further Readings

John Edwards, Man power planning, John Wiely; New York, 1983.

Harris O, Jesf Jr, Managing people at work : Concepts and casesin inter-persona Behaviour,
John Wiley & Sons, New York, 1976.

SharmaA.M, Human Resoure Management, Himalaya publishing House, Bombay, 1995.

SubbaRao. P, Rao V SP, personnel / Human Resource Management, Konark publishers pri-
vate Limited; New Delhi, 1998.

Prof. D.A.R. Subrahmanyam
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LESSON -4

RECRUITMENT - SOURCESAND METHODS

Objectives
After reading this lesson, you should be able to;
* understand the nature and policy of Recruitment ;
* explain and evaluate various methods of Recruitment ;
*  describe the recruitment practicesin India.

STRUCTURE
4.1 Introduction
4.2  Policy of Recruitment
4.3  Sourcesof Recruitment
44  Methods of Recruitment
45  Evaluation of Recruitment Programme
4.6  Recruitment practicesin India

47  Summary
48 Keywords

49  Sdf Assessment Questions
4.10 Further Readings

4.1 Introduction

Once the required number and kind of human resources are determined, the organisation has
to find where the required human resources are available and a so find the means of attracting them
towards the organisation Recruitment is the process of discovering potential applicants for actual or
anticipated organisational vacancies.

4.2 Policy of Recruitment
Recruitment is a continous function which involves the following stages

- Recruitment policy

- Organising for recruitment

- Forecasting manpower requirements

- Discovering appropriate manpower sources.

- Different techniques used for utilising these resources
- Evaluating the recruitment programme



Human Resource Management 4.2 Recrutment... s

Recruitment is defined as a process to discover the sources of manpower to meet the
requirements of the staffing schedule and to employ effective measurersfor attracting that manpower
is adequate numbers to facilitate effective selection of an efficient work force”. Edwin B Flippo
defined recruitment as “the process of searching for prospective employees and stimulating then to
apply for jobsin the organisation. Flippo viewed recruitment both as“positive” and negative activity,
It is often termed positive in that it stimulates people to apply for jobs to increase ithe hearing ratio,
the number of applicantsfor ajob. Selection on the other hand tends to be negative because it rejects
agood number those who apply leaving only the best to be hired.

4.2.1 Recruitment Policy:
A “recruitment policy” in its broader sense involves a commitment by the employer to such
genera principles as
- To find and employ the best qualified persons for each job
- To retain the best and most promising of those fined
- To offer promising opportunities for left fi time working
- To produce programmes and facilities for persona growth on job.

According to Yodev ithe recruitment policy is concerned with quality and qualifications of
manpower. |t establishes broad guidelines for the staffing process. Recruitment policy of any
organisation is derived form the personnel policy of the organisation. Recruitment policy should take
into consideration the government’s reservation policy, policy regarding sons of soil etc., personnel
polices of other organisations.

A good recruitment policy must contain the following elements;

- organisation’s objectives -both in short - term of long term must be taken into consideration.
- Identification of the recruitment needs

- Preferred sources of recruitment

- Criteria of selection and preferences

- The cost of recruitment and financial implications of the same

4.2.2 Impact of personnel policieson Recruitment polices: Assaid above Recruitment policies
are mostly drawn from personnel policies of the organisation. These general personnel policiesprovide
a variety of guidelines to be spelt out in recruitment policy. After formulation of the recruitment
policies, the management hasto decide whether to centralise or decentralise the recruitment formation.
Some organisations prefer centralized recruitment (government and commercial banks) while some
organisations prefer decentralized recruitment practice (Railways). Most organisationshavean policy
on recruiting internally (within company or organisation) or externally (outside the organisation).
Generally, the policy isto prefer internal sourcing, as external employees know the organisation, well
and they can easily fit to the organisations culture. In multinational corporations, there is the policy
relating to the recruitment of local citizens, because they can understand local languages, customes
and business practices better.
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Activity A

Describe below the recruitment policies of your organisation.

4 .3 Sources of Recruitment:

The sources of recruitment are broadly divided into internal sources and external sources.
4.3.1. Internal sources. Internal sources include personnel aready on the pay-roll of the

organisation. This source also includes personnel who were once on the pay-role of the organisation
but who plan to return or whom this organisation would like to rehire and those who quit voluntarily
or production lay-offs.

Merits of Internal Sources

It promotes loyalty among the employees
Morale of the employees can be improved
It provides a sense of job security and opportunity for advancement

iv. It isless costly compared to outside sources

V. It is used as atechnique of motivation

Vi. It isatraining device for developing middle and a top-level managers

vii.  Loyalty, commitment a sense of belongingness, and security of the present employees can be
enhanced.

Demerits:

It often leads to inbreeding, and discourages new blood from entering an organisation.
It isdisfunctional to the organisation to utiliseinferior internal sources when better candidates
are available outside.

4.3.2 External Sources: External sources lie outside the organisation, they include a) public

employment exchanges b) private employment agencies ¢) management consultants d) campus
recruitment e) casual applicants f) professional organisations and g) other sources.

a)

b)

Public Employment Exchange: The government setup Public Employment exchanges in
the country to provideinformation about vacanciesto the candidate and to help the organisation
in finding suitable candidates. The employment Exchange Act, 1959 makes it obligatory for
public sector and private sector enterprisesin Indiato fill certain types of vacancies through
public employment agencies.

Private Employment Agencies. Private employment agencies perform the recruitment
function on behalf of a client company by charging fee. They also provide complete time of
services which include advertising position, screening the applicants and going guarantee to
employees.
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C) Management Consultants. They specialise in middle and top level executive placements.
These agenciesact asabutter inn screening the candidates and keeping the prospective employee
anonymous. In the final state senior executive of the prospective firm move into negotiation
with applicants and determine degree of natural interest.

d) Campus Recruitment: Universities and Institutions, Colleges provide facilities for campus
recruitment and selection. They maintain the bio-data and performance required of the
candidates .. Organisations seeking to recruit the candidates from this source can directly contact
these colleges and universities directly.

€) Professional Organisations. professional organisations or associations maintain bio-data of
their members and provide the same to various organisations on requisition. Organisation find
these source more useful to recruit the experienced and professional employeeslike executives,
managers, engineers etc.

f) Casual Applicants: This source provides an excellent supply of stock piled applicants. De-
pending upon the image of the organisation, its prompt response, level of employment, poten-
tial candidates apply casually for jobs through mail or hand over the applications in Human
Resource Department.

0) Other Sources: Friends and relatives of present employees are also a good source for which
employees may be drawn. Trade unions a so provide manual and skilled workers. Voluntary
organisations like social organisation, non-profit organisations associations also provide em-
ployees fihandi capped, widowed women, old persons, retired people, etc, isresponseto adver-
tisement potentials of utilising workersis older age group isan important source of additional
supply. This source provides an opportunity to gain fullest benefits from employment of the
nature and old workers.

Activity B :
Recall your first oppintment and mention which sources of recruitment was used by recruiters
of from organisation.

4.4 Methods of Recruitment :

Dunn and Stephens summaries the recruiting methods into three categories direct, indirect
and third party.

a) Direct methods. These include sending recruiters to educational and professional institu-
tions for campus recruitment. The placement office of a college, usualy provides help in attracting
students arranging interviews, furnishing space, and providing student resumes. Sometimes,
organisations firms directly solicit information from the concerned professors about students with an
outstanding record. Other direct methods include sending recruiters to conventions and seminars,

4
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setting up exhibits or fairs, and using mobile office to go to the desired centers for managerial, profes-
sional and sales personnel, campus recruitment is the best methods.

b) Indirect methods. Indirect methods involve mostly advertising in newspaper, on the
radio, is trade and professional journals, technical magazines and brochures, Television and Internet,
Advertisements are most popular methods of communicating public job vacancies.

Advertiser provides the candidates the information about the job and organisation and encour-
ages them to apply for jobs.

Radio and Television only are use by government departments only. Companies in the pri-
vate sector are hesitant to use the media because of higher Radio and television can be used to attract
swelled workers. And Internet isused to reach technical personnel like software and hardware people.

c) Third Party Methods: These include the use of commercia or private employment
agencies, state agencies, placement after college, professional associations, management consultancy
firms friends and relatives.

Modern sourcesof Recruitment
A number of modern recruitment sources are being used by the organisations in addition to
traditional sources. These sources are walk-in, consult in, Body shopping, Internet recruitment.

a) Walk-in: Modern Organisation advise the advertise an potential candidates to attend for an
Interview directly in without a prior application on a specified date, time and at a specified
place. The potential candidates from among the interviews will be selected for appointment
after screening the candidates through tests.

b) Consult in: Organisation encourage the potential job seekers to approach them personally
and consult them regarding the jobs, and select the suitable candidates through the selection
process.

C) Body shopping: Professional Organisation and hifitech training institution devel op the pool
of human resourcesfor the employment. These professional and traininginstitutionsare called
body shoppers and their activities are known as body shopping the body shopping is used
mostly for computer professionals.

d) Internet Recruitment: Information Revolution helped the organisations to use Internet as a
source of recruitment and advertisement. Organisation advertise the vacancies through world
wide web (www) and the potentia applicants send their application through e-mail

4.5 Evaluation of Recruitment process:
The recruitment process has the objective of reaching for and obtaining application from job-
seekers keeping this mend, the evaluation of Recruitment process include,

- Return rate of applications sent out
- Number of suitable candidates for selection
- Retention and performance of the candidates selected

5
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- Cost of the recruitment process
- Time lapsed data.

4.6 Recruitment Practicesin India:
The different sources of recruitment in India are:
)] Internal sources or within the organisation
i) Temporary workers
1)) Casual workers
iv) Employment Exchanges
V) Advertisements
Vi) Candidates introduced by friends and relatives
vii)  Campus recruitment like [IM, 11T, 11S and NITI.

viii)  Sons of the soil : The Government of India issued directives to public sector enterprise to
recruit local candidateson primary basis. The natural committee on labour, in this connection,
recommended for providing employment to local persons. Public sector organisations and
multinational corporations have started providing jobs to son of the soil on primary basis.

iX) Labour contractors

X) Specified communities and categories. According to the Government directives the
organisations, particularly public sector haveto recruit candidatesto the specified extent from
the scheduled castes, scheduled tribes, backward committees and from specified classes like
physically handicapped, ex i servicemen, and women etc.

4.7 Summary :

Recruitment is an important HRM function, without attracting adequate member of qualified
people the organisations cannot be expected to work effectively. Rational recruitment necessitates
sound recruitment policy and effective proceduresfor discovering sources and techniques for tapping
them and continuing evaluation.

48 Key words:
Recruitment: It is the process of searching for prospective employees and stimulating them to
apply for job in organization.

Recruitment sources. Internal and external: Internal means recruitment of personnel within the
organization, externals sources include attracting people through advertisement, campus inter-
views, employment exchanges, private agencies etc.

Third Party Methods: These methods include commercial and private employment agencies,
state agencies, and placement offices of schools, colleges and professional associations, recruit-
ing firms, management consulting firms, friends and relatives.

6
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4.9 Self Assessment Questions :

1

N o o MWD

Explain recruitment policy?

Discuss relative merits and demerits of source and methods of recruitment?

Explain the recruitment process?

What are the modern sources of recruitment?

What is meant by Recruitment? What are characteristics of good Recruitment Policy?
Describe the procedure of recruitment in aindustrial concern.

Discuss the various sources of personnel supply and a particular methods or techniques
of recruitment of manpower giving suitable examples from India.

Evaluate the relative problems and merits of provate V'S public sources of personnel or
manpower supply.

Examine the merits and limitations of recruitment from with in, recruitment through
advertisment.

4.10 Further Readings
MonappaArun, Siyaddin, Mirza 1994 Personnel Management Tata McGraw Hill publishing
co : New Delhi.

Mamoria CB, 1998, Personnel Management Himalaya Publishing Compnay : Mumbai.
Chobra T.N. 2000, Human Resource Management, Dhanpat Rcuis Company, New Delhi.
Robbins Stephen P. Couttr Many, 1998, Management, Printice Hall of India, New Delhi.

BhagoliwalaT.N. 1991, Personnel Management and Industrial Relations, Sahitya Bhavan,
Agra

Dr.T. Srinivas
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LESSON -5

SELECTION AND INDUCTION

Objectives
After completion of reading this lesson you could ableto :
- define selection and explain its significance
- understand the selection process and its stages
- identity the tools of selection
- understand the concepts of placement and orientation
- understand purposes of orientation of induction

- explain the process and its stages

STRUCTURE::
51 | ntroduction

52 Selection Policy

53 Selection Process

54 Selection Methods

55 Orientation or Induction
5.6 Summary

5.7 Key words

5.8 Self Assessment Questions
59 Further Readings

5.1 Introduction

Selection is the process of examining the applicants with regard to their suitability for the
given job, and choosing the best from the suitable applicants and rejecting the others. The process of
selection involvesthree stages namely recruitment, screening and selection. The organizational practices
in Indiawith regard to selection vary from public sector to private sector concept, objectives and
significance of selection.

The selection procedure is concerned with securing relevant information about an applicant.
The Objective of selection processisto determine whether an applicant meets the qualifications for a
specific job and to choose the applicant who ismost likely to perform well inthat job. Selectionisa
process of thinning a pool of qualified applicants. All selection activities exist for making effective
selection decisions. Each activity is a step in the process that forms a predictive exercise - decision
makers seeking to predict which job applicantswill be successful if hired. Successful, means preparing
well on the intend the organisation uses to valuate personnel.
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According to Yadev “The having process of one or many ‘go, no, go’ gangs. Candidates are
screened by the application of these tools. Qualified applicants go on to the next hurdle, while the
unidentified are eliminated”

5.2 Selection Policy

While formulating a selection policy, due consideration should be given to organisationa
requirements as well as technical and professiona dimensions of selection process. Yodev is as
suggested “ Selectionisusually regarded asanegative processi.e. rg ection of candidatesfor aposition”.

Activity A
State the selection policy of four office or an organisation you are familiar with.

5.3 Sdlection Process

Selection processisacrucia, complex and continuing function. The ability of an organisation
to attain its goals effectively and to develop its a dynamic environment largely depends upon the
effectiveness of its selection programme. If right personnel are selected, the management of personnel
becomes eadlier, the employee contribution and commitment will be at optimum level. If the right
person is selected he becomes a val uable asset to the organisation and if faculty selection is made, the
employee will become aliability to the organisation.

Selection process typically follows a standard pattern, beginning with an initial screening
interview and concluding with thefina employment decision. Thetraditional selection processincludes
preliminary screening; Application Scruting, employment tests; comprehensiveinterview; back ground
investigations, physical examination and final employment decision to hire.

The following are the steps in selection process.

a. Initial screening or preliminary interview : Thisis a storing process in which prospective
applicants are given the necessary information about the nature of job and also, necessary
information is elected from the candidates about their education, experience, skills, etc. If the
candidate is found to be suitable, he is selected for further process. It is a process of reducing
the applicantsto afew who have better chance of selection than those screened out.

b.  Application Scrutiny : Theapplicant isasked to give detail sabout age, mantal status, educational
qualification, work experience and reference. Different types of application forms may be used
by this same oganisation for different types of employees e.g. one for clerks, the other for
managers. An application form should be designed to serve asan effective preliminary screening
device.

C. Selection Tests : Tests attempt to measure certain characteristics of individual applicants some
important tests are : knowledge tests, ability tests, aptitude tests and simulation tests.

2
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d. Employment Interview : An interview is a face to face observational and personal appraisal
method of evaluating the applicant. An employment interview should serve three purposes 2) i)
Obtaining information ii) giving information and iii) motivation.

e. Reference cheeks and Recommendations or Background information. The applicant is asked
to mention in his application the names and addresses of his previous employers, friends or
professional colleagues. They are approached by mail or phone and requested to furnish their
frank opinion about the candidate. These reference checksindicate past behavior and how well
the applicant did at thislost job.

f.  Physical examination: Certainjobsrequireunusua stamina, strength or tolerance of hard working
conditions A physical cheek -up reveals whether or not a candidate possess these qualities the
basic propose of aphysical examination isto place personsin jobswhich they can handle without
injury or damage to their health. Candidates are medically examined either by the company’s
physician or by amedical officer approved by the company for the purpose.

g. TheSdection or final Decision : Applicantswho crossall the stepsare finally considered by the
organisation. If there are more persons than the number required for ajob the best onesi.e, those
with the harvest scores are finally sel ected.

Activity B :
Give selection process of Four organisation.

5.4 Selection Methods:

There is no standard selection process that can be followed by all the organisations.
Organisations may follow different selection methods depending upon the side of the organisation,
natures the business, government rules and regulations. Thus, each organisation may follow any one
or the possible combinations of methods of selection in the order suitable to it. Following are the
selection methods generally followed by the organisations.

a) Application Form : Anapplicant formisatraditional, widely accepted device for getting
information, from a prospective applicant which will enable a management to make aproper selection.
It servesaasaconvenient devicefor circulating information about the applicant to appropriate members
of management and as a useful device for storing information for later reference. Organisation use
different applicationsformsfor different jobsat different levels. For technical and manageria personnel,
the form may receive detailed answers to questions regarding the candidates education, experience,
etc Information is generally required on the following items in the applicant forms.

1) Personal background information I1) Educational qualification
[11) Work experience 1V) References



Human Resource Management ( 5.4 ) Sdection

Activity C :
Create an application Blank which suits to your organisation.

b) Weighted Application form : Some organisationsanalyze the information on an application
blank and determine statistically its relation to later success in the job. Under this method, certain
points of weights are assigned to the answers given by the applicant in the application form. Those
with scorers that minimum attained by past or present successful employees will be finished.

c) Employment tests : A test has been defined as a systematic procedure for comparing the
behaviour of two or more persons. It isasample of an aspect of anindividual’s behaviour, performance
or attitude.

Purpose of Tests: Psychological tests are used for more than one purpose. They are used for
the purpose of

- Selection of candidates for an organisation.

- study the human behaviour and personality

- guiding and counselling students seeking admission into schools and colleges.

- eliminating the possibility of prejudice on the part of the interviewer.

- measurement of jobs - related abilities and skills accurately and adequately.
According to Wendell, tests are used in business for three primary purposes.

i)  The selection and placement of new employees.

i)  Inappraising employees for promotiona purpose and

iii) For counselling employees.
Concepts of Testing : Testing concepts include job analysis, reliability and validity.

a. JobAnalysis: Job analysis provides basic information about the type of the candidate needed
by the organisation by indicating the specific requirements of each job. Job analysis provides a
realistic basisfor hiring, training placement and promotion of personnel. Job description provides
both organisational information and functional information. Job specification translate the job
description into terms of the human classifications which are received for a successful
performance of ajob. Thus, employee specification isthe basisto decide upon a particul ar test or
tests and minimum acceptabl e score in order to test whether the candidates possessed the required
amount and degree of behaviour and qualities like intelligence, aptitude to perform the job
successfully.

b. Rdiability : Test reliability is the consistency of scores obtained by the same person when
retested with the identical test or with an equivalent form of test. If a person obtains same or
similar scoresin thetest conducted in different times, under the same conditions, thetest issaid

4
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to be reliable. Generaly as suggested by Beach he reliability coefficient should be between to
.8510 1.00 In general, higher reliability can be obtained from written tests.

c. Validity : Validity refers to the extent to which a test measures what it is designed to measure.
Each selection test aims at finding out whether a candidate posserssed that particular skill or not
for exzashort - hand test, should accurately measure apersons ability to takedictation. According
to Dale S. Beach, there are five kinds of validity viz., concurrent validity predictive valldity,
content validity constent validity and face validity.

Types of tests: Tests are classified into five typesthey arei) Aptitude tests ii) Achievement
tests iii) Situational tests iv) Interest tests v) Personality tests vi) Graphoogy testsand vii) Polygraph
test.

i) Aptitude Tests: These tests measure whether an individual has the capacity or latent ability to
learn agiven job if given adequate training. Aptitudes can be divided into general and mental ability
or intelligence and specific aptitudes such as mechanical clerical and mental capacity etc.

a) Mental tests measure intelligence quotient of a candidate. These tests measure capacity for
comprehension, reasoning, word fluency, variable comprehension, numbers, memory and
space.

b) Mechanical Aptitude Tests : These tests measure the capacities of spatial visualisation,
perceptual speed, and knowledge. These tests are useful for selecting apprentices, skilled,
mechanical employees, technicians, etc.,

c) Psychomotor tests : These tests measure abilities like manual dexteriy, motor ability and
eye- hand coordination of candidates. These tests are useful to select semi-skilled workers.

ii) Achievement Tests: These tests measure the skill or knowledge which is acquired as aresult
of training programme and on the job experience. These tests are classified into a) Job knowledge test
and b) work sample test.

a) Job knowledge Test : These are administered to determine knowledge of typing short-hand
and in operating computers, or simple mechanical equipment. Such tests are useful for
office workers, supervisors, stenographers, sales girls etc.,

b) Work sampletest : Under thistest a price of actual work is given to the candidate as atest
and the candidate is asked to do it. For example, atyping test would provide the material to
be typed and note the time taken and mistakes committed.

iii) Situational Test : Situational test evaluates a candidate in asimilar rea life situation. In this
test the candidate is asked either to cope with the situation or solve critical situations of the job.

iv) Interest Test : Thesetests are designed to discover a person’s areas of interest and to identify
the kind of work that will satisfy him. The purpose of thistest isto find out whether a candidate is
interested or disinterested in the job and to find out in which area of the job / occupation the candidate
isinterested.
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V) Personality Tests : These tests measure a projective employees motivation in a particular
working environment and prise deeply to discover elvesto areindividua’s value system, hisemotional
reactions and motivation and his characteristic mood.

The assess his motivation interests, hisability to adjust himself to the stresses of every day life
and his capacity for inter - persona relations and self - image. Examples of such tests are Bell’'s
Adjustment inventory, the California test of Personality scale, Minnesota multiphasic personality
inventory thematic Apperception test, The Thurstonetemperaments survey, and guild ford - zimmerman
temperament survey.

a) Objectivetests: These tests measure neurotic tendencies, self - sufficiency, dominance -
submission, and self - confidence. Most personality tests are objective tests as they are
suitable for group testing and can be scored objectively.

b) Projectivetests: Candidates are asked to project their own interpretation of certain standard
stimulus situations basing on ambiguous pictures, figures etc., under these test. The way in
which he responds to these stimuli depends on his own values, motives and personality.

vi) Graphology test : It isdesigned to anayse the hand writing of an individual. Anindividual’s
hand writing can suggest the degree of energy, inhibitions and spontaneity, and elements of balance
and control. For example, big letters and emphasis on capita letters indicate a tendency towards
domination and competitiveness. A dlant to the right, moderate pressure and good legibility show
leadership potential.

vii) Polygraph tests: Thesetests are designed to ensure accuracy of theinformation giveninthe
application. Thesetestsrecord on paper posological changesin blood pressure, pulse, skin, sensitivity
caused by stress.

d) Employment interviews : The interview is a selection tool which enables the employer to
view the total iduvidual and directly appraise him and his behaviour. By ‘interviewing is meant
deliberate, activetesting with apurposeto draw the other person out, to discover what he really wants
to say and to give achance to express himself freely. According to Scoot and others aninterview isa
purposeful exchange of ideas, the answering of question and communication between two or more
persons.”

An employment interview should serve three purposes i) obtaining information ii) giving
information and iii) motivation.

Types of interviews:
The types of interviews are

)] Informal interview
i) Formal interview
iii) Planned interview

iv) Patterned interview
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V) Non- directive interview
Vi) Depth interview

vii)  Stressinterview

viii)  Group interview and

iX) Panel interview.

i) Informal Interview : This s the interview which can be conducted at any place by any
person to the basic and non-job related interview. The interaction between the candidate and the
personnel manger to examine about the vacancies or additional particulars in connection the
employment advertisement.

i) Formal Interview : This isheldinamoreformal environment by the employment officer
help of and questionsthis for discussion areitems and experts are allotted different structured areas
and questions to be asked.

iii) Planned Interview : Thisisaformal interview planned carefully. Theinterview hasaplan
of action worked out in relation to time to be devoted to each candidate, type of information to be
sought, information to be given, etc.,

iv) Patterned Interview : Thisisthe most common method of interview. It is also aplanned
interview but planned to a higher degree of accuracy and precision. In this type of interview, every
pertinent detail bearing on waht isto be acomplished what kind of information to be sought or given,
how the interview is to be conducted, and how much timeisto be allotted to it, must be worked at in
advance. A list of questions and areas is carefully prepared and interviewer goes down the list of
guestions, asking them one after another, with very little deviation.

V) Non - directive Interviews: Thisis designed to let the candidate speak his mind freely. It
is unstructured and is reatively non-planned. In this interview the candidate is given freedom to tell
about himself by revealing his knowledge on various areas his back ground and expectations and
interest etc. The purpose of such interview isto determine what kind of person a candidate really is.

vi) Depth interview : Inthistype of interview, the candidates would be examined extensively
in core areas of knowledge and skills of thejob. It is designed to intensively examine the candidates
background and thinking so that a correcive evaluation and desison may be made.

vii) Sressinterview : Thisisdesigned to test the candidate and his conduct and behaviour by
putting him under conditions of stress and strain. In the stress interview, the interviewes puts the
candidate on the defensive by typing to aunoy him. Interviewer tests the candidate by putting him
under stress and strain by interuptly the applicant from answering criticising his opinons, asking
guestions pertaining to unrelated areas, keeping silent for long period and putting him in an
awkward situation by dropping some thing an the floor and asking him to pick it up. Accusing him
that heislying and so on.
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viii) Group Interview : Thisis designed to see the candidates react to and against each other.
All the candidates are brought into one room and onetopic is given for discussion to the candidate
and they are asked to discuss the topic is detail. Their type of interview helps the interviewer in
appraising certain skilssof the candidateslikeintiative, inter - personal skills, dynamism, presentation
leading etc.

iX) Panel Interview : Thisisdone by members of the interview board or selection committee.
(The candidate may be asked to meet the panel individually) A panel of experts interviews each
candidate, judges his performance individually and prepares a consolidated judgement based on each
experts’ judgement. Thisisdone usually for maneger and manegerial positions. It poolsthe collective
judgement and wisdom of member of the panel.

Activity D :
Recall your selection placess and Explain what types of interview you have seen. Give your
opi

€) Physical Examination : Certain jobs require certain physical qualities like clear vision,
perfect hearing, unusua stamina, clear tone, tolerance of hardworking conditions etc., Medical
examination reveals whether or not a candidate posseses these qualities.

f) Reference cheeks : After completion of the fina interview and medical examination, the
personnel department will engagein cheeking references. Candidates are required to give their names
of references in their application form. There may be his previous employer friends or prefessional
colleagues. They are approached by mail or phone and requested to furnish their opinions about the
candidate.

Selection is considered as a hegative process, where as placement is a positive one. Once the
employee isaccepted, he must be introduced to hisjob, fellow employeesand hiswork environment.
A proper placement reduces employee turnover assenting, accident rates and improve morale.

Selection is usually regarded as a negative process i.e., regjection of candidates for a position.
Placement, on the other, isapositive process and consists of filling positionswith qualified candidates.

When once the candidate reports for duty, the organisation hasto place hisinitially in that job for
which heisselected. Thecondidatewill betrained in variousrelated jobs during the probation period.
Probation period generally various between six months to two years.

Placement is the determination of the job to which an accepted candidate is to be assigned and
his assignment to that job. It isamatching of what the superior has reason to think he can do with the
job demands, it is a matching of what he imposes, and what he others in the form of payroll,
companionship with others promotionatianl possibilities etc.

8
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5.5 Orientation or Induction concept

Induction is introduction of an employee to the job and the organisation yoder at a defines it,
“once the employee is accepted, he must be introduced to his job, his fellow employee and his
environment.” The process of guiding and councelling the individual variously called induction or
orientation. Any neglect in the area of induction or orientation may lead to high labour turnover,
contusion, wasted time and expenditure.

a) Purposes of orientation
The following are the principal purposes of orientation.
1. To reduce the start - up costs for a new employee
2. To reduce the amount of anxiety i.e fear of failure on the job
3. To reduce new employee turnover
4. To save time for superior and co - workers
5. To develop realistic job computation, positive attitudes towards the organi sation.
6. To reduce grievances

b) Sepsin Induction programme
A typical induction programme should consist of three steps:

i) General orientation by thestaff of the per sonnel departments: Thisisnormally conducted
by the personnel department. It gives necessary general information about the history and activities
of the organisation. The purpose is to help an employee to build up some pride and interest in the
organisation. Information isalso given on specific employee series, such as personal, health, provident
fund, gratuity, welfare to safety programmes, etc.

ii) Specific orientation by thejob superior : Thistype of induction given by the job superior.
The employee is shown the department and his place of the employee is shown the department and
his place of work, introduced to other employees, and location of facilities, andistold the organisations
specific practices and customs. The purpose of specific induction is and enable and employee to
adjust himself to his work and environment.

iii) Follow - up orientation by either the personnel department or the superior : Follow - up
orientation is conducted with in one week to six months of the initial induction by a foreman or a
specialist Its purposeisto find - out whether the employee is reasonably well - satisfied with him.

A good induction programme should cover the following

The company, its history and products, process of production and operation involved in his job.
Structure of the origination of function of various departments.

The significance of the job with all necessary information including job hazards.

Personnel policy and sources of information

Terms of conditions of service, amenities and welfare activity
9
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Rules and regulations

Grievance procedure and discipline handling

Social benefits and recreational services

Opportunities, promotions, transfers, suggestion schemes, and job satisfaction.
c) Advantages of Induction are

First impression about organisation resultsin less turnover.

Reduces employee dissatisfaction and grievances

New employee adjusts himself to the work environment very quickly and easily.

Develops a sense of belongingness and commitment.

5.6 Summary :

The selection involves three stages - recruitment, preliminary screening and selection. The
selection process includes - preliminary screening; application scrutiny, employment tests,
comprehensive interview, back ground investgation, physical examination and fina employment
decission to here. In each stage different testsare conducted to predict thejob successof the candidate.

Placement is a positive process and consists of filling positions with airlifted candidates. Selective
placement offers benefitsto both organisation and undiluted. Orventation Inductionisintroducing new employee
to hisjaob, hisfellow employees and to hiswork environment.

5.7 Key words
Selection: It isthetool in the hands of management to differentiate the qualified and unqualified
applicants by applying various techniques like interviews, tests etc. It is the process in which
candidates are divided into two classes those who are to be offered employment and those who are
not.

Psychological testing: Itissystematic procedure for comparing behaviour of two or more persons.

Performance Tests: In this test, the applicant is asked to demonstrate his ability to do the job.
Aptitude tests: An aptitude test measures the potential ability of a candidate to learn a new job.

Personality test : These tests seek to assess an individuals motivation, adjustment to the stresses
of every day life, capacity for interpersonal relations and self image. These are expressed in terms
of therdlative significance of such traitswithin the person as self confidence, ambition, decisiveness,
optimism, patience, fear and distrust.

I nterviews: It isaconversation between theinterviewer and intervieweeto accessthe potentialities
of the later by gestures, facial expressions and other communicative behaviour.

Sressinterview: Itisadediberate attempt to create pressure to observe how an applicant performs
under stress.

10
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Exit interview: It isthefinal step in the employment procedure. It is conducted in the personnel
department during the terminating employeeis last day on the job. Here the employee will be
permitted to express freely about the reasons for leaving. Any misunderstanding that might have
resulted in hisleaving will be corrected.

Placement: It is offering the job to the finally selected candidate.

Induction: When acandidateisfinally selected heisissued the appointment letter and is asked to
join the organization on or up to a specified date. Induction is follow up action of hiring and
concerned with problem of introducing or orienting new employees to the organization.

5.8 Sdf Assessment Questions

No oagk~owbdRE

®©

0.

10.
11.

12.
13.
14.

What is selection? Examine its significance
Which types of tests are most useful in employee selection?
Define selection - Explain the process of selection.
Discussthe main principles of selection.
Present the procedure for selecting the personnel.
Write a note on Induction.
What is difference between Selection and placement? Indicate the importance of selection is
hiring manpower?
What is meant by selection procedure. Indicate the overall selection process.
What are the various Hurdles of selection procedure?
Assess the objectives of agood selection palicy.
How can employment tests be classified? Explain briefly various kinds of tests used in various
organisations.
Explain various types of interviews and point out their merits.
Describe placement and Induction. What are the benefits of induction?
Explain different stepsin induction programme.
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LESSON -6

PERFORMANCE APPRAISAL AND COUNSELLING

Objectives
After reading the lesson, you should able to
- define the concept and purposes of performance appraisal;
- evaluate performance techniques; and
- know the concept of performance counselling.

STRUCTURE
6.1 Introduction
6.2. Performance Appraisal
6.3  Methods, Techniquesfor appraising Performance
6.4  Traditional Evaluation Methods
6.5 Modern Evaluation Methods
6.6 ProblemsinAppraisals
6.7  Performance Counselling
6.8 Summary
6.9 Keywords
6.10 Sef Assessment Questions
6.11 Further Readings

6.1 Introduction

Performance Appraisal isthe process through which an individual employee's behaviour and
accomplishmentsfor afixed time period are measured and eval uated. It isthe process of evaluating an
employee's performance of a job in terms of its requirments. Heyel observes, it is the process of
evauating the performance and qualifications of the employees in terms of the requirements of the
job for which he is employed, for purposes of administration including placement, selection, for
promotion, providing financia rewards and other actions which require differential treatment among
the members of a group as distinguished from actions affecting all members equally.

6.2 PerformanceAppraisal

Performance Appraisal is aternatively known as performance evaluation, personnel rating,
merit rating, employee appraisal or employee evaluation.

According to Decenzo and Raobbins, “It is an assessment of how successful the employees
have been in meeting their individua goals’.
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Dale Yodev and Paul D. Standhor defined it as " Personnel appraisa refers to the formal
procedures used in working organi sations to eval uate the contributions and potential of group members.
Performance refers to the outcomes of behaviour or behaviour that has been evaluated.

Objectives of employee performance appraisa are

)] To enabl e an organi sation to maintain an inventory of number and quality of all managers and
to identify and meet their training needs and aspirations;

i) To determine increments, rewards provide a reliable index for promotions and transfer to
positions of greater responsibility;

iii) Tomaintainindividual and group devel opment by informing the employee of his performance
standard;

iv) To suggest ways of improving the employees performance when he is not found to be up to
the mark during the review period;

V) To identify training and development needs and evaluate effectiveness of training and
devel opment programmes;

vii)  To plan career development, human resources planning based on potentialities.

Functions. Lennson has given three functions of performance appraisa
1) It seeksto provide an adequate feedback to each individual for his or her performance.

ii) It purports to serve as a basis for improving or changing behaviour toward some more
effective working habits.

i) It aims at providing data to manager with which they may judge future job assignments
and compensation.

6.3 Methods, Techniques for Appraising Performance

Several methods and techniques of appraisal are available for measurement of the performance
of an employee strains and sayles classified performance apprai sal methodsinto traditional and modern
methods are graphic rating scale, Essay appraisals, critical and incident appraisal, check lists and
forced choice and rel ative methods of appraisal. Modern methods are Behaviourally Anchored Rating
Scales (BARS), Management by Objectives (MBO), Assessment Centres and 360 Degree Performance
Appraisal.

6.4 Traditional Evaluation M ethods

a) Graphicrating scale: Thisisthe oldest and widely used method of performance appraisal.
This method is aso known as linear rating scale or simple rating scale. In this method, judgements
about performance are recorded on the scale. The rater is presented with a graph and asked to rate
each employee on each of the dimensionslisted. Rating scales are of two types viz., continuous rating
scale and discontinuous rating scale. Performance regarding each character is known by the points
given by therater. The points given by the rater to each character are added up to find out the over all
performance.
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Thismethod ismost popular because of its simplicity, and lesstime consuming to develop and
administer. It permits quantitative analysis and comparison.

Limitations: It is difficult to get an employee's strong and weak points. Halo, over rating ,
central tendencies are other problems of this method.

b) Essay or freeform appraisal : Under this method, the manager / superior makes a free
form, open - ended appraisal of an employee. Thisformat emphasi seseval uation of overall performance,
based on strengths / weakness of employee performance. Essay may be combined with graphic scale.
Since essays are unstructured they vary in length and content. So comparing individuals across the
organisation is difficult.

The advantages of this method are :
¢ It can provide agood deal of information about the employee.
¢ It minimise supervisory bias and halo effect.
The limitations of this method are:
¢ It contains a subjective evaluation of the reported behaviour of an individual.

¢  Theappraisal may beloaded with flowery language about therater than with the eval uation
of performance.

¢ A skill writer can present abeautiful case about an employee than a awkward writer or
manager.

¢  Theappraisal dependsmoreon the appraiser'sliterary skillsthan on an employee'sabilities
and performance.

c) Critical incident appraisal : This method attempts to measure workers performance in
terms of certain 'events’ or 'episodes that occur in the performance of the ratee's job. These events are
known ascritical incidents. Under thismethod, the supervisor continuously recordsthecritical incidents
of the employees performance or behaviour relating to al positive and negative characteristics in a
specially designed note book.

Advantages are

&5  This method provides an objective basis for conducting a discussion of an individuals
performance.

& Critical incidents focus on behaviour rather than on personalities.
& It avoids recency of events occur.
Limitations are

S Sinceraters are required to write critical incidentsfor al their subordinates on regular basisit
is time consuming and burdensome.

S Negative incidents are generally more noticeable than positive ones.
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S Comparison and ranking of subordinatesis difficult.

d) Check list Method : The check isasimple rating techniquein which asuperior isgiven a
list of statements representing the characteristics and performance of each employee.

Activity A
Do you think traditional performanceA ppraisal methods seve the purpose of modern enterprise?
If yes, explain How with your experience is your organisation.

There are three types of check list methods viz.,
)] Simple Checklist

i) Weighted Check List and

1)) Forced Choice Method.

i) Simple checklist Method : A check list is a set of objective or descriptive statements
concerning an employee behaviour. The checksto indicate if the behaviour of an employeeispositive
or negative to each statement. Employee performance is rated on the basis of number of positive
checks.

i) Weighted check list : Theweighted checklist method involves weighting different itemsin
the checklist, having aseries of statements about anindividual, to indicate that some are moreimportant
than others. Under this method, thefinal rating of the employee are multiplied by weights of statements
and the coefficients are added up. The cumulative coefficient isthe welghted performance score of the
employee. Weighted performance score is compared with the overall assessments standards in order
to findout overal performance of employee.

Weaknesses are :
© Itisexpensiveto design and time consuming.

® It is difficult to assemble, analyse, and weigh a member of statements about employee
characteristics and contributions.

® A separate checklist must be developed for different class of jobs.

iii) Forced choice Method : It isaspecia type of checklist. Init the rater must choose from a
set of descriptive statements about employees which may be favourable or unfavourable. The actual
weightages of the statements are kept secret. The appraiser isasked to select one statement that mostly
describes employee's behaviour our of two favourable statements and one statement from the two
unfavourable statements. The intention isto reduce the rater's personal bias, specially the tendency to
assign al high or low ratings. Since the rater does not known right answers, it reduces raters bias and
leniency error.
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Relative M ethods of Appraisal

The above methods so far are individual evaluation methods in the sense that person being
evaluated is not compared with any other person or persons. Relative methods are used to evaluate an
employeein comparison with other. The Relative Methods are a) Individual ranking b) Group ranking
or forced distribution and c) Paired comparison.

a) Individual Ranking : It isthe oldest and simplest method of performance appraisal. Under
this method the employees are ranked from best to worst on some characteristics or criteria. The rater
first finds the employee with the highest performance and the employee with the lowest performance
in that particular category and rates the former as the best and latter as the poorest. Then the rater
selects the next highest and next lowest and so on until he rates al the employees in that group.
Advantages are

S Thisisthe ssimplest method of separating the most efficient from the least efficient
S It isrelatively easy to develop and use.

Limitations are

S In practiceit is very difficult to compare a single individual with other human being.

S Thismethod only tells ushow aman standsin relation to othersin the group but it does
not indicate how better or worse he is than others.

S Thetask of ranking individualsis difficult in case of large group.

2) Group Ranking or Forced Distribution Method

The rater may rate his employees at the higher or lower end of the scale in the above method.
Forced distribution method is devel oped to present the rates from rating too high or too low. It requires
therater to apprai se an employee according to apre- determined distribution scale. Under thismethod,
therate after assigning the pointsto the performance of each employee, placing them in certain ranked
categories (10% - low; 20% - below average; 40% - average; 60% - high; 80% - high)

Advantages are :
@ This method eliminates central tendency and leniency biases.
© The method is highly simple to understand and easy to apply.
3) Paired comparison

Under this method, the appraiser ranks the employees by comparing one employee with all
other employeesin the group, one at atime. Under this method, judgement iseasier than with
the ordinary ranking method. On one - to - one basis appraiser ranks each individua in
comparison to al others. The number of decisions is determined by the formula N(N-2),
where N represents the number of persons to be compared. If there are 20 employees, the
number of comarison will be 20(20-1)/2= 90.

5
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Advantages are

S This method is easier and morereliable.
S It isrelatively simple to administer.
Limitations :

S This method is easier and morereliable.

S The employeesare simply compared to each other on total performance rather thanjob criteria.

6.5 Modern Methods

a) Behaviourally Anchored Rating Scales (BARS) : The Behaviourally Anchored Rating
Scales (BARS) method combines elementsof thetraditional rating scalesand critical incidents methods.
Using BARS, job behaviours from critical incidents whether effective or ineffective are described
more - objectively. The evaluator appraisers behaviours rather than traits. This method employs
individuals who are familiar with a particular job to identify its major components.

Procedurefor BARS:

Step 1. People with knowledge of the job to be appraised are asked to describe specific examples of
effective and ineffective behaviour relation to their job performance.

Step 2. These people then cluster the individuals into a smaller set generally between 5 to 10 of
performance dimensions.

Step 3. Any other group who a so know thejob isasked to retranslate the critical incidents devel oped
previously by the first group. They are given the cluster's definitions by critical incidents,
and asked to redesign each incident to the dimension that it best describes.

Step 4. The other group rates the behaviour described in each incident in terms of effectiveness and
ineffectiveness on the appropriate dimension by using seven or nine - point scale. Average
effectiveness ratings for each incident are then determined and a standard deviation criterion
is set for determining which incidents will be included in the final anchored scale.

Step 5. A subset of the incidents that meets both the retrandation and standard deviation criterion is
used as a behavioral anchor for the final performance dimension.

b) Management by objectives (MBO) : Management by objectives can be described as "a
process where by the superior and subordinate managers of an organisation jointly identify itscommon
goals, define each individual's major areas of responsibility in terms of results expected of them and
use these measures as guides for operating the unit and assessing the contribution of each of its
members’.

MBO focuses attention on participatory set goals that are tangible, verifiable and measurable
the emphasisis on what must be accomplished rather than how it is to be accomplished.

Under MBO programme, the subordinate and superior meet and together define, establish,
and set certain goals or objectives to be accomplished during the appraisal period. They aso discuss
theways and methods of measuring employee progress. The subordinate periodically meets his superior

6
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to evaluate his progress. Frequent feed back and subordinate - superior interaction are the other key
features of MBO.

The benefits of MBO can be categorised into benefits to subordinates, superior and the
organisation.

Benefits to Subordinates: include greater role clarity, measurement of performance and
increased job\Psatisfaction.

Benefits to Superior : The benefits for superiors are that MBO motivates subordinates,
strengthens superior - subordinate rel ationship, and provides an objective appraisal method.It provides
an objective basis for reviewing performance on the basis of achievement rather than personality
traits.

Benefits of MBO to organisation are :

- focuses on managerial effectiveness

- focuses on objectives improves concentration and coordination of managerial effort.
- creates many centres of accountability as against one centralised unit/

- leads to greater decentralisation interms of setting and achieving objectives.

- provides more objective appraisal criteria.

- reduces role clarity and ambiguity.

- identities performance deficiencies and enables the management and the employees to set
individualised self-goals.

c) Assessment Centres:

AnAssessment Centreisaplace where managers may cometogether to havetheir participation
injob - related exercises evaluated by trained observers. There centres basically meant for evaluating
the potential of candidatesto be considered for promotion, training and development. The characteristics
assessed in an assessment centre include assertiveness, persuasive ability, communicating ability, self
confidence, resistanceto stress, creativity, sensitivity to others, decision making and a ertness. A ssesses
are requested to participate in in-basket excises, work groups, computer simulations role playing,
transactional analysis, etc.,

4) 360° performance Appraisal

360 Degreefeed back isamulti source feedback system. In this system the candidateis assessed
by a number of assess, which includes his seniors (including No.) disent reports (msordinates)
colleagues, and interval and externa custumers. The assessment ismade on the basis of aquestionaire,
specifically designed to measure behaviours considered intical for performance.

360 degree is inceanigly becoming a popular HRD system in India. However it needs to be
handled with skill and needs expertise for its implementation. Thus the candidate taking 360 degree
feed back not only needs to be prepared adequately to rate the feed back, but also requires help in
interprcting and using it appropriately.
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The 360 degree feed back appraisal provides a broader perspecitive about employee’s
performane. It facilitates greater self development of the employee. It is very effective in identifying
and measuring interpersonal skills, customer satisfaction. It tries to focus on client/beneficiary
satisfaction. It provides more objective and acceptable feed back and helps in understanding the
chemistry.

Activity B :
Develop performance eval uation formsfor production manager, production supervisor of your
organi sation.

6.6 Problemsin Appraisals

Performance appraisals are subject to basesreferred to as "rating errors’. These errors occur in
the rater's observation, judgement, and information processing and can seriously affect assessment
results.

)] Theleniency and Strictness problem : Therater has his own value system which with asa
standard against which he makes his appraisals. Some raters have atendency to be liberal is
thelir rating by assigning higher rates. Such ratings do not serve any purpose.

i) The Central Tendency problem : It is the most commonly found error. The rater assigns
"averageratings' to all the employees and avoid rating the people at both the extremes of the
scale. They Follow play safe policy because of answerability to management or lack of
knowledge about the behaviour of the employee.

iii) Similarity Error : Thistype of error occurs when the rater rates other peoplein the same way
he percieves himself.

iv) The Recency error : The raters generaly remember the recent actions/behaviour of the
employee at the time of rating and rate their Subordinates on the basis of there recent actions
rather than on the whole activities.

V) Halo Effect : It isatendency to rate high or low on all factors due to impression of ahigh or
low rating on some specific factor.

Vi) Personal Prgudice : If the rater dislikes any employee or group, he may rate them at the
lower end which may distort the rating purpose and affect the career of these employees.

vii)  Raters effect : It includes favouritism, stereotyping and hostility. Exclusively high or low
scores are given only to certain individuals or groups based on the rater's attitude towards the
ratee, not on the actual outcome or behaviour. Examples of such errors are sex, age, race,
religion and friendship.

viii)  Perceptual Set : This occurs when the raters assessment is influenced by his beliefs.
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iX) Spill over effect: This refers to alowing past performance ratings whether they are good or
bad to influence current ratings.

X) Status effect: It refers to overrating of employees in higher - level held in high esteem, and
understanding employees in lower-level jobs held in low esteem.

Solving Rater s problem: The best way to overcome the problem isto provide training to the
raters. Training can help improve the appraisal system to the extent of distortion that occurs dueto the
rater's errors such as halo, leniency, central tendency and bias.

6.7 Performance Counsdlling:

The purpose of performance counselling is to improve the performance of the employee.
Counselling provides an opportunity to the manager to give feedback to the subordinate. Counselling
isto help employees/ subordinate to overcome his weakness and to reinforce his strength.

Counselling is helping the employee to grow and develop in the organisation. An effective
counsellor is the one who helps his employee to overcome his weakness and to improve strong
points. The counselling process includes three phases. 1) Rapport building 2) Exploration and 3)
Action planing.

In the rapport building phase the counsellor attempts to establish a climate of acceptance,
warmth, support, openness and mutuality. In the exploration phase, he attempts to help the employee
to understand himself and diagnose his problems properly. In the action planning phase, the counsel | or
and the employee jointly work out action steps for devel opment.

Conditionsfor effective counselling: Uda Pareck and T.V. Rao identified seven conditions
for effective counselling

They are

)] General climate of openers and mutuality

i) General helpful and empathetic attitude of management

iii) Sense of uninhibited participation by the subordinates in the performance review process
iv) Dialogic relationship in goal setting and performance review

V) Focus on work oriented behaviour

Vi) Focus on work - related problems and difficulties

vii)  Avoidance of discussion of salary and other rewards

6.8 Summary

Performance appraisal refersto the assessment of an employee's actual performance, behaviour
on jobs, and his potential for future improvement. Broadly, performance appraisal methods are
categorised into traditional and modern methods. Performance counselling is hel ping the employee
to grow and develop in the organisation.
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6.9 Key words:

Performance appraisal: It is a technique to know relative worth of employees fi qualitatively
and quantitatively on the job, so that his potentiality may be known and devel oped.

Job evaluation: A complete analysis of all positionsin a company, with aview to establish their
comparative value to the firm. Each job is ranked according to such factors as physical or mental
effort required, skill and working conditions.

Likert scale: Thisis often used in organization which allow the respondent to indicate the degree
of agreement or disagreement with a set of statements. This alows a greater choice and allows a
wider range of opinion to the examining.

Behaviourally anchored rating scales: A performance eval uation method that invol ves devel op-
ing a series of critical incident behaviours, ranking them on a scale and then using the scale to
evaluate the personal.

Ranking Method: Under this method, the employees are ranked from the best to worst on some
characteristic. The rater first finds the employee with the highest performance and the employee
with the lowest performance in that particular job category and rates the former as the best and
|atter as the poorest.

Forced Distribution Method: Under this method, the rater after assigning the points to the per-
formance of each employee has to distribute his ratings in a pattern to conform to normal fre-
guency distribution.

Human Resource Accounting: It deals with cost of and contribution of human resources to the
organization.

Assessment Centers. These are basically meant for evaluating the potential of candidates to be
considered for promotion, training or development. In this approach, individuals from various
departments are brought together to spend two or three days working on an individual or group
assignment similar to the ones they would be handling when promoted. Observersrank the perfor-
mance of each and every participant in order to merit.

Counsdling: It is a discussion with concerned employee on an emotional problem so that the
problem may be solved. Under this method, the problem of the employeeislistened carefully and
the suggestions are given to him to reduce the problem.

Non-Directive Counseling: Here the employee is encouraged to explain his problem in detail.
This method concentrates on the employee rather than counselor. The employee himself controls
the direction of discussion and he himself triesto find out the solution of hisproblem. Thismethod
stresses on deep analytical study of the emotional problems of the employee.

10
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Management by Objectives (MBO)

It isaprocess where by superiors and subordinatesjointly identify the common objectives and
set the results that should be achieved by subordinate, assess the contribution of each individual to
make best use of organizational resources.

6.10 Sdf Assessment Questions:

What is performance appraisal and explain its purposes?

Evaluate Traditional Appraisal methods?

Explain Modern Methods of Performance Appraisa ?

What is Performance counselling ? Explain its Significance.

Briefly examine the BARS and its applicability in modern enterprise.

List out the advantages of management by objectives as part of performance apprai sal methods.
What is meant by merit rating? Discurs its importance.

Outline the important pre requistes or rules of an effective appraisa plans.

© © N o U b~ wDNPE

State the limitations of personnel Appraisals.

o
o

Explain the process of performance appraisal.

=
=

What are the essentials of Good performance appraisal ?

6.11 Further Readings:
Rudrabasva Raj MN. personnel administration. UMN Institute of Management, Pune, 1990.
Flippo EB Principles of personnel management, Mc Graw Hill, New York, 1976.
Dawar Rs, Personnel management and industrial relations, Vikas publishers, Delhi, 1976.
BhagoliwalaTN, Personnel management and industrial relations, SahityaBhavan, Agla, 1991
Mamoria CB, Personnel management, Himalaya Publishing Company : Mumbai, 1998
Chhabra TN, Human Resource Management, Dhanpat Rao Company, New Delhi, 2000

Sharma AM, Personnel and Human Resource management, Himalaya Publishing House,
Mumbai, 1996.

Dr.T. Srinivas
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Lesson - 7

- TRAINING AND DEVELOPMENT

OBJECTIVES

After reading this lesson, the student should be able to

present the need for training and development in pursuit of organisational objectives
review the steps involved in designing Training programmes.

describe the training process. =g ' |

discuss the what management development is and why it is important.

Ve

X identify on - the - Job and off - the - Job training methods
STRUCTURE

7.1  Introduction

7.2 Training and Development

7.3  Importance of Training

7.4  Need for Training

7.5 Objectives of Training

7.6 Benefits of Training

BT Kinds of Training

7.8  Training Policy

7.9 Training Methods

7.10 . Management Development

7.11 Methods of Management Dévelopment
7.12  Career Pianning

77 A3 Summar&

7.14  Key words ‘

7.15  Self Assessment Questions

7.16 Further Readings
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7.1 Introduction

From previous sections, we learnt that the procurements function involves systematic planning of
human resources, recruitment, selection and induction. After introduction of new employee to his
colleagues, his supervisors and sister departments, it is the responsibility of the HR Manager to look in
to the issue of improving effectiveness of the organisation. The etfectiveness of an organisation largely
depends on the extent of Training and Developmental opportunities are made available to employee
which enables them to realise their growth potential and also to make significant contribution towards
achievement of organisational objectives at an Earliest. Training and Development tries to integrate the
individual goals with organisations. Hence, In this chapter all attempt is made to explain the importance
of training. Development and also tries to relate these activities with the vision and mission of the’
organisation. On the other hand, the jobs in the organisations have become complex and rapid changes
are taking place in technology. In this connection, employee training is not only an activity that is
desirable but also an activity that an organisation must commit resources to brmg out aviable and
knowledgeable work force.

Training is the process which tries to increase the knowledge and skill of the employee. There by
making him better equipped to perform his job or take on greater amount of responsibilities. Thus,
Training is such area where employer and employee both have mutual interest. Training tries to improve
the efficiency of the employee and on the other hand, training gives better employee to the enterprise.

7.2 Training and Development

All these terms are often used to transmit the same meaning. But there exists difference. These
terms have different connotations and scope. The term training used to indicate the process by which
attitudes, skills and abilities of the employees to perform specific jobs are increased. The term Development
means growth of the individuals in all respects. The term ‘Development’ is used in relation to managerial
personnel where as the term. “Training” is used in relation with operative personnel. On the other
hands the term Education is used in broader sense and border in scope. Education is a process by means
of which knowledge, learning and mental out look of the individuals are improved.

Training may be defined as any organisation planned effort to change the behavior or attitudes of
employees so that they can perform jobs. There fore, it becomes necessary that the worker and employees
of the enterprise must be trained in scientific and systematic method so that they discharge their duties
easily and effectively and they may adjust with the changed circumstances. The term Training has been
defined by many eminent authors as follows :

According to Brech, “Training is the organised procedure by which people learn or skills for a
deginite purpose”.

Edwin B. Flippo defines training as “the act of increasing the knowledge and skills of an employee
for a particular job”. . '

From the above definitions, it may be said that the art of acquiring knowledge and skil! of doing a
particular job in a particular manner is called training.
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7.3 Importance of Training

The term “Training’ denotes a systematic procedure for transferring technical know how to the
employees so as to increase their knowledge and skills for doing particular jobs. Placing employees in
jobs does not ensure their success. New employees are after uncertain about their roles and responsibilities.
Job requirements and employee skills are balanced through training. Since training reduces obsolescence,
modern managements give adequate importance to it. Multinational Industries and gaint organisations
spend huge sums on training programme these organisations have their own training departments which
organise their training programmes round the * _ar.

Unfortunately, small organisalions have hardly realised the growing needs and importance of training.
If at all they send any body for training they send the top Managers and senior most employees. Still in-
India most of the organisations don’t feel necessity of giving any kind of training to their employees.
However, there is every need to provide training facilities to enable all employees to carry out their jobs
effectively and to prepare them for advancement.

7.4 Need for Training
) Training renders better service to the customer.
(i1) It reduces the wastage.

(ii1) Helps infilling hi éher level posts.

(@iv) Helps in promoting safety measures.
(v) It helps in updating the employees in new methods and procedures.
(vi) Training tries to fill the gaps between employee specifications, job requirements and

-organisational needs.
(vii) Effective training helps to increase.

Activity A
List out various training programmes attended by you in you organisation.

....................................................................................................................................................
....................................................................................................................................................

...................................................................................................................................................
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Activity B ; =

How training needs are determined in your organisation ?

....................................................................................................................................................
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7.5 Objectives of Training

To enhance effectiveness in the present position.

To establish the feelings of loyalty among the workers, and employees towards the enterprise
and its management.

To increase the morale of the employees.

To update the developments in Technical and Management fields.

To develop Capabilities and competencies of employees in order to assume higher responsibilities
To enable the workers to do their work in the best possible manner

To make them efficient to do their work in the changed circumstance.

7.6 Benefits of Training

a)

To the organisation

Leads to improved profitability and more positive attitudes toward profit orientation.
Improves the job knowledge and skills at all levels of the organisation |

Improves morale

Helps the people in identifying the organisational goals

Helps in creating better corporate image.

Fosters authenticity, openness and tiust.

Improves the relationship between boss and subordinate.

Eliminate suboptimal behaviour

Creaters an appropriate climate for growth and communication.

Aids in handling conflict, there by helping to prevent stress and tension.

-
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b)

c)

To the Individual :

\

Helps in making better decisions and effective problem solving.

_ Aidsin encouraging and achieving sedllf development and self confidence.

Helps a person handle stress, tensioﬁ, frustration and conflict.

Moves a person toward personal goals while improving interaction skills. -
Develops a sense of Growth in learning

Beneﬁys to the personnel :

Improves communication between groups and individuals.

Provides information on governmental laws

: Improvés inter personal skills

Improves morale.

Builds cohesiveness in groups.

" Provides a good climate for learning, growth, and co. ordination -

- Makqs the organisation a better place to work and live.

Activity C

What do you think are the aspects of your development that are being emphasised and those

which you world, inaddition, like be empharised.

....................................................................................................................................................

7.7 Kinds of Training :

1)

Induction Training : Itis also called as orientation Training. It is concerned with the problem
-of orienting a new employee to the organisation and its proceedings, rules and regulations. It
~ helps in getting him introduced to the organisation and help him to get a general idea about the

rules, regulations, working conditions.

ﬁ®r-l Acharya Nagarjuna Umiveroiy l
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i)

iii)

1v)

Vi)

Vii)

Job Training/'./l‘ raining for a Job is the most common of formal in plant training programme. It
is necessary for new employees to acquaint them whith the jobs they are expected to perform.
Various6n- the - job and off - the - job training techniques are adopted to educate the employees.

Refresher Trainingv: Itis meant for the old employees of the enterprise. The basic purpose of
refresher Training is to acquaint the existing work force with the latest methods of performing
their jobs and improve their efficiency further.

Internship Training : Under this method, the vocational or professional institute enters is to
arrangement, witer a big business enterprise for providing practical knowledge to its students by
gaining actual work experience. The period of such training varies from 6 months to two years.

Remedial training : It intends to refresh the skills and knowledge which are being used. It is
tailored to individual needs.

Craft Training : Training for craft manship involves preparation, not for a single job but for the
many types of related jobs which can be as assigned to a competent crafts man. The intensity
differs from issue to issue. Apprenticeship Training is the major method adopted for the type of
training. -

Safety Training : If involves imparting workers as to how various equipments can be handled
safely precotions that must be undertaken to ensues safety, action to be taken when an ac¢ident
occurs.

7.7.1 Recognition of Training Requirements :

Need for Training exists when there is a gap between present performance level of an employee
and the desired perfomance level of an employee. This can be determined in the following manner.

i)

if)
iii)
iv)
V)

vi)

Vii)

By analysis the typical behaviour of an employee one can determing training need.
Based on job requirements training needs can be determined.

Qrganisational weaknesses act as clues for individual as well as group training needs.
Conduct of Brain storming sessions determine the training needs..

One way of identifying training needs is conduct of conferences.

Out 31de consultants are the best judges to 1dent1fy organisational gaps whichinturn acts as
basis for training. B

Identification of special problem of the job and ana1y51s of anv narticular skill needed to meet
the problem.
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7.7.2 Training objectives :

i) To train the employees on transfer, or on promotion in order to impart required skill and
knowledge.

i)  To Motivate the employees towards their betterment and to function more effectively in their
present positions. ' )

i)  To build line authorities in order to occupy more responsible positions.

7.7.3 Learning : Apart from the building up training methods, the concept of learning and the various
tactors which influences the training and learning principles are to be considered. The major factors
affecting learning are as follows.

). Motivation level-of the learner is one important issue that one has to consider.

). Mental set refers to the preparation for an action. With out mental set. Learning cannot go
smoothly and easily

iii).  Environment affects learning
iv).  Practice affects all types of learning
Principles of lea;'ning includes
i)  Every human being is capable
i) Learningis éctive and not passiv¢.
i) People learnAr‘rflore by doing them by learning alone.
iv) Time must be provided to practise what has been learnt.
v)  The rate of learning decreases when complex skills are involved.
vi) Learningis closely related to attention and concentration.

7.8 Training policy :

The objectives of the training programme must be clearly defined and communicated. The training
policy must indicate how the training will be carried out, who will be responsible for its administration,
who will bear the cost, etc. Another factor of the training policy to be considered is the selection of
trainees. The trainees should be selectéd objectively and the selector should not be subject to undesirable
pressure. While selecting candidates, the selector should ensure a match between the needs of the
candidates and the contents of the training programme. The training policy must state the criteria for
selection, such as seniority, ability, qualification, potential, need etc.,
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Activity D

Writedown the training policy that you have experienced in your organisation.

....................................................................................................................................................

7.8.1 Training Evaluation :

While evaluating of training, the following points should be kept in mind :

1) A Comprehensive evaluation and assessment of training plans as related to the defmcd
needs should be undertaken.

ii) Measures must be evolved to evaluate the effectiveness with which the methods procedures,
training aids and materials are used by the training instructors.

iii) = There should be some effective means by which the progress of the trainees during the
training programme *  y be assessed and evaluated.

1v) Finally, the achlevements of those who have received training must be followed up over a
period of time to assess whether performance has improved.

7.9 Training Methods :

All training methods can be broadly classified as'(a) On - the - job training methods (b) off - the job
training methods. All these methods are briefly described below :

7.9.1 On-the-job training methods :

a) Coaching : It is a procedure by whici a superior teaches job knowledge and skills to a subordinate.
The emphasis in this method, will be .  learning by doing.

b) Under study : Here a superior gives tra.ning to a subordinate as his understudy. Th1s training
helps the Management in developing second line of authrity. :

c) Position Rotation : It is intended to broaden the back ground of the trainee in various positions.
The trainee is periodically rotated from job to job instead of sticking to one job so that he acquires
a general back ground or  _.crent jobs. ‘

d)  Demonstration : It is applicable where some physical process is to be learnt, particularly one
that involves the use of equipment of some type. A demonstration in which the instructor actually
shows the trainees how to do some thing has wide applications. Eg : A sales manager may show
sales trainees how to deal with a potential customer. '
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e)

f)
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Vestibule training : Vestibule training is an attempt to duplicate the actual material equipment
and conditions found in real work. Here the training area is usually away from the work place
in vestibule training. Vestibule training permits the instructor to arrange other kinds of learning
conditions as may be necessary such as immediate of reinforcement, accurate feedback of
knowledge and results etc. There is ample opportunity for practice and repetition. Learning
seguence lan prognessively be arranged in order of difficulty.

Simulation : Itis an extention to vestibule trairing. The trainee works in closely duplicated real
Job conditions. This is essential in cases in which actual process in expensive might result in
serious injury.

Apprentice ship : Each trainee is given a programme of assignments according to a predetermined
schedule which provides for efficient training in trade skills. Itis relatively long training.

7.9.2 Off-the-job training methods :

a)

b)

d)

Lecture method : As the name implies, it provided to the employee away from his job. Itis
generally theoretical in nature and is imparted in a class room type atmosphere. It is associate.’
with knowledge than with skills.

Conference Method : Itis directed discussion on a specific topic conducted with a relativel y
small group of trainees. Trainees have a large degree of verbal interaction with the discussion
leader and with other. This method is useful for teaching and exploring difficult conceptual
material and for changing attitudes and opinions.

Role play : It teaches interpersonal skills by having two or more trainess interact with in the
context of a realistic situation. The situation is defined in a case format so that each trainee
receives the same information. Each trainee plays a role of specific person in the situation.

T - Group Training : Itis also called as Sensitivity Training. They meet with a passive trainer
and gain insight into their own and others behavior. Meetings will have no formal agenda. T -
groups are highly involving and give participants some opportunity to practise new behaviours,

but material to be learned is very unstructured.

Inbasket technique : This Method places the trainee in the role of a person who must suddenly -
replace a manager. Here trainee receives back ground information about the organisation and
the person he is replacing, the trainee also receives letters, Memos and phone messages. He has
to organise the information, make decisions, and prepare memos and letters to handle problems
that present themselves. This method represents the major features of managerial jobs.
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Activity E
What type of training methods, in general, are being'used in your organisztion.

....................................................................................................................................................

7.10 Management Development :

Management Development means the development of knowledge, efficiency and aptitude of
different officers of managerial level so great that may contribute with their feeling, co. operation and
best efforts to wards the accomplishment of the one organisational objectives.

According to Michael J. Jucius, “Management Development is a programme by which executive
capacities to achieve desired objectives are increased.”

Dale S. Beach defines managerial Development as a systematic process of development and growth
by which individuals gain and apply knowledge, skill, insights and attitudes to manage the work of
organisation effectively.

7.10.1 Objectives of Management Development :
() It is to establish harmony and co. ordination in the changed circumstances
(i) To implement effective communication system in the organisation.
(ili))  To bring stability in the organisation
(iv)  Toestablish friendly human relations in the enterprise.

(v) To assure the organisation of availability of required numbers of managers with the required
skills to meet the present and anticipated future needs of the business.

(vi)  Toimprove perfor mance of managers at all levels.
7. 11 Methods of Management Development :

a) Coaching : This a method of training by which an executive learns by doing the jobs. He is
trained by a senior officer who continuously guides and instructs him.
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b) Committee Assignment : It is a group of persons appointed to investigate, take action and
make recommendations regarding some matter relative to the organisation. The committee studies
the problem in accordance with the terms of reference. The committee will study the question of
feasibility of new product from all directions and make recommendations.

c) Special projects : It is highly useful device. The trainee is assigned a project that is closely
related to the work of his department. The trainee will study the problem and make the -
recommendations upon it. Here the trainee would acquire knowledge of the assigned project
and also would learn to work.

d) Multiple Management : Here the Junior boards may be setup in a company. The Junior board
is given the power to discuss any problem which the seniors should discuss. Membership of the
Junior board becomes a prerequisite to the membership of the senior board.

e) Temporary promotions : The candidates may be moved upto the next rung of managerial
hierarchy and tested for his perfomance and made accountable during the period of temporary
tennure. '

f) Business Games : It revises trainees to take sequential decisions here trainees work by themselves

in teams in which team member takes the role of the manages of a functional area. These games
are high motivative because the score is kept and trainees develop. Though these games involve
expenditure, well run business games provide a unique method of teaching.

Activity F
What Management Development programes have you attended so you.

....................................................................................................................................................

7.12 Career Planning

The employees in an Organisation work towards the achievement of the organisational objectives,
but they themselves have their own personal goals, objectives and aspirations. The organisation benefits
in the long run if it satisfies the personal aspirations of its eﬁlployees by taking suitable steps like career
planning, even while keeping in mind the overall organisational objectives.

Carrer planning in organisational context means helping the employees to plan their careers with
reference to their capacities and involves devising a system of carier movement and growth opportunities
right from the time the employee enters the organisation till he ultimately leaves or retires. Itis a progression
of the career of young employees through various stages, from clinical to supervisory to managerial
positions or form workers of lower skills to one of higher skills to supervisor to Mapager. Cayeer
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planning a developmental activity in other words, and ifivolves spotting talents, nurturing it, deploying .
itand redeploying it. Career planning in its broadest sense is an integration of the personal goals of,
employees to overall organisational goals.

A career is not just a job which is just a work experience, totally separate from other work
experiences. A career is a sequence of dlffere{ 'Kut related work experiences. There is a continuity
aboutit. It makes the persons lite meaningful. The different roles offered by a career means increasing
levels of authority, responsibility, status and rewards. Career planning is not an end by itself but is a
development as process and is significant as it helps obtaining optimum result while managing men.

. The key elements of a career planning progralme include (i) Individual assessments of abilities,
interests, Career needs, and goals, (i1) organisational assessments of employee abilites and Potential (iii)
Commun1cat1on of information concernmg carrer options and opportunities with the organisation and
(1v) career counselling to set realistic goals and plan for theig fwminment. Career planning programmes
vary in the degree to which certain elementseremp’

l7.12.1 Objectives of Career Planning :
The objectives of the Carrer planning include :-
(i) - To attract talented people and retain them in the organisation.
(i) Toenable the employees to develop and make them ready to meet the future challenges.
(iii) To correct employee placement
(iv) Toimprove motivation and Morale of the»employees.

7.12.2 Steps in Career Planning

(1) Analysis of individual skills, knowledge, abilities, aptitude etc.
(i) Analysis of Career opportunities both with in and outside the organisation.
(1i1) Analysis of career demands on the incumbent interms of skills ; knowledge, abilities, aptitude

etc. interms of qualifications, experience, Training received etc.

(@iv) Relating to specific jobs to different carrer opportunities.
w) Establishing realistic goals both short term and long term
(vi) Formulating career strategy covering areas of change and adjustment, -

(vii) . Preparing and implementing action plan including acquiring re_éources for achieving goals.
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Thus career planﬁ—ing is the focal point of a Human Resource Management Programme of an
organisation. A Career is a sequence of separate but related work activities that provides continuity,
order and meaning to a person’s life. The increasing rate of change in the existing political, conomic;
technological and social systems has made carrer planning and development much more important than
it was in the past. , : )

7.13 Summary : : .

The basic purpose of Training is to develop skills and efficiences of the employees. The trained
employees are assets to the‘organisation. Training is not only benificial to the employees but also
benificial to the employees. Skills, attitudes and knowledge are the basic inputs of training. The training;_-
programmes should have cutain objectives. The objectives should be for mulated keeping inview thé 3
overall objectives of the organisation. training helps to communicate better, helps to percolate valuesﬁ
. down the line, and assist in building skill and Healthy attitudes. The various steps in the evaluation of |
training and bevelopment include reaction, learning, behaviour and results. Training can be of significant
value only when it coutributes to organisational exculence. To summarise, training and development;
helps to understand how systematically the managerial personnel can be developed and make them to
grow in all respects to managenial work in their organisations effectively and efficiently.

7.14 Key words
Training: Systematic development of an individuals ability to perform a specific task or a job.

Development: It is planned, systematic and continuous process learning as to induce behavioural

change in individuals.

Education: It is concerned with general knowledge and understanding of the employees total

environment.

Job rotation: In order to provide wider exposure if the employee sent through different jobs in

systematic wayj, it is called job rotation.

Sensitivity training: A form of training based on behaviour of persons in groups and undirected
group interchange, designed to make these persons more aware of their own feelings of others

towards them.

Induction Training: It deals with the problem of orienting a new employee to the organization
and its procedures, rules and regulations. It helps in getting him introduced to the organization.

-

-4
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Refresher Training: It is intended to acquaint the existing workforcé with the latest methods of
performing their jobs and improve their efficiency further.

Craft Training: It involves preparation, not for single job but for many types of related jobs,
which can be assigned to a competent crafts man.

Under Study: A supervisor gives training to a subordinate as his understudy.

Position Rotation: The trainee is periodically rotated from job to job instead of sticking to one
job so that he acquires a general background of different jobs.
|

Simulation: Here the trainee works in closely duplicated environment, which resembles real job
conditions.

T-Group Training: Also called as Sensitivity training. They meet a passive trainer and gain
insight into their own and others behaviour. Meetings will have no formal agenda.

Multiple Management: In this method, Junior Boards will be set up. The boards are given all
the powers to discuss on any problem, which the seniors have taken as task.

Career Planning: It means helping the employees to plan their careers with reference to their
capacities and involves in devising a system of career movement and growth opportunities right
from the time the employee enters the organization till he ultimately leaves or retires. '

7.15 Self Assessment Questions

L “A well thought out orientation progréfﬁﬁle is necessary for efnployees who have no work
Experience - Explain —

2. Explain the importance of principlesof Leami/;g.

3. Explain different on the job methods

4. What all the probl'envls involved in off the job method‘s in Training. 2]

5. Describe the need for Training and Development ? How do you asses the Training needs.

6. | Outline the Training objectives and Methods;

Fd What is meant by Executive Development ? What are its Objectives ? How is it planned ?
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LESSON: 8

PROMOTIONS, DEMOTION, TRANSFERSAND
SEPERATION

Objectives
After studying thislesson, the student in ableto :
» understand the meaning of the terms - Promotions, Demotion, Transfers and Separation.
» present the Promotion and training polices
» familiarise the problems and prospects of Promotions, Transfers
» discuss the key issues relating to Demotion.
» present the conceptual back-ground of Seperations

STRUCTURE
8.1 I ntroduction

8.2  Promotions

8.3 Demotions

84  Transfers

85  Seperations

8.6  Summary

8.7 Keywords

8.8  Sdf Assessment Questions
8.9  Further Readings

8.1 Introduction :

One of the important responsibility of the HR Manager in the modern organisation isto bring
employees into conduct with the organisation in such a way that the objectives of both groups are
achieved. In every organisation whether it be commercial or charitable, there will be movement of
employeesinto and out of organisation. This may be dueto top management’s decision to conduct the
business more effectively by making contain changes in the organisation structure. The expansion
activities necessitate creation of new jobsand the promotion of some employeesto positionsof greater
scope and responsibility.

8.2 Promotions

Promotion is upward movement or advancement of an employee in an organisation to another
job, which commands better pay, better status or prestige, higher challenges and responsibilities and
opportunities. Some people consider that promotion means the increment in pay. The reality is not
so. It the salary of any employeeincreases or the pay scal e changesto the higher one, it isonly known
as upgrading or salary increment. If isregarded as promotion. Promotion is the advancement of an
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employeeto ahigher job involving morework, greater responsibility and higher status. It may or may
not be associated with the increment in the salary. Some times, salary of the employee a so increases
with the promotion. Sometimesitisnot so. When an employeeis promoted, but this salary does not
increase, itis called asdry promotion. Generally, promotion is associated with theincreasein saary,
status, facilities, responsibilities and job.

According to Edwin B. Fippo, “promotion involves a change from one job to another that is
better in terms of status and responsibilities’.

Promotion is defined by igours and Myers as. “It is the advancement of an employee to all
better intermsof greater responsibility, more remuneration or status, greater, skill and specialy increased
rate of pay or saary.”

8.2.1 Basesfor Promotion:

Depending on the size and nature of the organisation, the bases for promotion differs. The
well established bases of promotion are seniority and merit. Merit is taken to denote are individua
employees skill, knowledge, ability, efficiency and aptitude as measured from educational, training
and part employment record. In this method, the resources or higher order of an employee can be
better utilised at higher level. It resultsin maximum utilisation of human resourcesin an organisation.
Further, it continuously encourages the employees to acquire new skill, knowledge etc. for all round
development. Despite of the above advantages the merit system suffers from demeritslike, Measure-
ment of Judging of merit is highly difficult and the techniques of merit measurement are subjective.
On the other hand, seniority refers to relative length of service in the same job and in the same
oganisation. This system is based on the custom that the first in should be given first chancein all
benefits and privileges. The advantages of seniority asabasis of promotion areit is easy to administer
and there would be support of the trade unions to their system and it gives sense of certainity of
getting promotion to every employee and of their turn of promotion. It minimises the scope of griev-
ances. In spite of the above merits, their system also suffers from certain limitations. They are the
assumption that the employees learn more relatively with length of serviceis not valid as their as-
sumption has reverse effect. It demotivates the young and more competent employees and resultsin
employee turn over. Thus merit and seniority bases of promotion have both advantages and disadvan-
tages. A combination of the both may be taken as are effective basis of promotions. This method
satisfies the management for organisational effectiveness and the employees and trade unions for
respecting the length of service.

8.2.2 Promotion policy :

There should be a promotion policy in every organisation to motivate the employees for higher
productivity. The ladder of promotion must be clearly established and communicated to the employ-
ees. The promotion policy must consider the merit, potential for advancement, and seniority of the
employees. The merit factor requires agood procedure for evaluating the performance of employees.
The quantity and quality of performance should be measured periodically and should form a part of
the personal records. The evaluation of performance should cover such factors as out put, coopera-
tion, initiative, willingness to accept responsibility and degree of reliability and dependability. The
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lines of promotion should be clear so that every employee knows where the possibilities of promotion
lie. The management must also decide now the promotions are to be handled.

Activity A
List out the bares on which your organisation given promotions.

8.3 Demotions:

Demotion refersto the lowering down of the status, salary and responsibilities of an employee.
It is used as a punitive measure when there are serious breaches of duty on the part of an employee.
It isthe reassignment of an individual to ajob of alower rank and pay usualy involving lower level
of responsibility. Individuals may be demoted in view of their in adequaciesto meet job standards.
Demotion may be used as adisciplinary measure. Thehabitua patterns of behaviour, such as, violation
of the rules of the conduct, poor attendance record, in subordination, still continue on the lower jobs
where the individuals are demotivated. It serves as a useful purpose in keeping the employees alert
and alive to their responsibilities and duties.

8.4 Transfers:

A transfer involves the shifting of and employee from one job to another without specia
reference changing responsibilities or compensation. It means shifting of an employee from one job
to another, one unit to another or one shift to another and may involve a new geographical location.
Transfers may beinitiated by the organization or by the employeewith theapproval of the organization.
Transfers have a number of objectives such as moving employees to positions with a high priority
interms of goals, placing employees in positions more appropriate to their interests or abilities or
filling vacancies in a department with employees from department having surplus staff. Dale Yolder
and others define transfer as alateral shift causing the movement of individuals from one position to
another, usually without involving any marked change in duties, responsibilities, skills needed or
compensation. Employees may be transferred either because of the needs of the business or at their
own request. Transfers usually effected to build up a more satisfactory work team and increases the
effectiveness of the organisation. It increases the versatility and competence of key positions. It
corrects the incompatabilities in employee relations.

8.4.1 Typesof Transfers:

a) Production Transfers: Thistype of transfer is effected to meet the company requirements and at
times, to forestall lay-offs. When production is declaring in one department, where additional
help is needed, some employees from the formal may be transferred to the latter.

b) Replacement Transfers. This takes place to replace a new employee who has been in the
organisation for asufficiently long time, the purpose being to give somerelief to an old employee
from the heavy pressure of work.
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c)

d)

f)

Remedial Transfers. In case an employee does not feel comfortable on his Job, he may be
transferred to some other Job. His initial placement might be faulty, his health might have gone
down, he may not be getting along with his supervisor or workers i.e. he might have devel oped
personal friction with his boss or fellow employees. Remedial transfer is made to rectify the
situation caused by faulty selection and placement procedures.

Job Rotation Transfers. It is used to train the employees in different jobs with the aim of
increasing their versatility and improving their chances of promotion.

Shift Transfers: In case industrial concerns, there are normally three shifts. Usually these shifts
are rotating. In case shifts are not rotating, some employees may be transferred from one shift to
another.

Interplant Transfers: If atransfer isfrom one plant to another, it is known asinterplant transfer.
This may be done to oblige a good worker by moving him to the plant of his choice or to punish
worker by moving him to the plant which may far away from his residence.

8.4.2 Transfer policy: Every organisation should havefair and impartia transfer policy, which should
beknownto each employee. Theresponsibility for effectivetransfersisusually entrusted to an executive
with power to prescribe the conditions under which requests for have transfers are to be approved.
For successful transfer policies, it is necessary to have aproper job description and job analysis. One
should betaken to ensure that frequent or large scale transfers are avoided by laying down adequate
selection and placement procedures for the purpose. A Good transfer policy should clarify the types of
transfers and the conditions under which these will be made and it should indicate whether transfers
can be made only within a submit or also between departments, divisions. The policy should indicate
the basis for Transfer.

8.4.3 Benefitsof transfer

Transfers reduce the empl oyees monotony boxdom and causes the morale.
Transfers correct the erroneous placement and interpersonal conflicts.

Transfers prepare the employee to meet the organisational changes and meet the fluctuations in
business and organisational requirements.

8.4.4 Disadvantages:

It causes and cost to the employee.
Therewill beinlossto mandates.
Reduction in employee contributions.

Adjustment problems arises.
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Activity B :
Think of various types of transfers implemented in your organisation.

8.5 Seperations:

Employees may move out of the organisation or be seperated for a variety of reasons like
retirements, resignation, suspension, discharge, dismissal, redundancy, retrenchment and out
placement.

Some employees may die in service. Such deaths may cause by accidents or other reasons.
Wherethe death occurs dueto the occupational hazards, the provisions of acts may apply. Organisations
may additionally have insurance and family benefit schemes. Typically al employment contracts
stipul ate the age of superannuation. Some organisations have a policy to reappoint professions for at
limited duration. Voluntary quits and resignations by employees when they are dissatisfied with the
present job and/or when they get better employment in other organisations. Organisations may aso
terminate the services of the employees when the jobs are eliminated or reduced due to technol ogy.
Organisationsterminate services of employeesif they are dissatisfied with the performance of conduct
of employees.

8.6 Summary

In every organisation, whether it be a commercial, charitable or governmental, there is
considerabl e shifting of employeesfrom job to job. Thereisa so movement of employeesinto and out
of the organisation. A promotion may be designed as an upward movement or advancement of an
employee in the organisation to another job, which commands better pay or wages, better status or
prestige and higher challenges and responsibilities and opportunities. On the other hand, transfer isa
lateral movement of an employee from one position or from one plant to another. Generally without
involving any significant change in compensation, duties, responsibilities and status. No matter what
system or policy is applied to the problem of promotion and transfer, whether the rules are stated or
unstated, rigid or flexible, the human equation is of paramount importance. Employees may move out
of the organisation or be seperated for avariety of reasons like retirements, resignations, suspension,
discharge, dismissal, redundency. retrenchment and out placement.

8.7 Key words:

Promotion: It means transfer of person to a higher post carrying higher status, more pay and
increase responsibilities in some organization.

Transfer: Transfer is movement of an employee from one job to another without involving any
substantial change in his duties, responsibilities, required skill, status and compensation.
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Versality Transfer: It isdesigned to benefit both the Company and the employee. The employee
ismoved from onejob to another to provide ample opportunities for gaining avaried and broader
experience of work.

Production Transfers: When production is declining in one department and increasing in an-
other department, some empl oyees from the former may betransferred to the latter. These arevery
much necessary for employment stability.

Demotion: Transfer of individual to a post resulting lower status, decreased responsibilities and
lower pay.

Separation: It means cessation of service of agreement with the organization for one or the other
reason. It may be separated from pay roll of acompany as result of: (1) Resignation (2) Discharge
(3) Suspension (4) Lay off.

8.8 Sdf Assessment Questions:

1.

w

What is career planning and career devel opment?
Examine the various Career Development action?

What is promotion? Describe the promotion policy.

What are the bases for promotion? Explain?

What do you mean by promotion? Explain reasons,
Objectives and types of promotion? Discuss its principles
What do you mean by Transfer? Explain Various typesof transfers.
Write shot note on

a) Demotion.

b) Seperation.

Explain principles in atransfer policy?

Draw a promotion and transfer policy in your organisation.
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