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Scope of HRM

.
Chapter 1 The Stsstegoe Role of Human Besousces Managemen!

Pervasive force

¢ HEM iz pervasive in i i i 1t permeates all levels

of management in an organisation. nature, It is present inall gnlerprises. 1t pe

Action , .

prmﬂu:E:[::hf' HREM focuses attention on aclion, rather than on record keeping; writlen

S riales, Theo problema of employees at work aro unlved through rational policies.

ividu . 3 :

lo give m:::!bnnﬂ"“i' it tries o help employees dovelop their potential fully. It encourages them

Rl Py est to the erganisation. Tt motivales employoes through @ systematic process af
;  selection, training and development coupled with fair wage policies.

People ori . .

p-'.‘:ﬂ-rf:n ::IHE:';'M';.HW_“ all about people at work, both as individunls and groups. It tries to pul

people and gned jobs in order to produce good results. The resultant gains are used to reward

motivate them toward further improvementa in productivity.

Future-oriented: Effective isati i i
for competent and well—mnl,i.jailﬂe':j: Eh;mﬂn;;:rﬂamm’-mn s el Bt >
Decelopment oriented: IO nonds b deel the u pvntl o mpis, T UL,
Sructem % eeds of employees. Training 13 offercd to sharpen and improve their
mployees are rotated on various jobs so that they gain experience and exposure. Every
attempt is made to use their talents fully in the service of nrganisational goals.
Integrating mechanism: HEM tries to build and maintain cordial relations between people working
at various levels in the organisation, In short, it tries to integrate human assets in the best possible
manner in the service of an organisation.
Comprehensive function: HRM is, to some extent, concerned
which has an impact on the workforce or the potential workforce.
people working at various levels, including workers, supervisors, m
c:l:nncerned with managing people at work. It covers all types of personnel. Personnel work may take
d:t'f'ilare_nt shapes and forms at each level in the organisational hierarchy but the basic objective of
achieving organisational effectiveness through effective and efficient utilisation of human Tesources,
remains the same. "It is basically a method of developing put.-EIlt-i-E]:iliEE- of employees s0 that they get
?}“imum satisfaction out of their work and give Lheir best efforts to the organization”. {Pigors and
yers)

Auxiliary service: HR department

their personnel work more effective

Inter-disciplinary function: HRM is a multi-disciplinary activity, utilising knowledge and inputs
drawn {rom paychology, sociology, anthropology, sconomics, ete, To unravel the mystery surrcunding
the human brain, managers, need to understand and appreciate the contributions of all such *soft’

disciplines.

Continuous function: According to Terry, HEM is not a o
only one hour each day or one day a week. [t requires a constant
relations and their importance in every day operations.

providing

with any organisational decigion
The term “workforee’ signifies
iddle and top managers. 1t is

=

e the line or operating mAanagers todo

% exist to assist and adwvis
ist advisor. It is a staff function.

ly. HR manager ia a special

I ——— L ]

ne shot deal. It cannot be practised
alertness and awareness of human

new trends in managing knowledge

The scope of HRM i
workers and advances

The Indian Institute of Pe

in behavioural sciences,

in the field of training have expanded the scope of HR T
fied the scope of HRM thus:

rsonnel Management has speci
t, salection, placement,

ed with manpower planning, recruitmen .
chment, remuneration, incentives,

s very wide. Research
unction in recent years.

Personnel aspect: This is concern
transfer, promotion, training and development, lay off and retren
uch as canteens, ereches, rest and

productivity, ete.
Welfare aspect: 1t deals with working conditions and amenities suc! : A
Junch rooms, housing, transport, medical assistance, education, health and safety; recreation facilities,

ete.
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~ Objeetives of HRM

ppta in An

The principal objectives of HRM may be listed {hus: ke oLher departm
a. To help the organisation reach its goals: FIR dfp"”ﬂwnll ];I";t:. docs not mect this purposty
arganisation, exists to achieve the goals of the prganisation rat and II.F
HE department (or for that matter nny other unit ) will withe® e rimary purpose of HRM
o T employ the skills and abilities of the workfore il "f""rff"':ﬁfhﬂmm and employecs.
cymhame 4 4: HRM requires

productive and Lo henclit

uell-trainec e Mﬂvmﬂtmﬂi:;: ?—:rll{urmanm be pyaluated

enbinnater cﬁ&z:: thai.:!.l'tﬂ : .. contributions to the
[£]4]

is to make people's strengths
e Thprovide the organisation with

that employees be motivated Lo cxer

properly for results and that they be ﬂ.m“ngmmi

organisalion. ] uali
i Toincrease to the fullest the emplayes s job sat isjction aureot 96 J::f,-t:bm progra

prompt and stimulate every employee Lo realise his puthLml To this en

P e designed aimed at improving the quality of work life (@W1-

makes emp

a. Todevelop and maintain a quality of work life: It _
Without improvement 10 the qual

desirable, personal and social, situation.
difficult to improve prganisational performandce.
To communicate HR policies to all employees: It

sation: IL tries to
mmes hawve

loyment Im the organisation a
ity of work life, it 18

ity of HRM to communicate

i3 the responsib
f customers, non-customers,

f.
in the fullest possible sense; tapping ideas, opinions and &E]m,ga s
regulators and other external public as well a8 understanding the Views of internal human resourees
g. Tobe ethically and socially responsive to the needs of society: HRM must ensure ”}ﬂt
- ations manage human resouree inan ethical and socially responsible manner through ensuring
compliance with legal and ethical standards
_» Importance of HRM
eir strategic importance is growing in today's

People have always been central to organisations, but th
ngly depends on the knowledge, skills

knnwled,_geahued industries. An organisation’s SucCESS increasi
a"_:d.ﬂhd't.hﬁ {KSAs) ':ff Er_npiluyn::s, particularly as they help establish a set of core competencies that
distinguish an crganisation from its competitors. With appropriate HR policies and practices an

organisation can hire, develop and utilise best brains in the marketpla ise i
e o i et place, realise its professed goals and
Box 1.2: Important Terms: Clearing the Fog

Muman resource; Knowleoge, shifl sets, espedise of employess, he ili
1 ' . sdaptability, Sommitm ployees
Eiiita; The indindusl abifities of human beings lo pedform a paece of work SRS I :
Resowrce: The siock of assels ard skils that belong 1o & firm 31 a point of lime
Capability: Tha sbilly of a burdle of resources
ta parfo
i wshorm g Inko SRtGUES, parform an actwity, 2 way of combining assets, people and procasses
- Cors competencles; Activilies that the frm peda
rmis especialy well
e i b b RO AT RO D i m::' mu-:;.mn camgared 1o its competitors and thraugh which

™ Compelitive advantage: i comeas {rom
rivals. To atain compelilive atvaniage, ﬂr:':r::;::m? R IR N vt o distinctivety and mo -
easily imated or copi . 60 vaiue to customers and re effecizvely than
copied by rivals (Linigueness) affer & product of service that ca
& Value: Sum icdal of banefils recermd 2 it
and costs paid by the customer in & given situation
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Chagitrr | Thet Stintegee Bede of Homen Resourer Management #35

H , g .
; men Hesouron M Anagement helps an arganisation nnd its peopbe Lo realise Lheir respective goala thus:

- " . ’ - 1
Giood human resouree practices ean help in attracting and retaining the best people in the
Orgamsation. Planning alerts the company (o the types of people it will need in the short,
medim and long run.

L]

It helps in training people for challenging roles, developing right attitudes towards the job and
the company, pramating Leam spiril amang emplayees and developing loyalty and eommitment
through appropriate reward schemes,

Al the individual Tevel: Effective management of human resources helps employees thus:

* It promotes team work and team gpiril among employees.

*  Itoffers excellent growth opportunitics (o peaple who have the potential to rise.
*  Itallows people to work with diligence and commitment,

u. At the society level: Society, as a whaole, is the major beneficiary of good human resource practices.
*  Employment opportunitics multipiy.

®  Searce talents are put to best use. Companics that pay and treat people well always race ahead
of athers and deliver excellent results.

. At the national level: Effective use of human resources helps in exploitation of natural, physical
and financial resources in a better way. People with right skills, proper attitudes and appropriatc
values help the nation to get ahead and compete with the best in the weorld leading to better standard
of living and better employment.

Box 1.3: Importance of HRM

& aliracd and etan {alant
Iraka peopls for chalenging moles.
develon sulls and compeigncies
[praimohe TeEm gl
Goad HR Practices ha!p> diswalan beyaily Brd eammimed|
e noreass produciiaty ard profis
# umEove job sabElacion
® prhance standard of lying
® penerale emglayment opponunites

Systems Approach to HRM

A system iz a set of interrelated bul separate elements or parts working towsard a commaon goal, & university,
for example, is made up of students, teachers, administrative and laboratory staff who relate to one another
in an orderly manner. What one group does has serious implications for others. So, they have to be
eommunicating with each other in order to achieve the overall goal of imparting education. The enterprise
operations, similarly, must be viewed in terms of interacting and interdependent elements, The enterprises
procure and transform inputs such as physical, financial and human resources into cutputs such as products,
services and satisfactions offered to people at large. To carry out its operations, each enterprise has certain
departments known as subsystems such as production subsystem, finance subsystem, marketing
subgystem, HR subsystem, etc. Each subsystem consiats of a number of other subsystems. For example,
the HR suhsystem may have parts such as procurement, training, compensation, appraisal, rewards, etc.
If we were to view HR subsystem as erucial to organisational performance, an organisation presants itsell
thus:

|
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Future of HRM: Influencing Factors

1. Size of workforce: Corporates have grown in size considerably in recent years, thanks to Hlﬂ'_ﬂﬂ]
competition in almost all fields. The size of the work force, conseguently, has increazed, throwing
up additional challenges before HR mana'g_s:_ra in the form of additional demand_!_- for EEIE PaY,

benefits and working conditions from various sections of the workforce ::unsl.a:ltiy.

Pl ° S

2. Composition of workforee: The workforee composition is also changing over the years. The rising
percentage of women and minorities in the work force is going to alter *:'Er_lip_im._egg,a_tinqg_
dmmuﬁf‘-ﬂ]hl%mﬂndﬂ for equal pay for equal work, putting an end Lo gender inequality and biasin
certain n-ncup-a.ti_uns, the breaking down of grass ceiling have already been met. Constitutional
protection ensured to minorities has also been met to a large extent by HR managers in publie
sector units. The new equations may compel HR managers to pay more attention to protecting the
rights of the other sex and ensure statutory protection and concessions to minorities and disadvantaged
sections nf‘sn:iet}r."‘rhe shifting character of workforce in terms of age, sex, religion, region, caste
etc. is going Lo put pressilres on HH managers trying to integrate the efforts of people from various
places. Managing heterogeneous and culturally diverse groups is going to stretch the talents of HR
managers fully. "

3. Employee expectations: “Instead of attempting to force employees to conform to a ‘corporate

mould’ future managers may well have to make more allowances for individual differences in people”.

(Mathis and Jackson p. 616)TNowadays workers are better educated, more demanding and are

ready to voice strong, violent and joint protests in case their expectations are not met. The list of

financial and non-financial demands is ever-growing and expanding! In fast-changing industries
such as software, telecom, entertainment and pharmaceuticals the turnover ratios are rising fast
and if HR managers do not respond positively to employee expectations, the acquisition and
development costs of recruits is going to mount up steadily. An efficient organisation is, therefore
required to anticipate and manage turnover through human resource planning, training schemes

followed by appropriate compensation packages.

LS
Changes in technology: Increased automation, modernisation and computerisation have changed
the way the traditional jobs are handled. In such a scenario unless employees update their knowledge
and skills constantly, they cannot survive and grow’ This will necessitate training, retraining and
mid-career training of operatives and executives at various levels, Where such initiatives are missing,
it becomes very difficult for employees to face the forces of technology with confidence and get
ahead in their careers steadily.
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:mes Unlike their predecessors people are now ready to change, 1ew locati e
e S f manufacturing units and even experiment with untested

iohs in tart-up companies instead o : _
fsaaﬁ- A recent survey of young executives in four major metros {G]‘IEI'IHH:I, Bnrnl:fa_r,-. Ea:ngﬂlnm sl
Delhi) {Business line, Urban pulse, Feb 2000) in India revealed several interesting things:

inhlel.ﬁ

| Sizing up Young Execufives —l
Factor Aspirations, preferences, attitudes, claims
Working Hours Work for & litle more than B3 hours a day. None of the respondenis spand weekends at

traditional hang-outs such a8 discos and pubs

About choosing 8 job  Freshers wanted 1o jump jobs quickly; for them compensation was an imporant facior whia
choasing a job but az one progressed to higher levels compensation was replacsd by factors
_Euuh Hm:lﬁafachﬂq. respansibilities ete., 30 fo 40 per cent of young people grabbed the first
job offer and changed jobs afler acquiring some experience. Other important factars in valuing

work simosphere els, job, working loans, training opportuntes,

Jobr Sedisfaction Awareness of global pack s i
ges and practices made young executives look for high pa %
jobs that do net pay wedl are dssatisfying. Other factors determining saﬁafan:ti'gn ﬁfﬁe

well esizblishad company, informal work atm
hours, travel abroad, designation, ob content ot D CPPOftunities, fexible working

Career goals Making t b
ng il big some d i . :
Comporale koons Maj
oty of young executives (55
ﬂ'huhaiﬂmhln'r.JHDTatngti %) had no role model, others had role models like Bill Gates,
Preferred i.ﬂdl.ﬁ.r{:'l Indeernat;
J Hns t lIDﬂ_TﬂhHﬂlﬂgh Mﬂ-ﬂﬂi’lng1 F"'III"u:.E- MI“ .
f Pitakly in that order rragement consultancy, FMCG companies, Auta,

_ |
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The survoy of young executives underlined the importance of designing jobs around the individual,

tak
job

mghhwmhﬁnn! inlo ncenunt, Flexiblo working hours, attractive com m“ﬂ'ﬂﬂ:‘:n pﬂtkﬂﬂlﬂﬂp
content and growth opporiunities ete, many oceupy the centre-stage in HR strategies of Indian

managers in the doys nhead.

Eny
coming years, ns most public eector unita fee survival problema. (For axample Air India has 750

tronmental challenges: Privatisalion offorts in [ndin are likely to gather momentum in the

employees P"-"" airernft, which makes il the moat over-stnffed airline in the world, Air India’s cost
per l!'ll!'lplnll'l:'n 12 over Rs 5 lakh a year, perhaps highest among Tndian public sector units. Likewise,
Dﬂlh'l TIHDBF“H.- ﬂm‘pm-nlinn_]msu ﬂﬂlﬂlfl[_:l E‘TﬂFiﬂ}"E‘E!, ol which Elg]n Are ENOess anid 1_h_|: Eﬂﬂ‘_lﬂi

expend i_!'_l e on this excess stalT works out Lo Rs 22 crore! ) Mounting costs, TSI WA bills, increased
competition, inefficient operations, outdated lechnology, debt burden cte, will compel many public

sector units to either draw the shutters down or seck private sector partners. The @ﬂlfgm _r_-'i ng
E'“'dlr_Et_rﬁi“iEE employees with a view to make them more productive and useful under the new set-
up is going to fall'on the shoulders of HR managers. With this the legal stipulations covering
recruitment and selection of employees, employment of reserved category employees, minorities

etc. are also likely to lose their importance over a period of time.
Personnel funetion in future: The personnel function in future is going to evolve thus:

7

Job redesign: The focus on job redesign will increase: Flexitime, job sharing and alternative
work arrangements will come to cccupy a centre-stage.

Career opportunities: Apart from compensation, personal growth and self-development ma)

become primary motives for working. HR managers may have to restructure work so that
employees may find expression of their needs for creativity, autonomy and entrepreneurship

{For example NIIT has already started the Netpreneur scheme in 2000 to encourage budding
net consultants — either from its own ranks or outside) in their jobs.

Productivity: "Productivity, efficiency, growth"” are going to be the new mantras for corporate
survival and growth.

Recruitment and selection: Effective selection devices are likely to be used, giving premium to
employee skills, knowledge, experience, ability to get along with people ete.

Training and development: As technologies change rapidly, people need to update their skills
continuously A much broader range of abilities is required to keep pace with ever-present

changes, forcing companies to spend inereasing sums on training and development. (For instance
pharmaceutical majors like Dr Reddy Labs, Ranbaxy, Cipla, Sun Pharma have increased their

Research and Development budgets in response to WTO conditionalities in recent years).
Rewards: Rewards will be tied Lo performance. Benefita will acerue to thoze who show merit.

Individually — designed packages recognising talent may out-number group compenszation plans
Carrot and stick policies may not find a place in the new corporate lexicon in the days ahead.
e Safety and welfare: Increasing investments may have to be made by companies to improve the

work atmosphere, climate and job satisfaction levels of employees.
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88 » Human Resouce Manigement

# n . o
’ Introduet gry country like [ndia, jobs are very important to individuals, T,

In a labour surplus and capitel _h'm { residence, status and even one's g.msc_uf sell-worth, Johy
help determine standards of h:lﬁfﬂlﬁ fh;: are the means r:l'anmmphsllung organ hl:mllm?luhjmhﬂl.
mylmgartics P ed to define jobs in o vigid way. The pODUIRE VAEW SEL “":'h,"'"ﬂﬂ tha
Traditionally, organisations us o hle and unchanging, irrespective of the

. " . =t in g wed to he immula g 1
ap qul:: dtzﬂv?hr:;crfﬂ: :;E.htr;a In fﬁlim however jobs are not static. They are subject Lo chang,
wariois ineumnben :

press isation to put more empha.,
i iti ures may often force an Organisa on
Technological ndvunmnnndt:]m pﬂﬁﬁmm rather than on standard job duties, tasks ete. Moreover, 1y,

on characteristics of succesef ! ; ¢ times of the year (e.g. life guards, accountantg, o
some job might be handled differently at differen "L do what I believe right on the job”. Tha i 1

instructo 2 b incumbent might declare, ! :
’-ﬂ:l t the Ec:fnh;:ﬂn}t.. miliu; :: n'r'i:l understand the dynamic nature of jubs, managers gather informati,
wha :

ahout jobs from time to tima.

~ What is Job Analysis?

is i led examination of jobs. It s a systematic investigation of the tasks
%Tmﬁm r:p:nf:;':{:i:::edc:ta:;m to do a job. A task is an identifiable work Bl:t:i\ri?.}r carried out for g
specific purpose, for example, typing a letter. A duty is a larger work semnef'lt ﬂlm:tslatmg of several tasks
{which are related by some sequence of events) that are parfnrme_l.'l h}f an individual, for example, pick

up, sort out and deliver incoming mail. Job responsibilities are obligations to perform certain tasks and

duties.

figure 4.1
| Mature of Job Analysis

Joibs Tasky

. Joh Analysis II;: }Jnh Diufms
l H"““'--:i Jzb Responsibigies J

i:'b analysis isan r::rpurtmt personnel activity because it identifies what people do in their jobs and what
£y require in o to do the job satisfactorily. The information shout a job i th
’ % =~ i about a job is usually collected through

Box 4.1: Partial Job Analysis Questionnaire

JOB ANALY SIS INFORMATION FORMAT

E{:Eﬂ g:‘mL Date

asid e T :::::uu by

Superiars Mamg iy = —
1. What Is the peneral purposs of your jab? P Fr

2 What was your lasd ob? Wit was in snciher
3. Towhal job would you narmally xpect |o ba peomoled 7

4. If you regularly supendas athars, list them by name and ot fiie
S Ifyou supersse othars, plasse chack thoas pepy;

fies {ha
} O Hiing [ Coaching D"F': Part of your supervisory duties:
ermaling

Grganisation, phaase name i,

Contd
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O Onenting 0 Counaalling L1 Cempenaaling
O Training O Budgating [l Mescpilming
[ Schedulifig O Direcling LA Teeminating
O Developing 0O Measunng Perdormances (1 Othee

Hew woulll you descnbe Lhe successhil complolion and roaslin of your waork?

Job Dutws = Please brefly descnbe WHAT you do and, if possitls, How wau da . Indicaln thean dutms whl Erpergiar i B
miagl imporiant pnaiar most difficull

[a} Dady Dubes

in) Penodic Dubes (Fleass indicatn wheiher waekly, montnly, quariery, el §
(e} Dulsez Pecformed al imegular Inlerdals

Educalon = Please check the blank fhat indicales Ihe educalional iequirements for (he job, nol pour en adusals=al
Bazkpround.

" Ha tornal education required * Colloge degrea
Less than high scheal diploma

“ High scheal diploms or equaleny

© Cobege cefihcale or mauivalent

Education bayond graduaie
degren andins profassional license

Saores. Reneed | Handaman, Compansplion banagemen! {Regtea, Va ~ Resion Potlaing 19T6), pp G8-¥5

W’(Jsea of Job Analvsis

Good human resource management demands of both the employee and the employer a clear understandmz
of the duties and responsibilities to be performed on a job. Job analysis helps in this understanding by
drawing attention to a unit of work and ita linkage with other units of work. More specifically, the uses of
job analysis may be summarised thus:

Human resource planning: Job analysis helps in forecasting human resource requirements in
terms of knowledge and skills. By showing lateral and vertical relationships between jobs, it fachitates
the formulation of a systematic promotion and transfer policy. It also helps in determining quality of
human resources needed in an organisation.

Recruitment: Job analysis is used to find out how and when to hire people for future iob openings.
An understanding of the skills needed and the positions that are vacant in future helps managers to
plan and hire people in a systematic way. For example, a company might be traditionally hiring
MBA students for equity research. A recent job analyeis showed that the positions could be fillad by
gradustes with an analytical bent ol mind. Now, this would help the company hire equity analysts
from a greater number of available graduates even by ofTering o slightly lower salary:

Selection: Without a proper understanding of what is to be done on a job, it is not pozsible to select
the right person. If a Super Bazanr manager has not clearly identified what a clerk is to do, it is

difficult to ascertain if the person selected is Lo pogition stores items, run a eagh register, or keep the
account books,

FPlacement and orientation: Alter selecling people, we have to place them on jobs best suited to
their interests, activities and aplitude. 17 we are not sure nbout what needs to be done on a job, it is
not poesible to identily the right person suiled for the job, Similacly, elTective job orientation cannot

be achieved without a proper underst anding of the needs of euch job. To teach o new employes how
to handle a job, we have to clearly deling the job,

Training: I there is any confusion about what the job is and what is supposed to be done, propes
training efforts cannot be initiated. Whether or nol o current or potential job holder nnql:.ll'n"-:l ﬂdl:;g:h .
training can be determined only after the specific noeds of the jobs have been identified tho
job analysis.

B S
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f.  Counselling: Managers can properly counsel employees nbout their ca recrs when they undery,,
the different jobs in the organisation. Likewise, employees can hetter appreciate their career in
when they understand the specific needa of various other joba. Job analysis can point ouy Oreag H'rlu
an employee might need to develop to further o coreer »

g. Employee safety: A thorough job analysis sovenlnuneafe conditiona asaocialed with a jeb, | 3y #tudyiy
how the various operations are tnken up in a job, monagers enn find unsafe practices, Thi, help,y -:E
rectifving things casily.

h. Performance appraisal: By comparing what an employce is supposcd Lo be daing (hased o joh
analysis) to what the individual hus actually done, the worth of that person can he ascased, Ultimay,y,
every organization has to pay a fair remuneration Lo people based on their performanee, Ty arhisys
this. it is necessary to compare what individuals should do (as per performance standardy, with

what they have actually done (as per job analysis).

i. oJob design and redesign: Once the jobs are understood properly, it is eap._*,rlt.;. |.:.,.:3!._. weak set,
and undertake remedial steps. We can eliminate unnecessary movements, simplify certain s
and improve the existing ones threugh continuous monitoring. In short; we can redesign iskg 1,
match the mental make-up of employees. :

j. obepaluation: Job analysis helps in finding the relative worth of a job, basﬂ*ﬂ on criteria such 2
degree of difficulty, tvpe of work done, skills and knowledge need_ed. ete. This, in turn, assiss i
designing proper wage policies, with internal pay equity between jobs.

!Igured:.z

|  Multifaceted Nature of Job Analysis |

Recruitment

Human Resource
Planning ‘\‘\-. T f, Selection
Job De nd .
He-dns.l;:m ; — ——— - Training
Performance ""'f
Appraizsl Counselling

Employea Salety

| e
Who should Conduet the Job Analysis?

It iz always !J-Eﬂer lﬂuﬂt? Bupervisors, job incumbents or some combinations of t hese to obtain iﬂwﬁﬁ

about jobs in an nr_gammt.inn, The job incumbents offer a clear view of what work is u-rtuﬂﬂ!f doné

against what wnrl-r.‘m supposed to be done, Further, invalving job incumbents in the job analysis -

miglht- ﬁlﬂl‘&ﬂﬂﬂ I.hl!!r EIE'E'EF'tHﬂEﬂ of any "l‘l'ﬂrj; chﬂﬂgl}ﬂ stemm l!rll._.'; rr“lﬂ. the resu Ita ﬂrllll.ﬂl]'sia" Hn“'é"ln'{"r‘;nd
the negative side, job incumbents might exaggerate the responsibilities and importance of their wqfik ot
, in the process, the whole effort might suffer due to lack of objectivity. External analysts help avot fﬂ
higsed opinions. They tend to h:;ﬂ!r: their write-ups on a realistic view of the people, jobs and the
organisation .Ej“sterln as & whole.” To be E!f'fﬂlr:tive. external analysta should have cons iderable kll?“’ﬂf he
about how work 18 actuai!]:l prm;;-:e‘;ld within the organisation while offering a lsm?rs::chniﬂﬂ i
Jjob; Prﬂﬂtnt mwenw o changes in future must also be taken into account.

Scanned with CamScanner



92

khuniumﬂ’-wﬂ

lecting Job Analysis Data

hem, however, is perfect. In
ods of Col : - None of them, |
4 eth aro used 10 collect information ahout jo o nbta.ming.]ﬂh analysis data. Theso

A variety of methods,

i i
combination of severnl methods is use

s e thorefore, & :
actual proctice, - iob in question. The analyst
are discussed BT thod, the job anolyst actually F’Efr.nﬂ?ﬂt:w:f‘n physical hazards, social
rmanee: In this method, 1 factors an Lhe job inclucing johs th
1. Jobperfo ce of contextual [ae thod is useful for jo a that can be

i - wperiet . Thig me
m“m:mmnds fmsi?:iﬁntn:?:dmsuﬁpmn and mental requirements. e
dE '

Ir i j £ d u [ 'Er'

fire fighters) or for jobs that

ohserves the worker(s) doing the job. The tasks performed,

pation: The analyst 14 are observed during a complete
Personal obser han done, the working conditions, etc.,
4 activities are done, the
the pace at which activi

i tion, certain
work cycle. Dunng ohservation, - .
The analyst must observe average workers during average conditions

. &

- 1 = ! L] ] - 1
ll':l.'l.!.ﬂ‘.'l'

wOrkers. -
s  Theanalyst must make sure that he obtains a proper sample for peneralisation.

precautions should be taken:

Thie method allows for a deep understanding of job duties. It is appropriate for manua%, ihu-rt period job
activities. On the negative side, the method fails to take note of the mental aspects of jobs.

3. Critical incidents: The critical incident technigue (CIT} is a qualitative approach to job analysis

weed to abtain specific, behaviourally focused deseriptions of work or other activities. Here the job

holders are asked to describe several incidents based on their past experience. The incidents so

eollected are analysed and classified according to the job areas they deseribe. The job requirements

will become clear oncs the analyst draws the line between effective and ineffective behaviours of
workers on the job. For example, if a shoe salesman comments on the size of a customer’s feet and
the customer leaves the store in a hufT, the behaviour of the salesman may be judged as ineffective
in terms of the result it produced. The critical incidents are recorded after the events have ﬂlready
teken place - both routine and non-routine. The process of collecting a fairly good number of
mdﬂﬂﬂ is a lengthy one. Sinee il}ﬁ'lieﬂt-?- of behaviour can be quite dissimilar, the process of
mmﬂﬂmﬂi{?h descriptions can be difficult. ThF:_ an_alys’r_,s overseeing the work must
Uity to translate the eontent l}fﬂﬂmnphgng into me&ningful statements.

Interview: The interview method consists of asking questions to both incumbents and supervisors

L‘;;:{L”:;r&: :i:ud'f ;::L?:; amgmmu; ig;ng. d‘l‘he reazon behind the use of this method is that job
and can anvan ‘ : d
observation. Workers know the specific d U t the information obtained through

j ti i ; ug
relationship to the rest of the organisation, of the job and supervisors are aware of the job's

Due 'L]-IEEH-EE muzt he exercised whi i ) .
L"Fmpﬂ‘rinterﬁgmng techn: while using the interview

niques, It visah
to the purpose of the analyst, ' advisable to use a standard format eo0 as to focus the interview
Box 4.2: Guidelines for
Condu
* Ful the worker at ease: estagiish gy Eﬂl'!ﬂ Joh Ahilrlis I“‘Er'ﬂ'lﬂ-w‘
#® Make the pwpose of the intérview claar

th‘ BQuence of tha dutieg Perfomed,

Gﬂm..
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, PhEse qu.g.“lp.nl carefully =o that the answers will be maore han Jusk "yee® af “na",

, Ao -hpg.u:uqu; guEshans, . 8

; Eﬂlﬁ-"u' specified and complabe information pﬂﬂanmg fo G s perfarmed and Fie widkers bads :—:‘r.:‘
o Conguct the intenmew N plain, asy languags. : ]‘

o Cansider the relationship of the prasant job to ciher johs in the deparimest

o Control the lime and subject matter of tha inbarview | ; i
s Be pabent and considerate ko the worker -—
a Summanse the infarmation oblained before closing the interview.

g Close Ihe interview promptly,

Although the interview method provides opportunities to elicit information sometimes not available
through other methods, it has its limitations. First, it is time consuming and hence costly. Second,
the value of data is primarily dependent on the interviewers’ skills and may be faulty if they put
nfnblguuualquastmn_s to workers. Last, interviewees may be suspicious about the motives and may
distart the lf{fﬂfmﬂfalﬂn they provide. If seen as an opportunity to improve their positions such as to
increase their wages, workers may exaggerate their job duties to add greater weightage o their
positions.

5. Panel of experts: This method utilises senior job incumbents and superiors with extensive
knowledge of the job. To get the job analysis information, the analyst conduets an interview with
the group.. The interaction of the members during the interview can add insight and detail that the
analyst might not get from individual interviews.

6. Diary method: Several job incumbents are asked to keep diaries or logs of their daily job activities -
according to this method — and record the amount of time spent on each activity. By analyaing these
activities over a specified period of time, a job analyet is able to record the job's essential characteristics.
However, it is a time consuming and costly exercise in that the analyst has to record entries for a
painfully long time.

7.  Questionnaire method: The questionnaire is a widely used method of analysing jobs and work.
Here the job holders are given a properly designed questionnaire aimed at eliciting relevant job-
related information. After completion, the questionnaires are handed over to supervisors. The
supervisors can seek further clarifications on various items by talking to the job holders directly.
After everything is finalized, the data is given to the job analyst.

The enccess of the method depends on various factors. The structured questionnaire must cover all job
related tasks and behaviours. Each task or behaviour should be described in terms of features such as
importanee, difficulty, frequency, relationship to overall performance, etc, The job holders should be
asked to properly rate the various job factors and communicate the same on paper. The ratings thus
collected are then put to close examination with a view to find out the actual job requirements.

The Questionnaire method is highly economical as it covers a large number of job holders at a time. The
collected data can be quantified and processed through a computer, The participants can complete the
items leisurely. Designing questionnaires, however, iz not an easy task. Proper care must be ta.kz:u to
frame the questions in such a way that the respondents are unlikely to misinterpret the guestions.
Further, it is difficult to motivate the participants to complete the questionnaires truthfully and to return
them.

Some of the standard questionnaires that are widely used are discussed below.
1. The Position Analysis Questionnaire (PAQ)

The PAQ is a standardised questionnaire developed at Purdue University to quantitatively sample work-

oriented job elements, It contains 194 items divided into six major divisions. Thf m”fa P“r_’;:t! I!
management to scientifically and quantitatively group interrelated job elements into job dimensions.
These are explained below:

_4_#
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asis on current efforts: Job analysis eflorts “h“uldﬁﬂpﬁﬁ tﬂ:igl:l'xsaahs:; Ltl_n what

B s ’nrr.- eurrently doing. Some employees may be @ neibilities The-mm! ang
the expliiyeet d the scope of Lhe job and assume more respo : M pany
given a chance they may expan if he or she were to leave the COMpany,

: ; : like that person i
?!?lmhraw {fnlmmltydlmn“ ﬁf;l:u‘lﬂ :a]:lil?hn:pfﬂiﬁmtfnus ghould not be merely a description of what th,
ure, "the job

- 1 dm",
person currently filling the job i R & i
. . ', ‘a efTorts m ut managers in a ‘Strait-jacket’, limitin
s Management Sl'mal';rnclm.r.Juhnm-!;,rsmr orts may p i amolt (58, Wik Ay 6 Pilny tﬁ

i 1 ime to time.
their freedom to adapt to changing needs [rom time . % .
appropriately dc-seri‘:?et what an employee is supposed to do in the company - creating, of course.

further confusion in the minds of employees.

‘-,/Jﬂh Deseription
A job description (JD) is a written statement of what the job holder does, how it is ﬂﬂr:L'lE. I.:ll‘lder what
conditions it is done and why it is done. It deseribes what the job is all about, throwing light on joy

content, envirenment and conditions of employment. It is descriptive in nature and defines the purpaza
and scope of a job. The main purpose of writing a job description is to differentiate the job from other

jobs and state its outer limits.
Contents: A job description usually covers the following information:

*  oJob fitle: Tells about the job title, code number and the department where it is done.

* Jobsummary: A briel write-up about what the job is all about. *

* Job activities: A description of the tasks done, facilities used, extent of supervisory help, ete

. rking conditions: The phyeical environment af job in terms of heat, light, noise and other
L]

Social environment; Size of work group and interpersonal interactions required to do the job.

tabled?2
[ Specimen of Job Description

Ttk Compensation manager o

Cade HR/2310

E:F':ﬂm Huran Resayres Departrmant

mimary Responsible for fhe design and i
, administal

Dufies - F'El:nnducl b analyis, ion of employes Compansation PrOgQramimes
[ ] raparg ||ﬂ} dﬁ:"p"ﬂ“l iﬂ
] : ! reument and proj 5
2 IE'P-D vate job descriphions ond oed as Ehu?n::ul-:ldﬁmrhum' . -

ndure that compamy s enm : L b Evaluation Committes \.-7"

Warking condij . K inlormaliq
EE’F":'H o s ;I"l‘:'-"-"l‘ﬂl' -lnhl |'I-|:-|.|r5 par ﬂl:l'f. |'|-.re dﬂ.-p un ’1"“:"'-
b
| Fedlor Humon Rosoyrca Diinns EE
__—-__________-__

Probl : T =
ems with Joh D“'“ﬂptium =y ' |

Job Description se
FVES A8 a vﬂuﬂhte .
what
when the g P25 £0 do welin e 7 POUR the emplgee,
problems ¢ e rec . the job deseription Employers, g the and the employer. Employees know
19 P conselously of wnconscigy gy e 29t Performed n ther hand, can take collective stePS
While fo quired, In actual practice, severs!
practice, se

mulating ;
ulating jo} descriptiong,
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e It is not easy to reduco nll the esaentinl componenta of a job in the form of a clear and preciee
document.

1 Jﬂl] dﬂ”rt‘pt iI:FI!'iI are H-I.'II'III"'1 1 nins tlnl 11 I'H‘Intﬂl i j‘"h .'I 11 I' | L] rh" I H.._

™ Th{.‘j" can limil the aenpn of net vilien al 1the jn'ﬂl- Bieshi lirr, rocdueing srpganis nl fonal Nies |1,|i||.|'_:;,|:-'I

Writing Clear and Specific Job Deseriptions

According Lo Ernest Dale, the rn““"'"iﬂﬂ' guitielines should bn kopl in mind while writing job descriptiona:
»  TheJD should indicate the noture and acope of the job, ineluding all impartant relatinnships.

o Itshould bebrief, factual and precise; use netive verba such na colloct mail, sart cnt ‘mal’, ‘distnbte’

mail, 'E'tf- -‘!E"":ﬂld gtatements of “Fil:liﬂl'l- Give a clear pil:l;l]rf ol Ehe lu]jl g:plmn afl the daties and
responsibilities of the job in greater detail,

e  More specific words be chosen to show (i) the kind of work, (ii) the degree of camplexity, (il the
- degree of skill required, (iv) the extent to which problems are standardised and (v) the degres and
type of accountability,

o  Theextent of supervision available should also be clearly stated.
¢  The reporting relationships must also be clearly indicated (e.g., who reports to wham, frequency,
ete.l.

Mode of Writing

The job analyst has to write the JD after proper consultations with the worker and thesupervison T2e
preliminary draft about the job must be discussed in the presence of both the worker and the superviser
to uncover gaps, deficiencies, ete. The following method is suggested by an expert in this conmection:

e  Firstly, get the questionnaire about the job filled in by the immediate supervizor of the emploves.
o  Hecondly, the job analyst must observe the actual work done by the employee and complate the job

description form.
& Thirdly, every effort must be made to involve the emploves and the supervizor while finalizing the
J00,

Finally, keep the JD up-to-date by keeping track of changing cenditions and incorporating the
relevant ones as and when

i
%2-Job Specification

Job specification summarises Lhe human choracleristics needed for satisfactory job completion. 1t tries to
describe the key gualifications someone needs Lo perform the job successlully It spells out the important
aitributes of a pereon in termas of education, oxperience, skills, knowledge and abilities (3hAz! to perform
a particular job. The job apecification is a logical outgrowth of u job deseription. For cach job description,
it in desirable to have a job specification, Thia helps the organisation to determine what kind of persons

are needed to take up specific jobs. The personal attributes that are described through a job specification
may be classified into three categorios:

*  Essential attribufes: skills, knowledge and abilities (SKAs) o person must possess.

*  Desirable attributes; qualificalions n person ought to possess,

*  Contra-indicators: sttributes that will become handicap to suceessful job performance.
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4Introduction

Human resource is an impo

r

. vortant corporate assel and the overall performance of companies 4

upon the way it is put to uss. In order to realise company nhjautw&ﬁ. 1t;;:;]m{[' L have g Eﬂhﬂa
resource plan. Human Resource Planning (aleo called employmant oF !::r. b ol t}f a'?“}:"g? s ﬂ!-r:nuaﬁ
the process of getting the right number of qualified people into L:E rig 1.1'-" / ei "JEE tLime 5o ”"*ta,::.
grganisation can meet its ohjectives. 1t is 0 Y stom of mnu;hm;;_'f- s OUEE : uwpcn]:- € \existing smp "-‘t'l
2nd those to be hired or searched for) with openings the pranisation expects over & gIVen time frap,,

s o forward looking function. It tries to assesa human Feaagy
sion schedules, market fluctuations, demand forecasty ¢,
lan is subject to revision, of course, and is tuned ty 4

requirements of an organisation from timeto time. [t 18 an integral pa_.rt '.:'F e mrr:ra.l_l o, ey Plan gy
reflects the broad thinking of management about manpower needs within the organisation. The focy, .

ing right number of qualified people into the organisation at the right time. 7,

the plan is always on getiin : : ;
this end. human resource plans are prepared for yarying time periods, i.e., short ter plans covering,

time frame of 2 years and long term plans encompassing a period of 5 or more years.”

Human Resource Planning {HRP) i
requircments in advance keeping the produc
in the background, The human resource p

Objectves

The basic purpose of having a human resource plan is to have an accurate estimate of the number of
employees required, with matching skill requirements to mest organisational objectives. It provide
information about the manner in which existing personnel are employed, the kind of gkills required for
different categories of jobs and human resource requirements over a period of time in relation ta
organisational objectives. It would also give an indication of the lead time that is available to select and

train the required number of additional manpower,
More specifically, HR planning is required to meet the following nhje::t.'wui'.

e Forecast personnel requirementa: HR planning is essential to determine the future manpowes
peeds in an organisation. In the absence of such a plan, it would be difficult to have the services of
right kind of people at the right time.

e Copewithchanges: HR planning is required to cope with changes in market eonditions, technology
products and government regulations in an effective way. These changes may often require the
services of people with the requisite technical knowledge and training. In the absence of an HR
plan, we may not be in a position to enlist their services in time,

e Use existing manpower productively: By keeping an inventory of existing personnel in an

en_tgrpﬁm: b]rlﬂ.kli!l, level, training, educational gualifications, work experience, it will be possible te
utilise t_lhe existing resources more usefully in relation to the job requirements. This also helps i
decreasing wage and salary costs in the long run,

. Prqmnfe E.Ilﬂp.lﬂjfﬂ-ﬂl ina lj'ﬂf-&lmﬂﬁt manner: HR planning provides useful information on the
h}]allﬂ I:; whml; manageHR :Inent.tdenldea on the promotion of eligible personnel in the organization. In
the absence of an HR plan, it may be difficult to ensure regul :

a justifiable basis. egular promotions to competent people
,, Importance
Fuman Resource Planning s & highly important and useful activity. If used properly, it offers a nur®e”
of benefits: h

Reservoir of talent: The EI_'EMEBE!.LiDn can have a reservoir of tal : : 2
with requisite gkills are readily available to carry out the assigned tﬂ;:t Sy poiak of Hie: A

—— ____‘
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d in advance and this
resource

for future: Peaple can he trained, motivated and develope
) through

Jf]"i.l'.‘"n‘l'j.ﬂn'l h.l-l man

Prepare people
r various reasons

helps in meeting future needs for high-quality employees ‘]Uifr“_ “E‘F'l-"'"ri
shortages can also be met comfortably (when people quit the organisation
proper human resource planning.

i ralions
isalion wnnis to ex and its scale of ope i
If the orgenisalion wnnia Lo oxXp s e

it can go Ehﬂ-ﬂd

Expand or contract; ho can handle

pasily, Advanee planning ensures a continuous supply of people with
challenging jobs easily.

Cuf eosts: Planning facilitates the preparation -:nflu
or division. This, in turn, helps in controlling manp I
manpower supply. The physical facilities such ag'canteen, quarters, school,
also be planned in advance.

Succession planning: Human Resource Planning, as pointed out previoualy, prepares PE:E;':E
tuture challenges. The 'stars’ can be picked up and kept ready for further promotions W i
they arise. All multinational companies for example, have this policy of having a hot list "EPI';m'Em E
candidates prepared in advance e.g, HLL, Proctor & Gamble, Godrej consumer producta e '!
Such candidates are rolled over various jobs and assessed and asaisted nnntmu:_:ual:,t When the tim
comes, such people ‘switch hats' quickly and replace their respective bosses without any problem.

n appropriate HR budget for each department

idi afexcosses in
wer coats by avoiding shortage
Y : medical help, etc., can

The Process of Human Resource Planning ﬁ

The process of HRP usually followed in a large organisation, consists of the following steps:

1. Forecasting the Demand for Human Resources

Most firms estimate how many employees they require in future. The demand for human talent at
verious levels is primarily due to the following factora:

a. External ehallenges: These challenges arise from three important sources:
s  Feonomic developments: Liberalisation, opening up of banking sector, capital market reforms,
the on-line trading systems have created huge demand for finance professionals during 1980-
1995 in India. The late 90s saw the riee of manufacturing, FMCG, Pharmaceuticals, Auto-
components, Healtheare and Chemical Industries in a steady manner. Consequently, the demand
for Engineering and Management graduatea, Scientists and Healthcare professionals has picked
up in recent times.

s Political, legal, soctal and technical changes: The demand for certain eategories of employees
and skills is algo influenced by changes in political, legal and social structure in an economy.
Likewice, firms employing latest technology in construction, power, automobiles, software,
etc., have greatly enhanced the worth of technicians and engineers during the last couple of
years. Technology, however, is a double-edged weapon and hence, its impact on HR plans is
L‘-f:im“ ;ﬂgﬂ@iﬂt- For example, computerisation programme in Banks, Railways, Post and
T oty s demand e drie o Rcin, b ol

as computer operations). High technology with all its

. attendant benefits may compel organisati
1 ganisations to go lean and downeiz fi dd
Employment planning under such situations becomes complicated s

] Tl 0 i i E
m;:;i !.'E'Em?nn;les peru_ttng in fields where a large number of players are bent upon
wrkfgm ﬂuump?:rti:i:mrﬂ&; \With a view to enhance their market shares) often reduce their
. eneficial to customers but syicid 8l for companies operating on thin

ﬁgﬁ:ﬁ“ﬂ“ﬂm‘fﬂnﬁ have to necessarily go ‘lean’ by reducing their workforce. On the
with criti e Lt ave doing well and progressing smoothly will always look for pecple
eritieal akills, g y ays

..
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110 @ Hemen Reisuree Managerent . lan, sales and production fo

‘ vy ptrategie P T .
decisions: Thlﬂ urgnmun:iﬂil:l z:‘np nent planning. If Britannia [ndumm“ﬂ
all ba taken into aecol hread, the long-torm HR plan must take th;, iny
{nto other lucrative fiolds such na milk based prog °

an“{nﬂrmuiﬁitu akills in thoee areas in th, n:

b, Organisational

new ventures must kamit]
i and for biscuits an
axpects higher d“m. it {ria Lo venture

ms, the demand lur people

looked into carefully. e
i dified by rotirements, term

s mnkos tho rate of occurrenced

and confectionery ite
couple of years should be

e Workforce factora: Deman
inaves of absence, Past experiencs, however,

fairly predictable. .

d. Forecasting technigues: The manpawer forecasting
organisations are given below:

o  Expert forecasts: In this method, managers estimate

using their experiences and judgementa to good effect. ot sates

X o be estimated by examining past trends, Past rates of chang

) $n:&ﬁi:::ﬁlfﬁnnflﬁamu:ura or emplu}rmm:"lrt growth can be estimated by its relationski;

with a particular index.
Box 5.1t Trend Analysis (An Example)

na, resignations, deathy
{ these actions by employy,

techniques commonly employed by mode,,

future human resource requirement,

2001-02 Breductlen af Unlis : 5,000
0203 Ha. of Workes ; 100
Ratia ! 1005000
2003-04 EspratedProduction  © 8,000 |
100 |
Mo ol Workens magulred - BooOx ——— = 160
5000 |
H supervisors heve 8 span of 20 workera, 8 supendscrs am elso needed In 200304,

e.  Other methods: Several mathematical models, with the aid of com
B8LIC , puters are also used to forecas:
HR needs, e.g., regression, optimisation models, budget and planning analysis. .

To proceed ystematieally, human resource professionals generally follow thre .
£ t ¥ =
steps as applied in respect of, say a commercial bank, o o steps. Let's examine thes:

e  Workforce analysis: The average loss of manpower due to leave, retirement death. transf
' 1 p TTANEIEL

discharge, etc., during the lest G years m i
: = ay ba taken into account, T
labour turnover should elso be taken into aceount. 'I';:a nufurg "% 218 Il of shamtselam

banks, other non-banking financial inati of competition say from forei
ebnte t b i TR B, natitutions may also be considered here to find out uu:tﬂ

Box 5.21 Manpower Flows Ina Bank
Tranafars n ® s E

Job Hepping
Transhary Ol
Retiremant

UFE Schema (Goldan handshaka)
Discharge ar Dismissa
Tarminatians
Resignations
Relrenchmaen)

Attractions In Other Banks, sto.

Recrulty b »

Hmmﬂln »

¥ W ¥ ¥ W ¥ W v W
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s

= punned bl far The yaer 10000 pleces
signdand hours pas pleca 3 houts
puanned haum 0,000 hours
producive hours per persan par year 1,000  hours (estimatsd af annusl basis)

falicwireg far ghsenissism, lumover, die time &ic.)

Me. of workers required
If apan of control (m the und 18 10 par officar, then 3 cofficars am pi=o required,

Chaptet §  Hlumes mmEgus « = =

While some of the interchanges and extornal supply could be sredicted (grawth opportunitics,
Frnm::-tin-m. tranafers, retiraments, etc.) others are not so easy to predict. Past axperience oiidh
hil't-ul'iﬁﬂl data may help bank managers in this regard.

_I" ad analysis: The need for manpower s nlsc determined on the basis of work-load analysis,
wherein the company triea to ealculate the number of parsons required for various jabs with reference
to a planned output - after giving welghtege to factors such as shsentecism, idle time, ete. The
following example would throw light on this:

Box 5.3 Work Load Analysis (An Example)

a0

e

2,

The basic purpose of preparing manpowe
gvailable within the or igation to man va
of supply of manpower:

(a)

While determining manpower requirementsa through work load analysis, commercial banks may
have to take the following factors into consideration: (i) the number of transactions to be handled by
an employee; (i) the amount of depogits and advances per employes; (1ii} special requirements in

of managing axtension counters, CUrrency chesta, mobile hranches, ete.; (iv) future expanson
plans of the bank concerned. Managerial judgement — & study of the past trends - may serve aia
useful guide in this regard, Statistical and econometric models may also be pressed into service,
sometimes, depending on the requirement(s}.
Job analysia: anan.ﬂl}lﬁiﬂh&lpainﬁnding out the abilities or ekilla required to do the jobs efficiently.
A detailed study of jobs is ueually made to identify the gualifications and experience required for
them. Job analysis includes two things: Job description and job gpecification. Joh description is &
factual statement of the duties gnd responsibilities of a specific job. 1t g1ves an indication of what 13
to be dore, how it is to he done and why it 18 to be done. Job specification provides information on
the human attributes in terms of education, ekills, aptitudes and experience Necessary to performa
job effectively.

ower Inventory (Supply Forecasting)
the size and quality of personnel
gation will have two major sources

Preparing Manp
r inventory is to find out
ripus positions. Every argani

internal and axternal.

Internal labour supply: A profile of employees in terms of age, sex, education, training, experience,
job level, past performance and futura potential should be kept ready for use whenever required.
Requirements in terms of gruwthFdlvurniﬂ:ntiun. internal movement of employees (transfer,

promotions, retirement, ete.) must also be assessed in advence, The pmihilitiaauh‘hmmﬂism
turnover should be kept in mind while preparing the workforce analysis. Through replacement
charts or succession plans,

the organisation can even find out the approximate date(s) by whi
important positions may fall vacant. Frequent manpowe

¢ audits may be carried out t0 find out the
ﬂ'."'lﬂﬁblﬂ talent in terms of skills, PE-I'fﬂIMInEH and 'F-U'r-ﬂl.'l.ﬂﬂl.“ (se® Fi'l'uﬂ 5.1)

Some of the important forecasting techniques may be summarised thus:
Joyees 01 the

Staffing table: It ahowa the number of employees in each job, It tries to classify mpnhh
bass of age, ex, position, category experlence, qualifications, skills, ato. A study of the* indicate®

whether current employees are properly utilised or not.
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Projected Outfioyy |

® Fromolions
@ Quils
@ Terminations
Cumrent Stafling Employees I @ Ratirements
L # Deaths
o Layofls
’ Firm's internal
| Projacted iy for this
Curranl Projected inflows " supp
::‘Tng E ;T:H ;;:: Y s year tima next year
Wl
| ' transfer and turnow
s Thi i :.torical rates of promotions, LT :
Hmmut s T]::.i::ﬁ -hmﬁ:euﬂﬁ:: Based on past probabilities, one ca.usestlmme
i future availabilities r : bulities, '
numbe:nf employees who will be in various positions with the organisation in future
figure 52

[ Marcov Analysls for o Hypothetical Relall Company

Dept. | Sales J Exit l

2003-2004 Stari Azst Stora | Sectlon
Managers | Managers Heads Heds | Executives

Stare Managers @ . r
.|'n =15 . 12 I @ ;
AR Stans
e @ ®
n= :l,Er 4 amn ‘ ] @ 2
Sectian
Heads @ . .
et i /ﬂ"’ @ E'I @11
Deparmental
Heads
= | | 18,18 |6
Zalpz 5 oy & 48
Exnculives
=11 | o8
Foretarieg a8 oas b

|_5er=1|.-' 8 . 2

: W 301 ’ 1072
L Floures in cicion whow g FBniingn PEzeniapes i

Skills inventory: A skillg |
. -
5l e ity o u::r?i:;{ I:E "N asessment of the know] .
every 2 years and should ingl . Ehn& Furrent employggs, This edge, skills, abilities, experience
BC8 such ng nw gijy] i ﬂdd:":::"i should be updated at 14?“5;
nal qualifieations, changed jo

duties ete, OF course confide i
. Y ntinljy ; -
established, such a record helpy gy o " 1TPOTLADE fagyq fp gorr
Setting up such an inventory. OPc

employee backgrounds § OTgBnisatigy to gui,
qu:l:kly m h
ateh I'n-rthﬂmm'ng Job openings wit
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E an Exomple of a Skills Invenlory _]
Hame : A K. 5en Date printed @ 1-4-2004
Mumbsaer : 428 Department : 41

Koy words Work exparience
Word Description  Ackivily Fram Tao
Accounting Tax Supervision | 1988 2000 Tax clork ABC Company
and analysis
Book Keeping  Ledger Supervision | 2000 2002 Accountant  XYZCo
Auditing Computer Analysis 2002 2003 Chief Accounts TT Bank
racords Cfbcer
Education Special Qualifications Mombarships
Degreas  Major Year Course Data 1. AMA
Maas Finance 15808 = DBF 15498 2. I5TD
B.Com Accounts 1985 » Risk Management 18993 3. ICA
Compulter Languages Fosition Location Hobbies
Literacy preferance gholce
& Tally = French Aceounding = Kolkata w» Chess
« Banking Auditing » Dalhi # Football
Software = Bangaione « Boating
Employeas Signature HR Department
Date b Date

I I

Replacement chart: It shows the profile of job holders department-wise and offers a enapshot of
who will replace whom if there is a job opening. (See Figure 5.4,

ll|ure5.4

r An Executive lu_-plm:nrnenl Chart |.
General Manager Koy
v, K. Garg Names given are replacemant
Al2 candidates
B AID A, Promotable now

B. Wesding davalopmant

G‘"‘:‘ ":‘:T" . Mol suitable to position

L. Mat art i, Superior performancs

2. Above Average parformanca
Assistant General Manager 5 Acceptable perormance
R.K. Arora A2 4. Poor performance
K. Nehru 3
[ EE | | |
T Diwision; Dihision: 3
Diwision: : Technloal Acvisor
Accounting & Planning Manager
HR Manager Al Taxalion Manager AM Gupla AN MR Murthy B3
C.P. Thakur AT Roy iz KPRso BN
E L L L
Nonem Regon Central Region Southerm Region Manager Esstem Regiol
Manager Manager A. Submmanysm B2 harge
LC Srivatsav A2 5P Kumar A B.K. Mencn B R, Krishna
I A. Thapar 4 F Pandey B = i J
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External labo . When the organisation grow runds, ete. in the caseé ol a bagy,

o perat ; 74 “f:lm{:ing :ﬂ]ﬂli.tnl market operations, mutuﬂﬁﬂzies. it has to look into outsig,

operations (merchant B Ak ooplo internally to fill the YBSEEy oo ryitment needs and look,

- “hm';l‘: 151:1'11 ﬂtl;iftt:n :]l'gﬂ.l'liﬂﬂliﬂn s able Lo anticipate it8 oul

gources. o the ex

.1 :ta problem in finding t
b . - mind, its Pro ha
into the possible sources of supply keeping the T orket £ “di.ﬂ;d hecome easier. (see Box 5.4)
in

: i ired time W
right personnel with appropriate skills at the required " iions of thousands ot i)

the qualif i abilities etc., are
isati do not generally track oo sarienith, : -
Urgﬂn;lﬂr;f--::]n&{ l};w:tzi:!r:‘;ﬂnyem in terms of knowledge 'Il‘himf;f uﬁrﬂﬂﬂ computerised human
o i fware systems. [1here

computerieed, using various packaged st |

rﬁuiminfﬂrmatinns systems now available].

Box 5.4: Important Barometers of Labour supply

1. tgt migration info and oul of the area

i Education levels of workioroe

i Demographie changes in population

i Technological developments and shifts

5 Population Mobilty

fi Damand far specific skis

7. Hakiaral, regional unemaloyment raes

B Aptors of eompeting emoloyers

. Gavemment palicies, regulations, pressUes
10. Economic Forecasts for the next fow years
11. The gttractvensss of an area

12 The abractweness of an induatry in a paricular place

3. Determining Manpower Gaps

The existing number of personnel and their skills (from human resource inventory) are compared with
the forecasted manpower needs (demand forecasting) to determine the quantitative and qualitative gaps
in the workforce. A reconciliation of demand and supply forecasts will give us the number of Ie to be

recruited or made redundant as the case may be. This forms the basis for preparing the HR plan. Box 5.5
shows how demand and supply forecasts can be related over a period of three years.

Box 5.5: Determining Human Resource Requirements
Year
: 1 2 3
1. Humber required 84 the boaginneng of the year
2, Tl::hmgu fo requinements farecast during the year
3 gl requerernanls g1 e end al tha yaa: 1+2 IEHI‘H
4, Humber available ai the beginning I:nf":lz ':u.r :I - q
5. Additns. (iansters, promoticas) M
E. Separalions (trement, waslags,
7. Tolsl svaisble at the and of yuf?[ﬂﬂ?hm oul nd cther losses) SUPPLY
B Defictt or surplua {3.7)
-] Loasas of those recruited dunng fhe yea e T
| 10 Acdiional umbers needad duing e yege (8.5, G TioN
_ F THE ABOVE
4, Formulating HR Plang \wmm
Organisations operate in chan
-:;I:.nge eontinually. C il;mp@mdlg environment. Conseqy by
portant things that Rew Froguet mj uni ent Hy
i Speg + Unin v iiman pe .
mﬁ“;r:m“aﬂ in the ! attentio The | mmar 15, competigy aise requirements also
replaces ETalimes gpg Btrat s 20 b0 be trgn It PSOUCES peo © aclions arg some of the
t, ete.). Alegipg (for TEﬂru':‘ ated jn = ?Emmﬂnts l'dentlﬁ.ed EIDI'IE i
tment, gajao: ©HR pl
2etion, .. E'n' ba—“kﬁd uphb 1
v I‘Elmng p P ¥ dEtﬂﬂEd-
' Promag

1on, retirement,
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. Recruitment plan: Will indicate the number and type of people required and when ﬂ{ﬂ:p' are
needed; special plans to recruit right people and how they are to be dealt with via the recruitment
programme.

. m:;unrphm Will indicate the programmes for transferring or retraining existing employees
for new JoDE.

« Redundancy plan: Will indicate who is redundant, when and where; the plans for retraining,
where this is possible; and plans for golden handshake, retrenchment, lay-off, ete.

s Training plan: Will indicate the number of trainees or apprenticea required and the programme
for recruiting or training them; existing staff requiring training or retraining; new courses to be
developed or changes to be effected in existing courses,

s Productivity plan: Will indicate reasons for employee produetivity or reducing employee costs

through work simplification studies, mechanisation, productivity bargaining; incentives and profit
sharing schemes, job redesign, ete.

s Retention plan: Will indicate reasons for employee turnover and show strategies to avoid wastage
through compensation policies; changes in work requirements and improvement in working
eonditions.

e« Control points: The entire manpower plan be subjected to close monitoring from time to time,
Control points be set up to find out deficiencies, periodic updating of manpower inventory, in the
light of changing circumstances, be undertaken to remove deficiencies and develop future plans.

Responsibility for HRP

Tep level executives are responsible for HR planning as it is one of the important factors influencing 'I_;he
saceess of an organisation. The plans are usually prepared by the Human Resource Diuisiunigmnst..l]{a!:mn
with other corporate heads, The responsibility and aceountability for manpower aspects of various divisions
ison their respective heads. They should undertake their own appraisals of future needs in such a way as
toprovide a concrete basis for organisation-wide forecasting and planning. The Human Resource Division
mugt offer counsel and advice to various divisional heads and eoordinate the various manpower estimates
from time to time. Prof, Geisler outlined the responsibilities of Human Resource Department in respect

of HR planning thus:

s  Assist and counsel operating managers to plan and set objectives,

s Collact and summarise manpower data keeping long-run objectives and broad organisational interests
¢  Monitor and measure performance against the plan and keep top management informed about it.
*  Provide proper research base for effective manpower and organisational planning.

Limitations

The problems faced by human resource professionals while preparing or administering HR Plans may be
fummarized thus: .

Box 5.6: Problems in HRP

future
* Accurscy: Projecting mangowed needs over a period of me i3 & fisky 6ng. |08 not possibile 1o track the curmant and
Frands ._-:,...d,, ,.-,:mm the same inlo maaninglul action guidelmes Factors such as absenteaism, labour tumover
Esasonal rends in demand, compelilive pressues, iechnclogical changes and a host of ciher faciors may fum he best of
Mmarpowet plans into fashionabie, dacoraive peEcEE,
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+ Introduction

The human resources are th
organisation is largely depen

rtant asseta of an urgﬂnisalt.inn. Tha: success or failure of
dent on the calibre of the people working thercin, Without F':"Silll'll'ﬂ oy

i ihutions from people, organisations cannot progress and prosper. _In order l:;: achieve the
creative contributions :?I?p_iif:&“" orgunisation, therefore, we need Lo recruit peaple with requisi,
ﬂf; n:ﬁ:ﬂu:t]l::;ill:xporimm. While doing s0, we have to keep the present as well as the futy,,,

irements of the organisation in mind.

e most impe

3 Zﬁl‘liﬁﬂn
\__:{_ , ; sss of locating and encouraging potential applicants to apply for existing o
mt?dn;n:::;“f“ﬁl It is a::louIf' a linking function, jgining together those with jobs to fill ang
those seeking jobs. Recruitment, logically, aims at (i) attracting a large number of qualified applicanty
who are ready to take up the job if it's offered and (ii) ui’ferlmg enough information fo. ungualified
persons to self-select themselves out i{for example, the recruitment ad of a foreign bank may invite
applications from chartered accountants who have cleared the CA examination in the first attempt only),

Constraints and Challenges

In actual practice, it is always not easy to find and select a suitable candidate for a job opening. The
recruiter's choice of 8 communication medium {e.g. advertising in a trade journal read by the prospective
candidate) may not be appropriate. Some of the bright candidates may begin to view the vacancy as not in

line with their current expectations (e.g. challenging work, excellent rewards, flexible schedules and so on).2
The most suitable ones may not have been motivated to apply due to several other constraints.®

s  Poor image: If the image of a firm is perceived to be low (due to factors such as operating in a
declining industry, earning a bad name because of environmental poliution, poor quality products,
nepotism, insider trading allegations against promoters etc.), the likelihood of attracting a large

number of qualified applicants is reduced. -
s Unattractive job: If the job to be filled is not very attractive, most prospective candidates may
turn indifferent and may not even apply. This is especially true in case of jobs that are dull, boring,
anxiety producing, devoid of career growth opportunities and generally do not reward performance
in a proper way. (e.g., jobs in departmental undertakings such as Railways, Post and Telegraphs,
public sector banks and Insurance companies failing to atiract talent from premier management

institutes.)

s  Conservative infernal policies: A policy of filling vacancies through internal promotions based
on seniority, experience, job knowledge ete. may often come in the way of searching for qualified
hands in the broader job market in an unbiased way Likewise, in firms where powerful unions
erist, managers may be compelled to pick up candidates with questionable merit, based on issues
such as caste, race, religion, region, nepotism, friendship ete,

» Limited budgetary support : Recruiting efforts require money. Sometimes because of limited
resources, organisations may nntllilr.e to carry on the recruiting efforts for long periods of time. This
ean, ultimately, constrain a recruiter’s efforts to atiract the best person for the job.

Restrictive policies of government: Governmental policies often come in the way of recruiting
people as per the rulea for company or on the basis of merit/seniority, ete. For example, reservations
for special groups (such as scheduled castes, scheduled tribes, backward classes, physically
h“‘!’”j"m "‘,":'d disabled persons, ex-servicemen, ete.) have to be observed as per Constitutional
provisions while filling up vacancies in government corporations, departmental undertakings, local

' bodies, quasi-government organisations, ete,
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ghe Contract Labour Act, 1970: The Act ia npplicable to every establishment (contractor) n_:mplni:‘rjlﬁ
or more persons. It tries o regulate the employment conditiona of contract labour in ce
astablishments and also provides for the aholition of contract Inbour in certain circumstances.

Labour System (Abolition) Act, 1076: The Act provides for the abolition of bonded labour

of forced labour to liquidate debta paynblo to parties wha are bant on exploiting the vulnerability
[:ﬂ'”ﬂ"!! victim) or his family members,

The Child Labour Act, 1986: The Act prohibits the employment of children helow 14 years of age in

E

certain employments. This has become o serious issue in India recently when German firma refused to
et ts exported from Uttar Pradesh, objeeting to the employment of child labour in the carpet
industry

vgﬁumes of Reervitment =

The sources of recruitment may be broadly divided into two categories: internal sources and external
gources. Both have their own merits and demerits. Let's examine these.

ﬁemﬂ] Sources

_ Persons who are already working in an organisation constitute the ‘internal sources’. Retrenched
Empkgggs,re-t.iﬁﬂ employees, dependents of deceased employees may also constitute the internal sources.

Whenever any vacancy arises, someone from within the organisation is upgraded, transferred, promoted
gr even demoted.

!nhluﬁ.l

}, Merits and Demerits of *Recrulting Pecple from Within'
5

Maerits Demearits

{fl Economical: The cost af recruiling inlernal |

candidaies is minimal, Mo expenses g incured an
gdvartising.

Limifed choiee: The smamsaton & fomed o select

candidates from & limited paal. It may have to sacifica

gualily and settle for lass quakfied candidates

(5) Swuitable: The organization can pick the rght | (i) hbreading: W discourages entry of falanted pecpla,
candidates having the requisibe skils. The candidates available outsida an organsation. Exizbag employess
can choose a righl wvacanoy whare their lalents may fail 1o benave in nmovalive ways and inject
can be fully utilised. necessary dyhamism 1o enterprise achvites.

imoffictency: Promotions. based an length of senicae

rathar tham mend, may prove bo ba a blessing for
inefficient candidates. They do not work hard and
prova thalr waorth,

() Satisfying: A policy of prefarring people from | (iv) Bone of contention: Recruitmant from withia may

within oifers regular promaoticnal avenues for haad ta infighting amaong employees aspinng for lmited,
emgloyees, it motivales them to work hard and sam higher-level positions in n organisation, As years rol
promotiong. They willwark wih loyaly, commitrmgn by, the raca for premium positions may end up on 8
|__ and anthuziasm. bitter nobs.

|
bB-I/IEmaI Sources

Ew sources lie outside an organisation, Here the organisation can have the services of: (a) Employees
?‘“ﬂtmﬂ j.t] ﬂfh.lE[ ﬂrg'ﬂ_niﬂ.ﬂt.iﬂﬂﬂ: “}] Jﬂh ﬂﬂp'll'ﬂ.lliﬂ IBEi.BLEhEd “l'llt.h -Empl.u:lru]““t' Eﬁﬂlﬂnﬂﬂﬁ: Ec'] St.uﬂﬂnts
i raputed educational institutions; (d) Candidates referred by unions, friends, relatives and existing
yPioyees, (e) Candidates forwarded by search firms and contractors; (f) Candidates responding to the

Vertisements, issued by the organisation; and (g) Unsolicited applications/walk-ins.

The merits and demerits of recruiting candidates from outside an organisation may be stated thus:

{if] Relfable; The organisation has knowlaoge about | (i)
the swtabdity of a candidate for a posilion, "Hnawn
devils are better than upknown angels!’,

Scanned with CamScanner



|18 ® Humpn Bevowor hlanspemesl

l.illﬁiz

ant <z _\
[~ ™ems ond Demerits of External Sources of Recrullm Q_Ai’- e .
/7 qi_:llirrlu

: Id go up subatarys
Expenaive: Hining cosls cou o,
Ia;;m: mulifarious sources of recrutment is ne 5.

pAsy lAak, aithar

pecia I advertiza
injection of fresh ! inl phills Tima conauming: [t lakes firma . Sernan,
o blood: People wilh & Is lo lest and Io salact sultablo omployees. Whare guiak,

i AEiL
mm; ﬂfﬂ :T:; ﬂ:;l:llrﬂ -.-:3 ones are not avaiiablo, (e procoss has to be rmpeateg

warking Damotivating: Exisling employees wha hawe gt
~ivatl M helpn im medivaling internal mnlldrraph sarvice may resst the process of Fillne
:'IH:-,I-I-ET'HII f:ﬁl';i hard :I:.: coenpele wilh pafernal vpvacancies from outside, The fesling I3t their sarrras
candsiaten while eeeking carees grawih Such a8 fave nol been recognasd h‘;r_thu- O'GANAALGN, forman
tompetine atmosphen would help an employee 1o wirk tham fo wadk with lass enthusiasm and ot

b the beid of hus abiltws, Urscertainty: Thene & no guaransies that the crgansatcn,
Long term benefis: Talented people could join the ullimately, will be able to hire e sendces of sutssem
Fanka, mew eRE could find meaninglul exprossion, B candidales. it may and up hiring someona wha does ne
Eampeting aimosphecs would compel peopia 1o ghve of ‘ﬁflndﬂmiyndhu-hhtp.ujuﬂhmnﬂm_un
i bt and eaen rewards, etc

Withe chpics  The pronrveslion his The freedom o sslec
candidntey. rom o large pool Persoms wilh equsis
gupificsions could be packind up

]
\;,Mgﬂ-ds of Recruitment

Ersl'mmwithiuwhmmﬂ:‘
employee from a lower level positi i s
_ ; evel position to a b it
mmad_ by Tasually| :hnngu in duties, responaibilities, status value. The Tfthu:r tﬁﬂ.ﬂﬁ

ETOup has placed over
transfer, on the other
warking conditions, eip,, |yt O another. It may leag tg, changes

dob ani 0 tire willing tg takg risks 4 dered, The system,

Job Pt o o
%W E :“hnul..ht-r Wiy of hiri g Fﬂl’-l'l‘ﬂlal rl'l.'l]ll g
O bulletin hewurds, gl ronie media ang o his meth o

af - . i _
“PEN job postings in varly 2002 und aver 4 po e outlegs, | lindust ) OrEanisation publicises Job
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Box 6.1t Moulding Talent for all Bystems

Texzs Wnstruments (India) ks wiling 1o hack employess who wint tn maks the carser shift 1} recantly ereatad 8 rew grouD N the
wreless darminin and firsd acvertised For ibe |oha imisimany Geumes) ®artaars dedegeery apg e far iBe ok aich wern eygnnbalty
goftware Even (hough these Are Bdvedised mtarnaily THaasss Bl (b asbacton prorsts o fae Ap smpbopes § B8 denid N
wngw, he 15 Applying for & job unkd Ihe person scongts the offsr [Sen Cemat Maces 1o Aok SGure spnd [ W A 13 3504

S —

(ne of 1he imporian Hll"l"ﬁ“tﬁﬁ'l‘! of s met hsd is that it offera n ehianes ta hghly I'|'|"'||Jr'r"'1 ,1-|_-|p1'rr:j:'|.l.'l
working within | he company fo lonk for growth apportunities within the company withaut Inaking for
greener pastures oultzide.

Employee Referrals

Emplovee referral means using peresonal contocta to lecate job eppartunities [t = 3 peenmmendation

a current emplovee regarding a job applicant, The logie hehind emplogen referral i that "t takes
one 10 know one”, Employees working in 1he organiaation, in this coze, are encairagr d tn reenmmend
the names of their friends working in other organisations for o posaibile varancy in the near fiture In
fact. thiz has become u.]:lupuin.r way of recruiting people in the highly compeetitive Infarmation Technalogy
industry nowadays. Companies ofTer rich rewards also to emplayees whose recommendat iona ars acerpted
- after the routine screening and examining process is over — and job olfers extended to the stuggzested
candidates. Citibank, for example, offers Rs. 50,000 to its emplayees for every vacancy filled up by the
hank on the basis of their referral. Birla 3M alao has an incentive-hased employee refermi programme (8
place. Infotech companies such as Palaris Software Labs, Cognizant Technology Salutiona, Ciseo Syatema
etc.. have even discovered that the stickiness of employees joining through referral scheme is quite high

Box 6.2: Possible Benefits and Costs of Employee Referrals

s Recommender gives a realishic pictune about the job. The applicant can weigh [he pras and cons carzfully belory Rancirg Swer
the GV The applicant s mare likely to accept an offer if ona s made and once employed, i Rave @ Fgler (o0 Jeremegl

% [s2n eccelert means of locating potential employees in thase hard-te-fill pasaisns. The recommendar 208 3 PPeIrs and T
EaTpany Can avod expEntive recruling search — in case the candidate gels sebecied

& Recommenders may confuse Fiendship with job compebeance, Factars such a3 bias, nopobsm, and gagemess i pes Dedf
thends iR the company may came (n ihe way of hiing 8 sutable candsdale,

To cbtain effective results, the details of a referral scheme should percolate down to all levels wung

verious means such as posters, e-mails, kick off parties etc. Employees should understand that they are
being entrusted with a critical task. And those making a referral should get prompt feedbacs =0 that thay

come back with more referrals. An upper limit for the number of referrals and the rewands to be Soled
out eould be fixed in advance to avoid any disappointment in this regard later on. Every attempt, bowever
should be made to ensure quality. The firm should constantly measure the quality and performance of
employess recruited through the programme, Finally, when the firm decides to shut down the programme

it ehould give advance notice and clearly communicate the reason for doing so.

Direet Methods

Campus Recruitment

Itiza method of recruiting by visiting and participating in college compuses and their placement centres,
Here the recruiters visit reputed educationnl institutions such aa 15, 1Ms, colleges and universities
with a view to pick up job aspirants having requisite techmeal or professional skills. Job seekers are
provided information about the jobs, and the recruiters, in turn, get o snapshot of job seekers through
constant interchange of information with respective institutions. A preliminary sereening is done within
the campus and the shortlisted students ure then subjected to the remainder of the selection provess. In
View of the growing demand for youny managers, most reputed organisations (such as Findustan Lever
Lid, Proctor & Gamble, Citibank, Etu:lu ik of Doadia, Tt and Bicla group companics! visit 11Ms and
IITs regularly and even sponsor certain populir campus setivities with a view to carn goodwill in the job
market. Advantages of this method include: the placement centre helps locate applicants and provides
Tesumes to organisations; applicants can be prescreened; applicants will not have to be lured away from
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mnno W I rew pphayes, e D gha ghauld bacomp ireoived

Eogry W VoseS e = e g Pep™ 20 O Cosage Pipcemen] 137E

Guidelines for Campus Reeruiting: Radhika Dhawan offered the fellowing guidelines covering campus
secuitment efforts of well known companies in [ndia thus:”

Shortlisf campuses: The campuses whose curricula and specialisation match the needs of a company
grv tho= lsted in advance. Asinn Paints, for instance, evaluntes the education standards of all

leadinp B-Schoals, inehuding the quality of elnssroom education, the strengths of the faculty, and the

depth: of suppor: svstems like libraries, computerised referencing etal. It also scans the entrance

tests of Lhese schoale ta find whether the admitted students are intellectually superior. The schoals

that fit s mnnpent standards are on its list every year,

Choose recruiting team earefully: The recruiting team should consist of senior executives, having
& thorough i:.nu wledge of the company and the job. The composition of the team generally shows
how senously Lhe management Lakes campus recruilment. To ereate a favourable impression, for
El:l.ﬂ:pie. HCL Techneloges Lid CEOQ Shiv Nadar addresses the students himself. Alumni from the

-schoal from which the firm wants to hire peaple could also be used to get a positive response.

. Pn_r smartly, not highly: Since compensation is not e most important factor at the beginningof
:::'E Eﬂlh'bt'- ”’:hm“"ﬁ firm ehould focus altention on a compensation package that is competitive
In Lne wilh industry practices. For examp) ' i
: et ple, there is one thing all prospective H
.ﬁﬂtxﬂﬁrﬁ”* Lab (HTSL) employees in Hangalure are (old clﬂﬂﬂﬁ WI‘ET: thtv ::Em“bﬁﬂi
: mpany s nol trying to mateh the best salaries in the industry. But then the

company has somethang that other com '
. panies can’t offer, New recruits iti
the work culture and the learning opportunities a big att raction e S

Mﬂt & Ekﬂr fmﬂie‘ cﬂ-]l']
5 Panles such us Proci e
how th : neber and Gamble, :
u;":; mi}'liz!;:liizle; I'{.‘EJ'I..JIIlﬂ- buld a Promsing cureer within :1I*;:-:;rti,"‘lﬂ,uﬁthar til-‘r:mnf: o clear wit:
work assignments l’f'1':.r|EI-l~:rEE : to prospective candidates who are 'msuurg:.'L" IE'J sptathria ml: ing
- (Rather than assignments cushioned with rewards ﬂ: dllglut::ci?:;;‘& chetlons®

Lo not oversell yourself: ; L
a best pay mmf:tc:':hfnu:?;ﬂt;: Tﬂ?{;: i’:::uulling the idea of a learning environment 07
throwing light on how performance gets rewarded ME&:{;IL“;:&?;:: iﬂ:ﬂﬁ:ﬁi ir:fumﬂjt Wi
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Get in “:r-h' Liﬁlrg companies Lry Lo identify their studenta ns enrly as possible and build fruitful
rn-]'j:‘tmﬂﬂ =P|:4::1 rn_lﬂ'm th mug!i various waya {like H.|}|.ﬂ]t|nn- summer troinees mmﬁillf, Fuu_'mE the
rainecs 1:;131 [;.r jeta, asseasing their nbilities enrly, offering job offers on the spol etc., as in the
ense of PRUI. Ulfering "ﬂh"[“r"h'}“‘- endowing chairs, sending mansgers s conches Lo teach on
campus are also being passionately pursued with n view (o forge n hond with students,

Not everyone fifs the bill: To avoid disappointments nn o Inter atage, the recruiting company

should try to _wrf'.r}" the career plans, nspirntions and expectati i
“verything objeetively before extonding the job offars. pectations of recruit-elects and recheck

Indin:ct :\‘{E[hﬂdﬂ g

erﬁsnmeﬂtﬂ

wese include ndwﬂlﬁﬂm?ﬂl& in newspnpers; trade, professional and technical journals; radio and

levision; ete. In recent times, this medium has become just aa colourful, lively and imaginative as

wazumer advertising. The ads generally give u brief outline of the job responsibilities, compensation

, prozpects in the organisation, ete. This method is appropriate when (a) the organisation intends

to reach a large target group and (b) the organisation wants a fairly good number of talented people -

«hp are peographically spread out. To apply for the advertised vacancies, let's briefly examine the wide
reriety of alternatives available to a company - as far as ads are concerned:

Netrspapers ads: Here it's easy to place job ads without much of a lead time. It has flexibility in
terms of information and can conveniently target a specific geographic loeation. On the negative
eide, newspaper ads tend to attract only those who are actively seeking employment af that point of
time, while some of the best candidates who are well paid and challenged by their current jobs may
not be aware of such openings. As a result, the company may be bombarded with applications from
a large number of candidates who are marginally qualified for the job - adding to its administrativ2
hurden. To maintain secrecy for various reasons (avoiding the rush, sending signals to competitors,
putting down expenses involved in responding to any individual who applies, etc.), large companies
with a national reputation may alse go in for blind-box ads in newspapers, especially I'ur_ ﬁ]]:ing
lower level positions. In a blind-box ad, there is no identification of the advertising organisation.
Job aspirants are asked to respond to a post office box number or to an employment firm that is

acting as an agent between the job seeker and the organisation.

¢+ Television and radio ads: These ads are more likely to reach individuals who are not actively
seeking employment; they are more likely to stand out distinetly, they _Im!!;b the urgnms:atmn totarget
the audience more selectively and they offer considerable scope for designing ads creatively. However,
theseads are expensive. Also, because television or radio is simply seen or heard, potential candidates
may have a tough time remembering the details, making application difficult.

Third Party Methods®

,oie Buplapment Bedreli T | ised lists of qualified applicants
A search B . L agency that maintains computerised lists of qualified applican

and ngﬁmi;ﬂ];ﬁ]:;ﬂ%?:g mﬁirz people from the llﬂl‘fﬂr m foe, F'irmnl like Arthur hnd_&n_mn.
Neklp and Hewitt ABC consultants, Si Billimorin, KPMG, Ferguaon Associates offer apeemlls:ud
“Wployment.relat |:-::l services to corporate houses for a foe, cspecially for top and middle level executive
Vitancies, At the lower end, a number of search firms operate - providing multiforious services to both

"“'frl.lil,m and the recruitees. t ]
FIVale search firms have many plus pointe to their credit. They have many contacts and are especially

B90d at ey et lifi rrently employed candidates who are not actively looking to change jobs.
ThET':aJ'I k:i?:;ﬁ firm's i[:;“ﬂ: confidential till the deal is struck. They can advertise vacancies on their

' identi ] i i ighly professional way.
' Pre-gerenn hundreds of applicants and identifly the right l.‘andld..nl.lza in a ]-!1 £ :
On the ﬂEgnLiv: ,,'E: trhg fees charged by search firms could be very high, sometimes over 30 per cent o
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o Be
i deliver the results.? To gel the best gy

the annual salary for the position { ! i, o can

persuadinga firm Lo hire candidate Lhan "l: " lines: (i) Maoke sure Lhe firm js capable of carry
o it i - Jlow o7 : i ¢ and explain §

ui‘::i’i‘:;;?;:‘ﬁ;t::;‘ﬁfﬁf;ﬁ :T:En *:".'c::inm:l] who actuslly frllﬂmﬂ:::l;;:::‘;ﬂz:zfgm":n g ;Ept. E“];':Ei ::?I.

wps . h l_ i 5 n

sort of enndidate is reguired and why (i) Find how m“fuulielﬂﬁ and find whnthﬂrlhc firm has complotag

writing (iv) Before etriking the deal, t‘tlL‘E! the search I'erw
afpetorily, 103 gilent and gperel Way.

recent nssignments sali
. Employm ent Exchanges

nt Exchanges, created all over India

Employment Exchan ges
gically ha ndicapped, ete. As

COmpATIes uTe alsn I:'.\iifll!'l.‘ll'."ll 1o notify (W

540 1;!11:111n'r:'-u||11‘n!|1:'l1l. _ -
o Y 1-s|:|l_~|:ll1|'l;rI',mp|ﬂjl'ﬂ'll'-'

: i vacane < the
Act. 1058, apphes! their vacancies throus o :
for helping unemployed vouth. di:-:plu:.;;u] mw‘?rm; T::-x-:ml:tul:llj:ﬁ FE::::-:;:.]; :L :.' 5 ugmhljshmcntﬁ iy
all cmployers arc supposed Lo potify the vacancies i ; R
s the presaribed emplayment xchanges before they are ri' The
mploying 25 or more

faiatt exemplions = (o : :
and no nngnulllurnl establishme nts emp |
- implementing the

to time - Wil h ier o i
pre all rsiablishments 10 pu jo geclor . | lial:
ﬂ;ﬂe:-a in the privatle cecior. Howeover, in view ol the prnuL:mI ﬂl[ﬁmltm_ﬂ mwlwd 4 sy
pm11si;ln5 of the Act |such as filing 2 ¢|=.mr|:{'rlz.' rolurn 1m reapect of thear stall strengtil, ‘i"ﬂﬁt'l-f'ﬂ hﬂ-ﬂ
shartages, relurns showing occupational distribution of their employces, ete.) many organisations have
cpocessilly foug he court hattles when they were asked Lo pick up candidates from Among those Epﬂ"mred
by the em ployment exchanges.
Gate Hiring and Contractors
t themselves at the factory gate

sookers, generally blue collar employees, prescn
on a daily basis), hiring through contractors, Fec
despite the many passibilities for their misuse —

ruiting through word-of-mout

Gate hiring (where job
in the small scale sector in

and offer thetr SRV 005
publicity are still in use -

India.

Unsolicited ﬂpplicantsf‘i'i'n]k-ins
om jobh seekers at yarious points of time. The

Companies generally receive unsolicited applications fr
depends on economic conditions, the image of the company and the job

number of such applications
geeker's perception of the types of johs that might be available ete. Such applicat ions are generally keptin
a data bank and whenever a cyitable vacancy ariscs, the company would intimate the candidate to apply
through a formal channel, One important problem with this method is that job seekers generally apply to
a number of organisations and when they are actually required by the organisation, either they are
already employed in other organisations or are simply not interested in the position. The walk-ins, in
any ease, should be treated courteously and diplomatically, for the sake of both the recruiting company's
community image and the applicant’s self-esteem.

Internet Reeruiting
In recent years maost companies have found it useful to develop their own website and list job o i

on it. The website offers a [ast convenient and cost effective me i
: ans [o i : :
resume t.'_nruugh t:e Internet. Infosys Technologies Lid., lor example, EE:EJ:EE?'FIIFE;EI?IEMH o
P&ﬁ:ﬁl’:::l T::: t:':; l::ruugthhE Net. The resumes are then converled into a st 1'351.11:1125 adﬂ!f,:?:;
She sy apany has developed for short listing candidates o  standard formas
ma mater qualifications, expericnce cte. The HR man according to a set eriteria such
pro of candidates from the : ager has to key in hisor h i d
ST, i company's database pel - r her requirement an
ol .EI_ in addition to & company's ewn websito 3 LT generated. There are a variety of websites
ial employers can check for qualified where applicants can submit their resumes 09
applicants. (such as (i) www.jobsahead.co®

www.headhunters.com (i m w
: i) ow leri ' W
ww.naukri.com {jv) www.monslerindia.com (v) w.maf
i v -mafol.com™

www.abceonsultants net (vii
as mentioned earlier, aticsstalling.com (viii) www.limesjobs.com ete.) Inte et

generates fast, cost- 1 i
' effective, timely responses from job applicants from
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, Introduction

~ompa ing, the nature af |
lie ploce of posting: ! . job,
The size of the labour market, the i“"“ﬂﬂrr ops influcnce {he manner in .

fothe , &5 of recruilment, a cOMpany

eotupesiahion Fuhnﬂc'm"d . Im:: n;]:n ERMPITY: Through e 11!'1:‘"-‘ Jll.ﬁ’-“l:i.lz'! al various levela. Ren-:ﬁh
torespond to e re:rulltm# E_;,Tnd ancournges {em 1o nT?'PI.'I" for Mg,
locate prnsp:-:tivn employce :

thus, provides a pool of applicants for selechion.

L

Definition

< lection is the process of pi .
o choose. Selection 184 : i
T:FE:T#-T:::T': Ergunisnhn:m. The bosic purpus.;u Lo choose
pﬂfnr]m the job, from the pool of quniiﬁ.rrl eandidates.

tevant qualificat}
ot 3|,,q.-huhﬂwﬂ! lg cating,
ching individi o C ol

Purposc

i ) o ho would best meet the requirement
The purpose of welection is Lo pick up the most Eu.lnblﬂrm; ititut'ﬁhT:Lﬂjnh applicant will be suptﬂﬂﬁl'l. il
of the job and the grganisation - i mh”-mrd?;ll' umssu.ﬁm og information ahout the applicants in termsd
hired. To meet this goal, the conpany ﬂhl'-il‘lt:ﬁ l::edq. - f the job are matehed with the profile ol candidate
[ i riorce, eic, | €1 - ; ; i
o qunhﬁb?:gf" iﬂ::‘iﬁn;ﬁhd upafter eliminating theless smt;ﬂl:ale a_pphtanlls th rriugt :‘.:ia?;m
Themmng? tF;:(‘ chcTiu;l ]JT“I;I':fsa. Hew well an employee is matched to ﬁ]ﬂh in very lfnll::: 1:3 R
directly uﬁrﬁ:& the amount and quality of the employee’s w;m‘hl o T‘;&EE}'E:-'?J'L'}J: n?mi nE: and operating
S ; i trouble, capecit

uw?iln"r:ﬁt.:;dl:y::;ufe? E'ln:; f:::zi:: jdﬂ;';‘.ilﬂt:s[.:i'fll and leave in frustration. He may even
el 10 oo ¥ ; 5 y

cireulate ‘hot news’ and juicy bits of negutive information about {he company, CAUSINE incaleulable harm

i the long run, Efective selection, therefore, demands constant monitoring of the ‘fit" between the
person and the job.!

» The Process

l Selastion is usually a series of hurdles or steps. Each one m

procends to the next, Figure 7.1 outlinesthe impartant steps in the sclection process of a typical organisation
The time and emphasis placed on each step will of course vary from one organisation to another and,
indeed. from job ta job within the same organisation, The sequencing of steps may also vary from jobto
Job and organisation to erganisation. For example, some organisations may give importance to testing,
while others may emphasise interviews and reference checks. Similarly, a single briel selection interview

might be enough for applicants for lower level positi hil - e ;
dirvisail loe's namibor o eorkis positions, while applicants for managerial jobs might be

Reception

ust be successfully cleared before the applicant

Acom is kn i

e oy b b ol e o e

Wh tmrth Amdb applicants right f o

wﬂ;%‘-’;‘; :;;if; :lf:f:‘ ;F:ELE:;:: :nltmﬂy should be tactiul and able to mr.tnnﬁ hr:]::lilxr-fI ntpr?ezt;lgg DL IET:MF“U“

Skt of s, the apfiiam m“ m::t be presented honestly and clearly. If no jobs a ”illl ble at thet

¥ ay uk"}dlﬂEImtﬂc[ '-hﬂ-”ﬁ,d ] IT‘E AV ﬂ. "

bas elapsed. epartment after a suitable period of

i
Screening Interview

A preliminary interview is generally planned by

nly eligible candidates to go through the large organisations to cut the costs of selection by allowi®é

further i i
stages in selection, A junior executive. from the
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| L Ceniral Subsystem In an Enterprive

Hieing Decssion | Stap &

ftaference Chocks Step

tedical Faaménalion S G

Solnckion iervios

fop &

Selection Teats

Step d

Appliention Blank

Stap 3

Sereening Interviow

Step 2

Receplion

Step 1

=]

-

_ ment may elicit responses from applicants on important items

determining the suitability of an

licant for ajob such as age, education, experience, pay expectations, aptitude, location choice ete. This

oy infervici

finds the candidate suitable, a prescribed application form is given to the applicants to fill

Application Blank

Anglication blank or form !
amects of the applicants’ academic, social, demographic,

is one of the most common methods used to collect :
work-related background and references. Itisa

' as it isoften ealled, helps the department sereen out obvious misfita. [f the department

and submit.

information on various

brief history sheet of an smployee's background, usually containing the following things:

yabhle 11

[~ Contents of Application Bla nks

Personal dala (address, 8%, identdicalion marks)
Martal data (single of married . chiddran, dependents)
Brysical data (neight, weight, health condiion)
Educational data [levels
Empipyment dala (past ExpEnance, promedions, fi

BiC. )
Extra-curricylar asinlies data (spon

Relerences (names of fwo of mGre pecy

L]
L
@
L]

of farmal aducation, marks, distinctians)
ature of duties, reasons fof leaving previous jobs, salary drme,

s/games, NES, NCC, pries wof, fmisure-time actvities)
ia who cerify (ne suilability af an applicant (o the advarited pastion]

Even when applicants come
specific resume material into
J.d“i' qualifications on a resume.” So it'’s
iormation contained on the resumec .
:iﬂ:ﬁ (erminate the candidate’s employment if any o

armed with elaborate resumes,

w‘ightea-ﬁpplicatinn Blanks (WABs)

To make e application form more jo
"8Ponses provided by applicants-

a standardised application form.
iways belter to azk the I
r appliention blank is true and that he or she accepts the emplayers

{ the information is found to

b.related, some organisations assign : valu
Generally, the items that have a strong relationship tojob

it is important 1o ask the applicantsto translate
Job seekers tend to exagrerate, or overstate
applicant to sign a statement that the

be false at a later

numerie values or weights to
performance

B ]
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§eleetion Testing -~

Another important decision in the selection process involves applicant testing and the kinds of tests to
use. A m.t is a standardised, objective measure of a person’s behaviour, performance or attitude. [t is
gandardised b"":f-“'“s‘_"" _““' way the test is carried out, the environment in which the test is administered
<nd the way the individual scores are calculated - are uniformly applied. It is objective in that it tries to

seasure individual differences in a scientific way, giving very little room for individual bias and
mterpretation.

(ver the vears, employment tests have not only gained importance but also a certain amount of inevitahility
in employment decisions. Since they try to ohjectively determine how well an applicant meets job
requirements, most companies do not hesitato to invest their time and money in selection testing in abig
wzy. Some of the commonly used employment tests may be stated thus:?

1. Intelligence tests: These are mental ability tests. They measure the incumbent's learning ability
and also the ability to understand instructions and make judgements. The basic obiective of intelligence
tests is to pick up employees who are alert and quick at learning things so that tl:teg.r can be offered
adequate training to improve their skills for the benefit of the srganisation, Intelligence tests do not
measure any single trait, but rather several abilities such as Memary, vocabulary, ~_.-erha'| Nuency,
numerical ahility, perception, spatial visuslisation, ete., Etnnil‘ﬁrrl—l-'.imnt test, I;hn::t-Etmun test, The
Wechsler Adult Intelligence Scale are examples of s'r,:_mda rd 1|_1l_e!.hg1mne tests, Some of these tests
are increasingly used in competitive examinations while TEETU“-'“[-’-ET“'F]““*-'-'F and F‘Ufﬁ'-'El'ﬂd“ﬂr-Eﬂ at
entry level management positions in Banking, Insurance and other Financial Services sectors.

L. Aptitude teats: Aptitude tests menasure &n individunl's potential to ]BEII'I'II cgrla'in skills - ::1.r5j-im]+
mechanical, mathematical, ete. These tests indicate whclhl::r or rfnt an individual hﬂ"." the ability to
learn & given job guickly and afficiently. In order Lo recruit t:!‘ﬁcmu:t office staff, aptitude tests are
necessary, Clerieal tests, for example, may mueasure Lhe incumbent s ability Lo take nnl-;_:s-. parceive
thinge correctly and quickly locate things, ensure proper movement of ‘ﬁl.w., ele. I;""l.plllu!l-’llf l‘-:-ﬁ
unfortunately, do not measure on-the-job motivation. ['hat is why the aptitude test s administ

in combination with other tests, like intelligence and personality tests.

| ' f
' lection, personality tests have generated lot o

Personali « Of all the tests required fnrlsn , pe ‘ .

heat m::ﬂ”;?rﬂ The definition of personality, methods of measuring personalily I':]:::.:il_r; :::g
the fﬂlﬂ.tiun:hip between pErEI:Inﬂlif-j" factors and actual job criteria have been the subjec
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selection Interview <

e i the oral examination of candidatoes f

;bﬂit,-eﬁ of the interviewee and the requirements of the j

:r: f'“'l‘Pll:IJ'mL_‘nl.. This is the most easential step in the
es to obtain ml'u:l synthesise information ahout the
ob, Interview gives the recruiter an opportunity

on process. In this step, the interviewer

o'

gize up the interviewee's agreeablencss:
5k questions that are not covered in tests:
chtain as much pertinent infurmnﬁun as possible;

assess sibjective aspects of the candidate - facial expressions, appearance, nervousness and 8o
farth; h

make judgements on interviewee's enthusiasm and intelligence;

give facts to the candidate 1 egarding the company, its policies, programmes, etc., and promote goodwill
towards the company.

Types of Interviews

Several types of interviews are commonly used depending on the nature and importance of the position
to be filled within an organisation.

The non-directive interview: In a nron-direclive interview the recruiter asks questions as they
come to mind, There is no specific format to be followed. The questions can take any direction. The
interviewer asks broad, open-ended questions such as ‘te]l me more about what you did on your last
job' - and allows the applicant to talk freely with a minimum of interruption. Difficulties with a
non-directive interview include keeping it job related and obtaining comparable data on various

applicants.

The directive or structured interview: In the directive interview, the recruiter uses a

predetermined set of questions that are clearly job related. Since every applicant. is asked the same

basic questions, comparison among applicants can be made more easily, Structured questions improve
the reliability of the interview process, eliminate biases an_d. m:rm'a and may even elnhﬂn-::u the
abiityof  company to withstand legal challenge. On the negative side, the whole process s soxere S
mechanical, restricts the freedom of interviewers and may even convey disinterest to applicants
who are used to more flexible interviews. Also, designing a structured interview may take a good

amount of time and energy.

‘_r-'le situalional interview:
interview, In this approach, the ap

One variation of the structured interview is known as the situational
plicant is confronted with a hypothetical incident and asked how
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t for n call or letler Regardless of the interview pegp

: i 1d not be given - orm"'lq!
jon, the npplicant shou e 1%

interview process, which may be Lo wai :
of the candidate and interviewer’s personal apin

of his prospects at this stage. d record your observations e

' ! the interview 18 OVer, summarise and T¢ e ety
e ﬂ:::;ﬂ::th‘:‘rﬂme;nrt :l:n.l:'d on responacs givern hy applicant, his hehaviour, your own ch : hi"

: 2 tandardisad
and the opinions of other exports present during the interview. Bettertouscas a%
form for this purpose.

Medical Examination

Certain jobs require physical qu
of arduous working conditions, clear Lone 6} VoI
candidat e poseesees theee qualities, Medical Examing

hearing, unusually high stamina, tq
cal examination reveals whether or
following information:

alities like clenr viswon, acuto ]
[ voice, cte. Medi .
tion can give the

ii. Whether the applicant has health problems or paychological attitudes likely to interfere with wyy
efficiency or future attendance;
fii. Whether the applicant suffers from bad health which should be corrected before he can way

satisfactorily (such as the need for spectacles);
i Whether the applicant’s physical measurements are in accordance with job requirements or not,

Reference Checks

Once the interview and medical examination of the candidate 18 over, the personnel department wi]
engage in checking references. Candidates are required to give the names of two or three references iy
their application forms, These references may be from individuals who are familiar with the candidatey
acedemic achievements, or from applicant's previous emplover, who is well-versed with the applicant's
job performance, and sometimes from co-workers. In case the reference check i= from the previous
employer, information in the following areas may he obtained. They are: job title, job description, peried
ufemplﬂ_j.‘l:uent. pay and allowances, gross emoluments, benefits provided, rate of absence “’illing';neaﬁ e
the previous emplayer to employ the candidate again, ete. Further, information mgardi:i candidate'
miﬂ.m;ﬂﬂ : thara.ctn_z PFEETESH' elc., can be ohtained. Often a telephone call is muﬂhEEIuir:her T'h::
of mail query, provi fed i - - > :
behaviour. Haw:-'a:}; ]]:arsun: miﬁiizdmm]ii?:rﬂ::&:?;u-l the candidate’s performance, character and
' ail and telephone methods and 15 used whereit

is highly escential to get a detailed. frst hand i ]
g . informat ]
Heferenee checks are taken as g matter g ok

organizations. But a good referenc
to the organisation.

ed entirely in many
letch useful and reliable information

Box 7.4: Guidelines for Seeking Informati
on
* Heguest job relzieg infanmation gl
Oibtain job appicant's WHEEN pagemi
Maks fo subjactive LIE T

about 3 Candidate from References

¥R E wrillan fl:lml] so 1hai

- ¥BU Gan Justify the rea ;
8 song bah - M
30N 15 chegk reierences prigr g doing sa L g e
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o b0 fake "“:_“1":'2:1'"::." " '“!f"_“ﬂ the Mnal decinion beenuse of seonomie, behnavioural and social
gn]'lﬁ““"n“! ol 1 H.I : t‘;. I1E!|l“h 1'||'~|,~|HI[‘FIIH. A enreless deeinion of "!'j[‘f‘lifl“ n enrdidnte would impﬂir the
f thee people AN enuse thom to muspeet e seloction proesdure nd the very hanis of selection in

|1|l.' E ; ;
ﬂl"l"ﬂll:.r argamisation. A Lroe uniderstnnding het ween line muanagers and 1 manageren ghould be

fjaliee] 50 018 Liv '.-I'Ir.'ll'l.fllti‘ Roeed melection decisiony, Aer Laking Uhe final decinion, the organisation hns
o ntimale this '“"-'““'"I" to Lthe succesalul e werll nm unsucersalu) candidaten. The urgnanisation sends the
11||.|l n-“_ir“ {'Il'ﬂ[ T Loy L HHEC‘L".‘H“I' tﬂl“l H.Il“. ] Il“.I“’_|r' 1“'“““'*-"-""]}" I nn“r wEn Li““.".. dEi“-"dinH upﬂ:‘

:[:} me schedile,

estal

Box 7.5: Mode! Appelntment Order

e iYr Company Limilad
Appainimant Owdnr

oA

Sub Offer of appointment for tha postel ... ... ..

Diat 51

¢ Wis refpsence tothe interview (83l you had withus oA ... . wa have pleasura in oflenng you tha post ol . ..............
g the fofawing lemms and condilions.

vaur contrution'confimation of appomiment wil bo subject to satisfactory wenfication of your credantalsicharacter and
geipcedents

vour pay will be RS ... por month in the scale ol RS ... PUS DA RS . BN HRA RS e B8
| gensnitle from tme (0 hme under the Company's ndes

| & our appemtmerd will be temparary lor a period of 12 manihs from the date of your [aining and this panod may be exiended,
| # comsiderad necessary by the Company You will be dearmed as confiemed in your appantmant only if you am intimated to that
| efect m wmting
¥au Bave 1o obtain a satisfactory repont of physical filness from the Company's Medical Ocer before joinirg duty
Dherng yaur empléyment you will be gowerncd by Ine Slanding Orders, Rules and Regulations of the sersce of the Company
that are in foece and which may ba amonded, allered or exianded from bme 1o leme in respeet of warkan
T Tre urderrentoned documenls enclosed, shall be duly fied in and submitied before jgining duty

{1} Graturty Mormenalion Fosm

{] Prawaent Fund Form

(¥} Pessonal Data Form

i) Hame lown declargtion Formm,

& Your dut s will b such a3 may ba specified fom Lima 1o (ma by the Management, such dutes being
"'ﬁu'l-f-h:::if :Tmﬂ:':ﬂ?;::::mmlau mlm-ngla your substaniiva nng olhar grades/designations depending upen Ihe
endenses of work

8 Hine sbowe temms and conditions are agreeeblo fo you, pleasa sign and raturn the duplicate copy of (his lelter and the

| Aopad A i foken of your acceptanca of the appolniment. You ahould repart fer duly onorbelor ... B yOUT Gwn

Expense, falling which the offer made lo you automabeally stands cancellad.

L

m iR

Yours faithhully,

| ‘-'--—-—_

Nmmary
Selection is the process of choosing individuals who have relevant qualifieations to fill jobs in an
“TEanisation, The primary purpose of selection nctivities is to predict which job applicant will be
Slceessful if hired

E"tt‘l_?liun ia usually a series of hurdles or steps. Each one must be successfully cleared before the
“PPlicant proceeds Lo the next

Medical ang reference checking - must be handled by trained, knowledgeable individuals

g
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job. Placement ia the actua) ; ﬂb

f?PIH L Jyasi 1e b |'||'1'E"H1 pm # H;i[l::'r:l;l nnd T'EBF“ﬂHihiht}r to an ummuzrnl !Iﬂlu.
Afkona samiiCatn K Iu"r.rl H:IMT}J::FE\'M alnipmll‘lll i Hljmﬂ-:bLl:hiﬂll ihe m"u'n:l'ﬂﬂl_'l-trﬂ' of a) I.:Ih ith
of an cmploveo toa Epmpl'irjr'ﬂ_;. o by the line mnnAEer nl'lirl‘_ iy T}rrlhrlli”“ for a given !Jerm-d f'ftin.. 8
The placemnent decisions are (ake - yiantjona pil pew T 3 spmance af the probationer i 1:1"‘%!3:

Mosl nrEd
pefirmed
yills Tn malynie
for pIncrmnenl

sy pa 171 61 !
of each pmployed.

| : " Tr‘|
Dringthisperiod, U8 PEC ens out. poor performance, the

ne ; m
Jv meennidd plru::.!mt.'ﬂt. o ealled *diff;

ihe higher levels of line ma nm.ﬂr

gualifications of n candidate.
after which Lher serviees are o
monitored. IF the nese reciun h
; ! § el A
orgnnisation may eonsder his namt
placement”. Usually the employees WL il ‘
talkes decisions pegarding th fature place! If neglected, it may create “mplwlm i
Lielhg 2 y te. The employee will
' rant human resounee ncd formonce, ebe. "
Hnﬂmm: w,;t:;:\f“,:l-.;::lﬂ*i*"' turnover, necidenls, Pmr|f1fyrlniniﬂg hilI;.ETlJ' about everything. Prop,, "
pro ome Ieaan i |, . & ' “1|H|-r'“ll|-“l| W g . b ﬁtﬂ D-E' F
: v guil The organisatan imn agtion. The bene Flﬂfl!mem.
F'i.m'r #r:wﬂljh“r;;::: ?:.L‘rumrlnnﬁnhnlll Lo employee and the oTgant
placement i fhe P

may be summarised thus:

fnhIIS.l _-l

[ cjor Benefits of Proper Placeman! —
Thp prpisyee i able 12

#  Show godd resulls on e [0

» G gong wen people gy

s Hpps e apets high, nepor for duty regularly

#  Avaid misiaked ang accidenls, _l

I
Placement, it should the remembered, should be made with as little disruption to the employee and

organisation as possible. To this end, new recruits must be oriented properly =o that they become ]:I‘I_"D-dl.‘ll::l‘ili'e
comtrhutors. There should be & conscious and determined effort to adapt the new recruit to the
orgenisation’s culture (the rules, jargon, customs and other traditions that clarify acceptable and
unseeeptable hehaviour in an organisation) by conveying to the employee how things are done and what
matters. When new employees know what iz expected of them, they have better organisational performanee
and less frustration and uncertainty!

+ Inducton/Orientation

Meaning

procedures and rules, A typical formal orentation progr
Dunng this Lume, the new employee 15 pravided with i
o : with informatio . : :
El:r-:l:;up[ut:lﬂr.::. the benefits for which he is eligibla, leave rules ::ﬂﬂthﬂ'lﬂ. the company, its history, its
! mrﬂmmni @ l['lri;'-:ql:::::-:u.r musl learn, such as tho Incation of the fs;;uda. o ﬁmlﬁnhm““d ok o
] [ - | ] r { =100 1
m'p :1.' Er'uhm“' i Sroiils i{l-l:ili:::h:il;zu: |I-.Ii.“al' all this is done mfnrma[]}, h}rrﬂi?:i;-h rooms, parking
are also provided to new emplgypey 80 Siove matters, Lecturog, hg ndbooks ml::,i i Empluij 59
' » Eroups, seminars

rs for Atlum:llnn an Interyj

Wnd Tres C |
& hat LLITL]
the |r|lE|‘n|m.||-al MFT:H:.":] Spen alter (ha il Senior E::EILZTT;::HH i - reulling Guli with naary
. ﬂ [
= aftar gy fnum":.nﬂﬂ ¥ sent ma g hnuqu;t :Jnf!l:'-:l e s mmmpﬂﬂﬂ
15, thanki '
that, |ust for ahe:;!ir:;Ea[:r inlemia:"}'

2wl
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o o[ TVES b
4o porves the following purposes:
> pes fears: A neweomer steps into an organisation os a stranger. He is new Lo the people,

yplace and work environment. He in not very sure ahaut what he is supposed to do. Induction

1
il
s glps B TIEW employee overcome such foars and perform hetter on Lhe joh,

o et
The job, its content, palicies, rules and regulations.

o him in knowing more about:

The people with whom he is supposed to interact,
The terms and eonditions of employment.

tes a good impression: Another purpose of induction is to make the newcomer feel at home
develop a sense of pride in the organisation. Induction helps him to:

and
Adjust and adapt to new demands of the jub.

. (Get along with people.

, Getoffton good start.

merough induction, & new recruil is able to see more clearly as to what he is supposed to do, how

the colleagues are, how important is the job, ele. He can pose questions and seek clarifications
o issues relating to his job. Induction is a positive step, in the sense, it leaves a good impression
shaut the company and the people working there in the minds of new recruits. They begin to take

pride in their work and are more committed to their joba.

Acty as a valuable souree of information: Induction serves as a valuable source of information
o sew recrits, Tt classifies many things through employee manualshandboak. Informal discussions
with colleagues may also elear the fog surrounding certain issues. The basic purpose of induction is
o communicate specific job requirements to the employee, put him at case and make him feel

cefident about his abilities.®

Induction Programme: Steps =

The HR department may initiate the following steps while organising the induction programme:

v Welcome to the organisation.

* Ermplain about the company.

v Show the lneation/department where the new recruit will work.

' Giwethe company's manual to the new recruit.

' Provide details about various work groups and the extent of unionism within the company.

' Give details ahout pay, benefits, holidays, leave, ete. Emphesize the importance of attendance or

Punctuality,

Explain about future training opportunities and career prospects,

Clarify doubs, by encouraging the employee to come out with questions.

:“ T:thf-‘ employee on a guided tour of buildings, Macilitice, ete. Hand him over to his BUpeTVisor.
tent; The topics covered in employee induction programme may be stated thus?:

L :
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table 8.2 P
_— Ty

[ Induclion Fregramme: Topies  ___——
production process

Frvarviow af

1 Organisational issues &
»  Hstory of rnw-nmr' i E Compnny policies and rulos
ptins of ey & P igs LI
- Mames ansd : {irg © : ¥ e a I:h.ulpl'll'lﬂl"p: p i
™ [ raplcyees file and ¢opa . Employeas boo
. ::_,’T.::" r:;_ﬂ*:*?' < i o  Galely steps
™ Praduycs semnites ofennd
s Empleyen benefils £ Training avenues
s  Pay scales pay days & Counseling .
L] yvacatons, holdays = prsurance, madical, recreation, refirerment banefig
] Resl pavees
| iatrodustiond s Ta trginers
RS D Toumpires coumtoe
: :“ ﬂf;u:.nn ¥ Ovarview of jobs
s  Job tasks . Job obyecives :
o Job sstety needs ™ Relationshyp with other jobs

-

=

ew recruit begins to understand any

|
process through which a o

(b Socialisation: Socialisation is a .
held by others in the organis

norms and beliels .
he organisation’

accept the values,
help new recruits to "in
the newcomers 1o interact free
that are acceptable. Through such formal anc
¢o understand how the department/company 15 rum,

litieally active within the department, how to behave in the company,
ete. In short, if the new recruits wish to survive and prosper in their ne
soon come to ‘know the ropes’, Orientalion programmes are eifective socia
they help the employees Lo learn about the job and perform things in a desired way.?

(el Follow up: Despite the best efforts of supervisor
orientation programme. New hires may nol have understo

ly with employees working at
| informal interacti
who holds power an

ation. HR department representatiy,
', Orientation hely

sernalise the woy things are done in t

various levels and learn behaviom
on and diseussion, newCcomers beg,
4 who does not, whoj
what is expected of they
w work home, they mus
lization tools becsus

s, eertain dark areas may still remain in th
od certain things. The supervisors, whik
important matters. To overcome the resultas

covering a large ground, may have ignored certain
isory checklist as shown in Table 8.2 and find o4

somrmunication gaps, it is better Lo use & supery

whether all aspects have been covered or not. Fo
say after every three or six months on a face-to-face basis. The basic

llow up meetings could be held at fixed intervals
purpose ol

such t::ullnw 'ui ::Inentap'nn is to qﬁ“ er guidanmrtu employees on various general as well as job related

;::.: mu; 'H:]!. m:ut ]E.jﬂ.“l-".l ngan ything to chance.d To improve erientation, the company should makes

o EE:- o }I;?nn:i !.?I;'l :::dbﬂfk from everyone involved in the programme, There are sev

gt R of fecdback: through round table discussions with new hires after their fird
the job, through in-depth interviews with randomly selected employees and superiors

'h ; A
rough questionnaires for mass coverage of all recent recruits
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In bili . ration) of an employee with,
ternnl Mﬂ ty o :mnaﬂ‘r-"‘-' ption of mpﬂ.ﬂh_g in various dapnrtmnnhﬂn

i pen J X
The latersl or vertical movement {promot oy Lake place hetw o etter prospects, reti t
organisation is called ‘internal mnlﬂ]’:j;' T:“l:.‘a;i jon [0 MI ety

ivisi ' F : bility'"
divisions. Some employees may Jeave LA 0 \axtornal Mo
t-::minniinns.. e, Such movements are known a8 L%

Purposes of Internal Maohility
mny he stated thus: N it lown. T hia

‘ | mohility ;
The purposes of internal me aved and other jobs redesign,y

et bo
! . gnLiomns wank
: fiveness: Orgail +ions em
reanisafional effective : od positions
Z :lr:jr:r:;lﬂm;.:tunm hawe to be eliminated: unwant

i A u_an.r'lI'Ellﬁﬂﬂ.

g HI:::ET:]; and abilities {KSAs) can hjﬁiﬁi’%ﬁ‘f&m
% SMEropefny @wdﬁ:ﬂ:m:;?.tlm person has and what the organisation th
b mun'T;::;:mwuqmnisaliuna try i bridge such gaps. _ e
i boom, there m:sht:ﬂqphi;:ﬁ g ﬂimll::d

: urin .

rfsionsls warin gret demand, 7 GCORL Tt derm adjustmen
of death or illness of an employee.

ipli i d earning capacity. A demoted employee
i Ensurediseipline: Demotion causes loss -::t‘st-ﬁtllls an . :
to Ie:: new wars of getting things done and adjust to a new getting. Demotions can be used {5
ensure discipline and to correct wrong placements and job assignments.
Internal mobility, as stated previously, includes a cluster consisting of transfer, pmn!nth?n and da_mntiml
pach of which are briefly discussed herp. Separations and terminations (discharge, dismissal) which form
& part of mobility in general are discussed later on.

promotions and

e. Adjust fochanging bu
for new sklls, Fimance p
recession, lavofls may be needed t

may have to be carried oul in case

siness operalions: Duringa

Transfer

A m.n:sftriudung:eh job assignment. It may involve a promotion or demotion or no change at all in
status and responsibility. A transfer has to be viewed as a change in assignment in which an employes
moves from one job to another in the same level of hierarchy, requiring similar skills, involving

nppnm'm.ur_.cl'y sames Jr._ﬂ a-i'raapnnsjhlﬂil;,r, same status and same level of pay. A transfer does not imply
any ascending (promotion) or descending (demotion) change in status or responsibility,

Purposes of Transfer

Organisations resart to transfers with a view 1o strve the followin
& To meet the orpan

to changes in

of products, changes in the O production, production schedy] ' ‘
the market conditions Ij:ﬂﬁirﬁlﬂw change in organisational atnf:::.}ﬁ u;ﬁiﬁignuﬂg
existing lines. All these 10n8, introduction ; A .
manon the right o, 404 5 Sh i o ssignmonte it oo e

’ View to place the
b To satisfy the i EE:IpI i
ll'l?i‘k under & friendly superior Oyees may need transfers

bright, in or near their native pla, in 8 department; on ch order to satisfy their desire
ete. e la 0 lceof g, g 1, PPOFALRILis fo advancement

ajob where the work itself js challenging

- ' —_— — |
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Chaples B Placemen, Indhacsios, Leaeynal Moklity and

wtiliee empla; #.h"'” An omployee may he translerred because management feels
skills, eXPY rience and job knowledge could be put to hetler uso elsewhere.
e ralled aver different jobs Lo expand

ake the employee more persatife: Fmployees moy
llenping nmigrnments in future

(hyeir capnbiliticsJob rotation nny prepam theemployee lor mare chi
To adjust the workforee: Workforee miy bo transferred from a plant where there in less work o
aplant where there s more work.

rovide relicf: Transfers may be mado to give reliel to employces who are ave
hazardous work for long periods,

nee conflicts: wlmh.' cmployees find it difficult to get along with colleagues in a particular
department or Jocation - they could be shilted Lo another place to reduce conflicts.

rhurdened or

Top
AR

To reed
pyianTi
h employeea: Transfers may be elTecled ns disciplinary measures = ta shilt employees

To punis -
indul@ing in undesirable activities to remote, far-Mung arens,

T:',F; of Trn-'ﬂ-lﬁ!rs

-ransfers can be classified thus:
Transfers caused due to changes in production.

Transfers caused due to replacement of an employee working on the
garne joh for a long Lime.

Transfers initiated Lo increase the versatility of employees.

5 Production fre nsfers

v Replocement transfiers

¢ Rotation transfers
Transfers of an employee from one shift to another.

| 4 Suft transfers
e Remedial transfers - Transfers initiated to correct the wrong placements.
{ Penal transfers Transfers initiated as a punishment for indisciplinary action of

employees.

Benefits and Problems
A pummary of benefits and problems

llhln8.3 1

associated with transfers is given belaw:

[ Benefits and Problems Associated with Transters

Banefils Prablams
® Improve E & |nconveniant to employees whn othetsSs

" o it g npd wanl Lo mowe

Resuca monatony, boredam e Employees may of may nat fit in the new rcaton/department
s Remedy laulty placemen decisions s Sniling of axpenanced hands may pfect productvity
* Prepare (he employes lor chalengang s Dicnminpiory transfers may atfect

employse morass

assignmenis in fubure
#  Slabise chongang woik aqueemants in
diffaren) deparmenisiocations
* Improve employee satistacton and morale
L_—_l impreve employer-employss relaliong J
Trensfory have to be carried out in a systematic way, with a view to avoid allegations of diserimination
ted problems associated with transfers could be avoided, if

:“ : r!"'“";"itiam. Same of the above cl _ .
isaligns formulate a definite tranafer policy, for use at different points of time.
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Hman Resourie Manrsemer! |

. Sfers. {Jther'-'i"iﬂﬂr sUPErors may tw

Transfer Polde I o |'|:|rirpn|in' "'L‘F“":;.ng‘:;::!: frustration nrﬂl;r_ﬂi em P!“]i’ﬂm Hlm]'ja_‘.i:
. ations should clearty S0 | like thent: . s, Most of the PEOP'S May ask

Drganisy 1 h y o 180 i tty jERLIeE. ﬁnd " di.ﬂ-lﬂuh to manage fnr

os arhitrarniy! i —— for LhE :
gt for tran®(c” ranisation MY I o A systemati
« such, Tﬂ“fm atie transfer policy A 8y c lt'ﬂhafﬂ,

transfer i@ b
i1 ey pad 1011 .
transfers. D0 il — ; paferred in the case of
- ahiral! :nntmnth:‘ﬁ'r“““‘nﬂ I der which an empln}'m will be {rangl! Ay
1 F;th'lrnlinll of rirrl.um-innrm un
. aTHPATY 1n|t'|.|1I:|'l|1 lrﬂt‘ll‘rr'r. . I Nﬂp{]mi}llﬂ to Jnﬂ-lﬂl(" A nﬂrl!r- o
: an . .
o Nameof the superier who 8 authoristt Jon e job ﬂpcflﬂl’_'ﬂf-mﬂ; deacrintion &
* a ' fors will be made, st
5. Johs fron and to which translers o
rh.-mfwnm'-n.rh'. ! < will be ndmmmte :
tion within which {ransfer .
4. Theregnor umt of the orgnnisalie il priurltjf, o
i 1 transfers, their @ ¢
5. Reasons which will be considered for persanid
= ipl £ . o
6. Reasons fof mutual transfer af employce — - P L Pﬂunt}' -
= Norms to decide priority when w0 or more employ Bq T,
geniority. y
8. Specification of basis for transfer, like jab apalysis, merit, length of service: PR
in the
9, Specification of pay. 2 jowangces, benefits, etc., that are to be allowed L0 the employee j
10. Other facilities to be axtended to the transferee like special lovel during the period of transfer
epecial allowanee for packaging lugEaEe, transportation, ele.
Generally, line managers administer the transfers and HR managers assist the line MANAEETS in this
respect.
Promotion
another that is higher in pay,

employee from current job to

Promotion refers Lo upward movement of an
status, better pay increased

responsibility and/or organizational level. Promotion brings enhanced
responsibilities and better working conditions (o the promotee. There can, of course, be 'dry promotion’

where a person 1.'.; moved to a higher level job wi thout increase in pay. Promotion i5 slightly different from
'I'I'uﬂ: u::;r:.ans ;Imlmﬁ' the place af the job in the organisational hierarchy (a better title is
ineluding the job in higher rrade (miner enhancement in pay in tune with the limi
o ; e i e limits
1_mpm-l.-d within a p!ﬂl:ulﬂll' gr'.&-rdlr::l. A tri}nsr:-]' implies harizental movement of an employee to another
1;:1 F':J:ue m:: t-tmlm'['hc:; is ;:::E"m in pay, authority or status. Hence, it cannot acl as a motivati
romaotion, on the obher has in-built motivati s
as in-built motivational value, as it elevates the status and power of

an employee within an organisation®.

given now| or

Purposes and Advantages of Promotion

Promotion, based cither on meritorio
value. [t forces an employes 1 v FE'TrﬂﬂIﬂm.:n ar eontinuous gervi e
prowth. Ttinapires nip{ﬂf;l::e i:J;E knowledge, skills and ahilities MI;:E 1]:::;: Pﬂwnl:ﬁll mu’mrulgnul
also motiveled Lo acquire the requir ﬁe and get ?J'"'-"ﬂd ol others, Those who fal me%hﬁPIE for wﬁlﬂ]
employee self development. [t en ed skills to be in the reckoning. Pro ofall behind in the race are
courages them to remain royal E-ﬂti m“r:n;!il:e:ihrsr E”m gty I':f
I o their jobs and tné

"-"ﬁ"lﬂil-lﬁan. 'T?lg- ﬂrﬂ'ﬂ'ﬂi““ﬂ
challngin e by mproving e akils congly e O
would improve, The o siadiin viould im";::mjy' Interest iﬂlt‘ﬂinjn:re P;ﬂéﬂt" are ready to asgume
L] e fn
0 utilise the skills and ahiiit;ﬂ:l:ﬁ::e;ipmgﬁf:
SOMNnNe
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Choptes 8
of promotion seemeet, lehseren, Intermal Moty wed Sepantions @ 175

e different b

ations adapt ent hinses of promat

l;ﬁ::jv. (hey may meh!m' L'wno or more ImH:':‘[ﬂrf:mling
Gf::n";ﬂ“. and merit, promolio
’-r meaﬁﬂnn.’ Merit based promot

ﬂ,nﬂ"m formanee in the current job, Merit |

upon their nature, gize, management, ete.
n. The well-eatablished bases of promotion

ThTE
i “"':t;::": when an employes in promoted because of
g o ;Lr.m{'-rl:l'ﬂl‘l'.‘d from hm"'-hll'-'nl:imm' q ' oles nn individual's knowledge, wkilla, abilitien

2l : unhifienti :
,.-ﬂ o The advaniages of this syslem are firly nh-.-:.,”:"_m""ﬂmhmm' training and past employment

.

[ j'l:1|.'l|:i

I
lover to focus atlenti

g helps the eMPEL s attention on Lalente . |

me‘nuﬁnns in an appropriate way, edd people, recogniee and reward Lheir meritorious

g inSpircs other employees to im il i

e ! !'il:iPﬂtiun in all developmental initinriz?u:::iu:t:kﬂdmm R T
W]ﬂpm.:m, o) [ by the employer ( training, executive
system many fail to deliver the results, hecause:

waled employees Lo work hord, im .
ional elficiency, »improve their knowledge, acquire new skills and contribute to

1t is not easy to measure merit. Personal prejudices, biases and union pressures may come in the

way urpmmuting the best F'El'[ﬂl'l'l'lcr.

¢ When yourg emplayees get ahead of other senior employees in an organisation { based on superior
. rmance), frustration and discontentment may spread among the ranks. They mny feeli
gnd may even quit the organisation.

Alsq, past performance may not guarantee future success of an employee. Good performance in one
for example) is no guarantee of good performance :n another (as a supervisor).

h{m‘ihhbn.ﬂ’d promotions: Seniority refers to the relative length of service in the same organisation.
ho has the longest length of service is often widely welcomed by unions

It is easy to measure the length of service and judge the seniority There is
mination and subjective judgement. Everyone is sure of getting the same,

L]
job (as @ Foreman,

Pegmoting an employee W

hecanee it is fairky objective.

= scope for favouritism, discrs

cae dey.

2 spite of theee merits, this system also suffers from certain limitations. They are:

¢ Thezssumption that the employees learn more with length of service is not valid n_aemplnj.reﬂ may
learn upto a certain stage, and learning capabilities may diminish beyond a certain age.

¢ It demotivates the young and more competent employees and results in greater employee LUrNOVEL

o It kills the zeal and interest Lo dJevelop, as everybedy will be promoted without showing any all-
round growth or promise.

' Judging the seniority, though it see
2 the problems like job seniority, company.- :
Organisations, experience as apprentice trainee, traince,

days but by hours and minutes will erop up.

fomotion Policy
| L.:" and merit, thus, guffer rom certain Iimitatli 1 he i
the 0 policy that gives due weightage to I:rl:_llh seniority and merit.
0, firm could observe

the following points:
Establish a fair and equitable P

ms Lo be easy in a theoretical sense, is highly difficult in practice
eniority, sonal/regional seniority, gervice in different
rosearcher, length of service not only by

ons. To be fair, therefore, a firm- should institute a
To strike a proper balance between:

seniority or both.

l asis for promotion ie., merit ar
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al "Ppnrr,unill'n for promotion inall categar,

e  Apromotion policy established thus S5 nisation
of joba, departments and regions O ry eligible employes in considered for promot,
o aten gppse Ll EVE ! loyees, [L must
s [t should ensure anopen policy 111.:11:1:::;!”1'!" only n partictind ﬂhmll v :z:f nﬂg:lpﬂ« charls ef.ch“ e
rather than a chard system wleech Sieinl 'ﬁ'l'T“”lI um\'l-'i I Lhrough e '
r|'|'|" [LEE LRL I“l."" hE {!Htﬂhllﬂh[.d hﬂrﬂmhl“i

g myernues i
iy, obes
patentis iy ‘huuld alse be apelt out clearky,

{1y of serviee, POE
T‘I“n:“ mt::: (o merif OF geninrily oF hoth # |
hould be apecified Lo all employees 80 that the,

employees Lhe variot

s The norms for judging m
The relative weyghtag® o

e  The modeaf acquining new akills, F:L:":‘]I‘-c';lli::_::’r' .
S IALN B LIERLEL
can propan themechves foF career of taking a final decisiag on

ansibility
1o authonty ghotld he o1 resp

e Appropria
ol W, | - |
Ilil T ds of Bervice performance, ote., should be maintained for all employees, Lo avoig
o {Josd pro0ims ;
18 i Le
charges nl'rmmmmm.nrpu!unu:- \ . | | |
o It should be consistent in the sense that it is applied uniformly to all employees: inspective of they
background. | |
d contain alternatives to promaotion when deserving candidates are ngy
g include qurnd“,M'

e  Promotion palicy shouil

promoted due to lack _
redesignation, sanctioning of higher p
responsibilities Lo the employee by enric

s A provision for appeal against { alleged) arhitrary actions of
thara.
minimise the mistakes of promotion.

Promotions initially may be for o trial period so as Lo
ed, should be com municated to all employees, particularly to the

ol vecaneies at higher level. These alternative
ay or increments or allowances ass
hing the job or enlarging the job.

management and its review should be

jgning now and varied

e Prometion policy, once it is formulat
trade union leaders, It should be reviewed perindically, based on the experiences and findings of the
attitude and morale surveys.

Demotion

e in the organisational hierarchy with lower status

Demotion iu_tl:w ﬂﬂwnwi.l“d mavement of an employ
and pay. It is a downgrading process where the employee suffors considerable emotional and financial

loss ins the form of lower rank, power and status, lower pay and poor working conditions.
Causes
There are several factors responsible for demations:

& Apromotes s unable to meet the challen
; : ; ges posod 7 . ;
eomplex, involving multifarious responsibilities eLE::_I]H new job {technically superior, administratively

®  Duetoadverse business conditi isati
tions, organisations may decide to lay off some and downgrade other jobs.

o A
Demotions may be used as diseiplinary tools against errant employees
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Chipites B Placemen, Hﬂlﬂrhlnd Miﬂlﬂdh‘“lhﬂ L] I??
L Ty e
viplation _lel*l!lEi.En'led thorsughly by n competont nuthorily
[ 1] ﬂﬂ ﬂ'r “u]mlﬂn-u. it in hl.'lth!r to slple {hn TEARGTHL r“-r 1tl.k.|f|H ﬂ.ul:h n p'l]r“li\ln' I'-“F delrh ﬂ“d
i ubﬂ'l'ﬂld-'l"*
el
Qinee violations nre proved, there should be n consisont and equitsble application of the penalty.

; There should be enough room for review,

joyee 2P0 rations oceur when employees cease to b members of an organisation. The service

" nt hetween the employee and the employer com ides to loa
ﬁ::rr:ﬂluﬁnn.ﬂcpml'ﬂﬂ! ean take soveral forms m:ﬁ::llgn ke .

Scparations

tion: An employee may decide to quit an orgnisation volunterily on rannal or professional
L qun:h!gd_"_“ getting a better job, changing eareers, wanting Lo ap-z-njﬂ mupfe time with family, or
ieisure activitics. The decision could, alternativaly, be traced to the employee's displeasure with the
¢ job, pay, “'“r_lkmﬁ conditions or calleagucs. Sometimes an mployes may be forced to quit the
isation compulsorily on grounds of negligence of duty, insubardination, misuse of funds, ete.
The resignation in this case, unlike voluntary separation, is initisted by the employer. [f the employee
refusns to quik, he may have to face disciplinary action.
\When employees resign or quit an organisation, there will be a certain amount of disruption to the
qormal flow of work. Replacing an experienced and talented persen may not be essy in a short span
of time. Training new recruits would Lake time and may even prove to be a prohibitive exercise 1n
« of costs. The HR Department, therefore, should examine the factors behind resignations
v. Whenever possible, exit interviews must be eonducted to findout why a person hag decided
1o call it a day. To got at the truth behind the curtain, departees must be encouraged to epeak openly
gnd frankly. The interviewer must onsure confidentiality of the information leaked out by the
employes. The purpese af the inlerview must be explained elearly and the interviewer must listen
to the departee's Views, opinions, critical remarks patiently and sympathetically. Every attempt
must be made to make the parting of ways more pleasant (e.g., conducting interview in a place
where the employee is comfortable, giving a patient and sympathetic hearing 1o the employee, wishing
nim puccess after settling all the dues, ete.) There should, however, be no attempt to (a) defend the
company against eriticism or attacks (b) justify actions which may have annoyed the employee
ie) gitack the departee’s views or choice of new company or job {d} eonvince the employee to change

his mind about leaving etc.
Box B.3: Passible Exit Interview Questions to Get to the ‘Truth’' Behind the Curtain

0.
n,

Sy

. . T B T T .

i
"'"-;-i“_";a_'“ﬁ!r two mast crucial reasons for yeur quitting?
YN, “The EXIT |nterview Techpique,” Business Today, Jan, T-21, 1008

Was (e job chalenging? Satstying? Did t add vahes 13 you'?

Was (he leation comfortakie? Was the working enyranment eroyableT Wera you respecied a3 an individual? =
Vet were (he three posdive lemenis you saw in the organisation?

Wiat arw he magor drawbacks and wesknasses of (he arganisation?

Did you experience geowih in tarms of level and responsibifies?

Did the organisation provide you with sufficient inpuis i grow as @ professional?
0 you fesl your bossiongansation provided you wilh enaugh freedorn and space 1o allow your creativity io blossom?
What ehangas would you lice to g8 in 10is COMPATY if you were to reconsider joining it at samd point of tima in future?
tiow caes your new assignmenlijch compars with your assignment here, i tarms ol job spacifications, designation. and
wmpensation? :
Ui the grganisation treat you wel afler you dacided 3 quit? Where did 4 go wrang?

Mo you lixe 1o rejoin the arganisation? Whywhy not?
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x, However, a ray

. hy the employee 8 Tet

178 & Husur Broece Banigrrent e ""rm““y-Inlu;:.fi.m-l-n"]r oceurs at theend of an o 1'%

9, Retirement: Lll:-:*rl“l“i‘"nr”:?:nt'ﬂ vt 8 nl“m““_-nlq usunlly result in the retirec's g ID’N‘
" pmber! ' )

; Imw.. aeevml, peliTe

atuity, enenshment af enrned leave ele,, fr, iy
l|'|_-illl'|“- [ i

L - 1P,
TLALED {wit houl o manimiim 1l"-f!'lll'y_.ru-.“ Vb

% 1";:“.' (e orgnnisation rlm'[‘“"]f ni:_mﬂ rﬂ'rf’mt‘n

rationat, FIRRN B0 new ones during Lhe inlervening p.

, , B
pitployees ‘:1,1:;]:1!':!:.3 plan ToF. Employees retire from “hﬁ:""

diffors from a qut ina
career, A quil ean [T
pomefils im iy fk i ol it i
n-rp'tms.ﬂ'inn Prople L L y
period in CAEC af mhml:urm:rlr”m“ .
Hd‘w1:hlr!n:;::r:lrﬂn‘::’;}ﬂa are ol CAEF fo oSl
inam

of 1wy peASOTIS.

y i,
T -||l|'|t r'l”"
™ 4 do ot eeeive !

2 |sorily after attaining the
e prerenll Gﬂ“"mm';'"'t ._.mp'IEI}"EL.‘H :‘;:::: ‘:;-:l:rl::ll-fl.irﬂmlfﬂl nge may well Euh:?ﬂ':
o Compulsory TR & or 50, In the privale BELLE iive seenario.
mrt'l‘ﬂ!‘l.m:l..'lhﬂ'l'l 1*:1::[::5:::,5 ability to perform well in a eompetitive 5
&, ‘!rp{iﬂ g o

1 irement be

1 In ense of yohintary retirement, the mmﬂﬂ}rr?:;:ﬂzim-ﬁnwf -
mmln?;r:;ntl such employees who put in @ MINITEH Ii1'|:I'I-_':'|:llr view to reduce sy
antpe aurage (e empleyee 1o retire .m].umnnl:f—‘”' : ally in-built e
the cmployer may eneaur: ' Attractive compensalion henelits are generally HE g

e1aff and cut down labour 4-"IEII='=Lrl i reduce post-retirement anxiet;
P s EOLen oTis in&C 2

ﬁ'mpf::ﬂ:;hwﬁr:r;:i gmnnli::r counselling sessions, and offer investment related services(

com =

¥
Cit:bank, Bank of America). Some eompenies extend medical and insurance benefits to (k,
n:ﬁmuﬂ- ;;an. ¢ ., Indion Ol Corporation.

s  Volumiary
paleulated

Box 0.4: Why Employeocs Love NTPCT

A wessoeped recrul tis aboul am ETORYTE whe was 0 coma for four months befare possing way Th.:a mm:hil D:: ::u“m:
Ry 195 oo NTPC toek care of o, Anaiher falks ahout how 1 jakes care of all haamtabealion grpenses jor emp ::!NTF"E
igmieey A Tird R Aoyl hiow Ihe ECTOANY M Un wwnships belara Begirning o work o 3 new planl L2t 'rl_ spam
Ry 107 coee (17 naspdals run Sy he company wih gyer 3000 dociom) on medical infrasiruciune and recovered just B 2 enom
o mge The g—fon e Fol SUrpnsingly @ very low 2t NTRC, [BT-Mercer-TNS Shudy, Businass Today, 21-11-2004]

®  The emplayee gets (excludip

s Death: Some emplovees may die in service, When the death is caused by nc:upntilnnnl hazards,
the emplovee gets compengation as per the provisions of Workmen's Compensation Act, 1823,

On compaceionate grounds, some organigations offer employment to the spouse/child/dependent
of the employes who dies in harness, .

The normal separation of people from an organisation owing to resignation, retirement or death it
known as "attrition’. It is initialed by the individual employee, not by the company.

Lay off: A layoil s a temporary removal of an emplayee from the payroll of an organisation due to

reasons beyond the control of an employer, Glohal competition, reductions in product demand,
M_Emnujnm-s that reduce the noed for workers, and METEErs an 15ilions are the oy
-:;Tf; Behind mast laynlTs. ThE me employees are not utilised during the layolf periods.
= h:‘ ba:m:r:u for a temporary period (sometimes il could the indefinite) the em ployee is likely tobe
el 5 :n :: ﬂnlt_he runiTsumu again, The employver-employee relationship, therefore, does not
HE 15 merely suspended during Lhe period of layofl, : }"DHI‘ l

the extra fat and make Lhe organisalion lean and competitive e tiguiiie RS
Under the il [3i |

Industrial Disputes Aet, 1947, a lay.

off implies {hg following things (Seetion 2 KKKI
s ploy some workers on g full-time basis.

sal of employment 2

b ]:::;lri ti:: \raceable to shortage of inputs, powe
The employer-em ployee relationship sig

The employer is temporarily unable tg em

The reasons for the refi
accumulation of stocks,

” _
* fuspended during the period of lay off.

B holidayg) only fifty per capt

wages plus dearness allowanee during the period of 1y rrﬂl' his normally eligible total basic
eried of lay o

- (Section 25 O)
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Chapiwr B Placement, Inckiction, Inbesnl behidity and Senarationm ®
To claim this compenmntion, the Inid off workman (n) should not be a casunl worker (b) |;::
ame must be there on the muster rolls (c) he must have one yenr's eontinuous aorvice (d)
maast repart for work at the appainted Hine ol lenst onee o doy.

conditions, however, do not npply whien (0 Uhe worker i ahie (o find nllernative employment
n# pearby Jocation (within S wiles), G0} e Dy oIT in doe b sl el or alowing down of production by
ﬂrtrn-il‘l another part of the establishoment i U indust rinl establishment inmnﬂll'iﬂihmﬂm“
and (iv] where leas thin 20 workers ore normally emploved Uherein,

avolls tave n powerfilimpact on (he orgoninal fonen, Tl borimngg elonarr Lhe moralo of the ﬂrl:ﬂ“i“ﬁ"_""
pemaining employees, who are foreed 1o live in an environment of uncertninty and insecurity.
sﬁ.rn.:»timr-'h b L] "'n'|'|'5|“_'l'¢"’|-"! whidse services ray T eamenlind For | hl*uf’“ﬂﬂiﬂﬂ“ﬂﬂ. may l'{IJ!iL feanng
fase of membership - thus cousing further damage o the organisation, The company's sta neing ns o

place to work may sulfer. 11 may be difficult for the company Lo have the services af Mlﬂﬂ'fﬂl
Pmplo afterwards. '[JFIT'I-'UHE, therefore, have Lo be enrried out in a enttious way keeping the financial,
ﬁfhn}fgl.{ﬂi and socinl consequences in mind.

I.h|l8-4

I"‘ﬁ-;l_tTu': and Don'ts of Laying off of Terminating Employeas |
Consuling firns offer the followsng adwee for lsfing employest thal they wil be B aff

Do's Oant's

a OCwe 85 much waming 28 poasiein fof | Dondl lmave the room, creating confusion Teil the:

mass iyelts emplayes that ha or she is lad off ar pesrninaied
s 5 down one-to-one wilh he individual |« Don'l alow tme for dabate

in & pvats affice . & Dos't make parsonal comments, keeg the
# Complete the firing session guickly conversatan professional

s Prepare the individual whe s being |® Don'l rush the employes off-site uniess sacunty
msked 10 leave bo cope with his amotions = raaly B8 BAUE
le  Cfer written explanstions of severance | @ Dont fire people on imporant dates [mrhdays.

benofits anniversany of Lhair empioyment, fhe day theit
le  Provade culplacement assistance swey moirer died, #ic}
from company headguanens s Donl fire empioyees when they are n vacaton

le Be sume ihe smployes lrarms aboul ha ar have just relumed

|ayolf from & manager, nol @ colleagus | e Employoes who canlinue lo work with (ha
s Appreciate the coninbulons made Dy ¢omgany should nol be gnored. They are as
the employes = If Lhay are appropnale yulnesable 1o tha changes 85 tha ones beng kiga

|5 Admaridar, The Wal Stresd Joimal 81, 1597 &apn spe "Easng the Exf, B Wodd, 19 2003) 1

Retrenchment: Retrenchment is the permanent termination of an employee's services due to
senmomic reasons {sueh as surplus stafl, poor demand for products, general economic slow down,
ele ) 1t should be noted here that termination of services on disciplinary grounds, illness, retirement,
winding up of a business does nol constitule retrenchment. ln_ respect of organisations employing
100 or more persons, the [ndustrial Disputcs Act, 1847, makes it obligntory for the employer to give
advance notice or pay equivalent wages before Lhe actual lay off date. To ¢laim 50 per cent of basic
wages plus dearness allowances, the workman {who is not a casual worker, whose name appears on
pay rell, wha has completed 12 manihs of continuous service) must present himself on each working
day at the appointed time inside the fnetory/office premiees during the lay off period. If necessary,
he might be asked Lo report a second Lime during the same day. While laying off workman, the
tmployer is expected to follow the firai-in-lasi-out principle, He should give preflerence to such
workmen, if he advertises for re-employment against future openings. The employer has to Eive

e menths' notice before retrenching the worker and get prior approval from the government as
w
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o sand [he nghl message ko (ke
I_ How ho Trim fhe Workfore el ol Iroukie ghend sufic® Thip would = *ay
gigna

w  Siop Riring pooaln whon ihe frsl
uninrs

L Getter 16 ve on goad

s Allay e worker BUSPC joryre i

s Desgn s sevarsnce packa —L

thars
ko slimidabn YOuf WO g1, A 14-yeb
— 1661, ith ot selaries for 14 yag
qul efARE e o ba "ﬂﬂmﬂ afong TE.'UDD WOk ers -I’H:Eq e

L1
(] wariars may
o yely = gfer ablaining suppan fram un

jong lagal baitle followag,
L] Mpver use pREIIIT IAChicE ; <

Exampiaz 6 Syrihojice clapnd dowm #3
dosurm was geciamd liagal m 1
Companes hive Themfome siar
m Pamel Agppmehies- 0,
HMT Cabpx MAE irn::" 51;::::"
hatl 5@
$£;$$£1E oo oul wiih merd afiracing

firgirieal ‘E-tr'l:m‘:p&:u ot and

3,500 pmaloyens 18 for VRS 1o alart reld’ Bnc Sncllly
3.?{"::;"& ke chanca e ‘Tnf:m“m Dmlng JES: cihers e Philips, Sande;
and offered to accep!

sees! Gallex sold ;
; VRS packages. Al

Zagre Bepness s Jan 121, 1988 pp SBd-JEE I

i "'ﬁ,ﬂf:fﬁﬂﬁ There might be a demand for certapy

category of employees possessing multiple skiXs, but the r_e:t.n?nchnd EmP]ﬂ_:!-’-E:ES Iil:-.ﬂysur::ni::}?“

those Emk..-mm: skills”, To fill this vecuum, some nrg:amsatmns offer training s mﬂ;
and assist the retrenched employees in Ainding a syitable job elsewhere. Dutplﬂcemenl :

includes ‘efforts made by empioyer to help a recently separated worker find & job [Dﬂ'."
p.269). Apart from training, some multinational firms ofler aaa.lstanf_.:a in the I!'n-rr.!? of paij
lave, travel charges for attending interviews, search firm charges, waiving bond requirements
to the retrenched employees. Bank of America has given a ‘fat sum’ as likeral retrenchment
compensation running into several lakhs of rupees to all eligible retrenched officers in 1998, It
has also held counselling sessions for those officers on issues such as how to repay their carf
house loans, where for invest their money, ete. Search firms were also hired to find suitahls
employment, Whuln the downsizing effort stabilised, Bank of America had even extended the
former employees' a "'warm welcome back home!" Such outplacement assistance, in whatever

form it ie available, assures the remaming employees of the man 1 ' towards
_ : _ apement’s com :
their welfare il a further downsizing ever happens to take place in future. —

Outplacement: Employee .
alternative job if the morket condit

table 8.6

|  Merits and Demerils of Outplacement

— |
e Demr
3 B 'ﬁtl!l:lml:ﬂl'rmm:; " Maybet : rils
B fain ﬁ”-!ll'ﬁ'rd!mm SIME ConEum ing angd costly

SEIVES Ma me * Maintaining dasabasey

] .
& P M mols of g Rl eagy on ather jobs s
wally (he campany 958 wha remaly

[ ]
Eanml-nlr only when rag
Anegers at a tima,

2d down by angry

mﬂ'l:.hlng a

B2

* Cen
SMbloyees, disiliusioned
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on, the employee
are serious

Chapies §  Plscpmeni, Inductinn, Trnpmnil

rr.-nﬂll‘ll'd :ﬂ' “EI.'!‘ after n proper inquiry has heen eondueted. During Auspensi
pecives i 51 !Irmlunm allowance, 1§ the charges agninad the suspended employee
and are proved, suspension may lead (o Germinnd o nlee,

ﬂf,"!'lﬂ'l F 3 “"dd‘”m“llﬂl; Ihipmisnnl in rh{\ Leswpiad il e (] r mnlﬂlmﬂw
B, : : i af U sorvices of an employee
mf""“nl r':::;:ﬁt: :"::u"':ll':::g::f‘ ' :}lr];rnfv alis meann L erminntion of the porvices of nn om oyEe, hut
n onl, Avilhmeeh silowe i i . re cou
nl:-t' T renson for it such arge does nob arine Crom o single, irrational act. The

i e BT
r'f;m-l;ﬂlﬂlﬂli-:hmgi

e

. pnebnatsan and alcahalism - Dahpnpaly

& Wihg wetwhon of nules & Viglonl and aggressse acls

® Cahslgssness & IneMicsny

s  Insubsmdination s Ungulnorsed shsence bom duty for @ lang bma

s Physical gsatliy J
o mdmmml is o drastic measure seriously impairing the earnings potential and the image of an

ischa nstrated continued

vee. It should be used sparingly, in exceptional cases where the employee has demo
afficiency, ETO8S insubordination or continued violating rules even after several warnings. Before
sieeharging the employee, advance notice of the impending danger must be gven and the reasons of
gircharpe must be stated clearly. The employee should be given the oppartunity te defend himsell. If the
grounds under which an employee has been discharged are not strong enough, there should be a provision
£ TEVIEWING ihe case. In any case, the punishment should not be out of proportion to the offence.

Terminology

Placemeni: Actual posting of an employee to a specific job - with rank a

toit

+ Induction: Introduction of a persen Lo the job and the organisation.

s Socialisation: The process through which the new recruit begins to understand and accept the
valuse, norms and beliefs held by others in the organisation.

mme where an experienced employee is asked to show the
pervicor and answer the newcomer's

nd responsibilities attached

« Buddy System: An grientation progra
new workers around, conduct the introductions for Lhe su

guestions.
v Internal mobility: The lateral or vertical
loyee is moved from one job to another

* Tronsfer: Employee movement thal occurs when an emp
that is relatively equal in pay, responsibility and/or orpanisational level.

*  Promotion: Employec movement from current job to another that is higher in poy, responsibility
and/or arganisation level.

' Demotion: Employee movement that occurs when an employee is moved from one job to another
that is lower in pay, responsibility and/or organisational level,

' _H;rit based promotion: An upward movement based on superior performance in the present
Iob.

' Separation: A separation is a decision that the individual and the organisation should part.

Resignation: A voluntary separation initiated by the employee himsell.

movement of an employee within an organisation.
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HA podcies am joirtly davelopad and implomenied by HI and operaling managees

MR puts focus on qually, cushomel seneon, srgloyes ireolverment, (enmwork and a1l TR T

¥ HiEhd strategian And (W ACHORE AIS 5 Ne will epioes panecialione, cuinmer rneds gad chErsging cormgeii pe FR AT
7o be efectve, HA stmlegies musld B wih nueiall arganisstional sliatagied, tha srmvimnmend in shich e fiem " eparating

pniguE Off ansaional charachersiica and piganmaiional capahdies |G Afein o0 &l

Gerategic Human Resources Management

EH-EH is the pattern af plomned ||I|1.|1|1|I resouree developments nnd oetivities intended to enable an
arganization fo achieve its goals EWH_}‘.]II II_HII McMahan). This means secepting the HR funection as g
sirategic partrer in both the I’ur_m_u_lul!m] ol the company’s steategic, ns well ad in the implementation of
thase activities through HR activities. While formulating the stestegie plan HR management can play a
vital role, especially in identifying and analysing external threals and opportunities. (Environmental
scanning! that may be erucinl to the m_nu:nny's ElLerras, Ji!l'. management can also offer competitive
intelligence (like now incentive plans being used by competitors, dotn regarding custoamer complaints
etc) that may be helpful while giving shape to strategic plans. 1R function can also throw light on
company's internal strengths and 'njmkncsses. For example, |BM's decision to buy Lotus was probably
pfﬂ-:lil.'ltt'd in part by 1BM's conelusion Lhat its ewn human resources were inadequate for the firm to
reposition itsell ns an industry leader in networking systems (Dessfer). Some firms even devalap their
strategies based on their own T11- based competitive advantage. Soltware Majors, Wipro, TCS have not
slowed down their recruitment efforts during the lean periods, pinning hopes on their own cxceptionally
talented emplovee teams, In fact they have built their strategic and operating plans arcund cutseurcing
sourcing centracts from US, Eurcope, Japan and Germany-which would help them exploit the eapabilities

af their employees fully.
HE has a great role to play in the execution of strategies. For example, HDFC's competitive sirategy is to

differentiate itsell from its competitors by offering superior customer service at atiractive rates (searching
the right property, finishing legal formalities, ofTering expert advice while negotiating the deal, competitive
lending rates, fast provessing of applications, offering other Minancial products of HDFC at coneessional
rates, door-to-door service as per customers’ choice ete. (HDFCs growth architectire, Business Today,

Jan 6, 2001). Since the same basic services are offered by HDFC's eompetitors such as LIC Housing
Finance GI1C Housing Finance, banks and private sector, players like Dewnn Housing Finance, Ganesh
Housing, Live Well Home, Peerless Abassan ete. HDFU's workforee olfers a crucial competitive advantage
(highly committed, competent and customer-oriented workforee). HR can help strategy implementation
in other ways. It can help the firm carry out restructuring and downsizing eflfortz without rubbing
employess on the wrong side- zay, Lhrough outplacing employees, linking rewards to performance, reducing
welfare costs, and rotraining emplovees. HR can also initiate systematic efforts to enhance skill levels of

employeea so that the Mrm can eampete on guality.

Globalisation, deregulation and technological innovation have- in recent times- created the need for
rather, faster and more competitive organisations. Under the circumstances, employee behaviour and
performance is often seen as the best bet to push competitors to a corner and enhance productivity and
market share. HRt practices build competitiveness because they allow for strategic implementation, create

a capacity for change and instil strategic unity. )

Traditional HR Versus Strategic HR

SHRM realises that pecple can make or hreak an organisation because all decisions made regarding
finance, marketing aperations or technology are made by an organisation's people. So it accords highest
Ppriority to managing people and tries Lo integrate all HE programmes and policies with the overall ml:purﬂt-ﬂ
strategy. It compels people at oll levels to focus more on strategic issues rather than ﬂFE"’-'ﬂ”“."J AL
More importantly, it believes that there is no best way to manage people in any given organisatian. Fyen
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gne organish coa, progra
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within a given industry, HR practices can vary extensiv
ghjectives.

- igned
such a flexible approach, SIIRM tries to develop umm!ﬂ“f“*,';'ﬁ‘;t i
and policies to facilitate the achievement of the organisation

Ilg-ral.z —--“"_'___'-_-_-—-_-_-_-1

0
" [ The evolving sholegic Role of Human Resource Managemen

Sirptegis foras

Change agent

Stralegic parinar ,
e |

Adrminigtialee expa Employes chamgeah

Caeratiopn al focus | J

1 : tnerships

ns, Lo par
Strategic HR shifts attention, as against the traditional HR's focus on ::;Flumﬁ]m& an understanding
with internal and external groups. The faeus on managing people is more 8Y5 Itiple relationships

ot age mu
of the myrind factors that impact employees and the orgnnisation il Tm nﬁl;':u nal in nature, in that
to ensure sat|sfaction at all levels of the orgnnisation, Strategic HE is Lransiormo

s el i sure that change
it helps the pecple and the organisation Lo adopt, learn and act quickly. [t wu1ll ?::i-::rur i
initiatives Lhat are focusad on crenting high performance 'I.E'Ellllﬁfl,_rﬂ'dl:'lfmﬁlﬂ'c] o (ULRICH, 1998).
implementing new technology are deflined, developed ond delivered in o timely !rl' e it varwrith
Strategic HR is proactive and considers various time frames in a flexible manner. Jﬂmlmr el
emplayees to process work and carry out joh I‘-E'R[h'lmiihll.lllf.ﬂ in a free-flowing way. 3 s
enveloped hy tight cont rols and excessive regu Intions, operations nre.mntrulllw_] by whatever lalnc:c* ary
to succeed, nnd control avstemas are modified as needed Lo meet changing canditions. Joh design is organic,
specinlisation is replaced by cross traning and independent tasks are replm?ﬂd !.':Iy }eams. Eﬁﬁ'.lllll'illﬂ!lg
autonemy at various levels. Above all, strategic HE believes that the urgu.m.su_tu_m s key nsacts are its
people. It realises Lhat an organisation can have competitive cdge over its ri_w.ruls_u irit is ghln to nttract and
retain knowledge workers who can optimally utilise and manape the arpanization’s eritical resources, In
the final analysis people are the organisation's enly sustainahle competitive advantage [ Pfeffer, 1994],
While running the show, strategic HI, of course, argues that any individual in an organisation who has
responsihility for people is an HE manager, regardless of the technieal area in which he or she works. (see
Table 1.1} Strategic HR offera three critical outeomes; increased performance, enhanced customer and

employee satisfaction and increased sharcholder value. These outcomes are accomplished through

effective management of staffing, retention nnd turnover processes, selection of employees that fit with
both the organisational atral#l.'g}' and culture, cost-effective utilisation of emplovees through investment
in identified human eapital with Lhe potential ﬁ:l-r hI.EhET return; integrated HR programmes and sl
that clearly follow from corporate strategy; facilitation of change and adaptation thr ough a flexible, mare
dynamic organisation; and tighter focus on customer needs, emerging markets and quality. (See Figure

1.3)
History of Personnel/Human Resource Management (P/HRM)

The field of PrHRM as it currently exists, represents a erystallisation

contemporary factors:
industrial revolution: During this period machines were brog ht in;
1. :ﬁ# ;jab! were mare frogmented where the worker did only o u.rnfll p::t

of a variety of historical and

IIEE]']TIEI]-UBI' mﬂde rapid
lon of the tatal job; and

'I:Il'iI'IE and monatonoys

1 e ——— T e
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|-|||l|-l1.1

| Teaditiamal HR verius Shaleglic HR

Polnt of distlisetion Traclitional Hiy [ ——— j
Fﬂﬂﬂl ||""|'||”"|"|"'""H|I!H'h"ll “Ir|ﬂiill‘l-||:|'| wilh |.r|1.u“\n| m"
natninal rusiamary
Fota of HA Transactional changn ollrwe: Teamalorm stional change inader ang
mn<d res pondan irtater

Indathven Slow, mnclive, fragmentad Foal, proacton and intagiates
T harron Shiod-lamm Ghifl. Fiedum ard Inng [y eepuond)
Conirol

HU'“HUI’JI'IE-I’HML policiag, Crapaniz-Nesibla whalavar 5

proceduies RECAARSFY 170 RuCrssd
Job design Tigh!  division ol labour, | Broad, Barible, cross traning leams
indopendence. specialsatan
Ky ineesimaonis Capital, prodisis Faople, knsmiedie
Accountabiliby Cost canlie [Py s trrnr] Eantie
Responsibiity for HR | Stalf speciabs Lia managars

| |
jobe. Warkers were treated like ‘glorified machine tools'. Employers were keen to meet production

targets rather than satisly workers’ demands. Government did very little to protect the interests of
workers.

9 Seientific management: To improve efficiency and speed F W Tavlor advocated scientific
management. Seientific management iz nothing hut a systematie analyeis and hreakdown of work
inte its smallest mechanical elements and rearranging them into their most efficient comiination.
In addition to the scientilic study of the task itself, Taylor argued that individuals golected to perform
the tasks should be as perfectly matched, physically and mentally, to the requirements of the l.a.rtk as
possible and that overqualified individuals should be excluded. Employees ghnuld also be trnmed
carefully by supervisors to ensure that they performed tho task exactly as specified by prior scientific

'i’ll‘ll.g

[~ A Model of Strategle Human Resources Management [adopted from Melio) |

External Environmeni pars regulating Outcomes
s Compeldion EirpEe, ~Frecursmen
Pl
: 2:#&11111'11111 Cy o Incriased
* Marke! Trands i Dot
& Economc Faciors man
HR Strategy & Customer
I, AT -Perfor- Satsfaction
Covporale Business # Desygn of jobs ard IMIn -
Strategy Slrategy wOrk sysiEms rr':mﬂ s Employes
I & VWhat wookers o © ahisfaction
» UWhat workers nead
internal o How jobs (nlertace | | |_compen.
Enviranment weih oihars sation . ::':::m
= el
Policies
Cheills MR informatin 'ﬁ:f';;:
Past Strategy sysiems ’ J
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i incentive for
1my nedvocated by Taylor o provide Ao
gt JEIETA,
Fien H|rr'l"lﬁ1't! by Mo T | A
cnd, Al cxploiintive fendoneied af El.hg i
gt jorn Lried Lo jm jari i
nl warhers rolnting Lo wor B

analysis. A differentinl pece rale systen
employees to follow the detniled procedu
Trade unionism: Workers joined hnds fo protc &
and ihe thi‘l‘r!.ﬁ".'t', wnfair Tralwinuir |Il'ﬂfth‘-ln1 i e Hri'l-l.'n'lﬂ"“
workers through enlleetive harniming, roROL I

it
conditions, pay and bovefits; disciplinary AFFOTR
. o eXjETiTmeT

PR T ELLLLLS 1M

in enndueted by Elton Maya
productivily was

L 1L "|'|'I|'I|'|I I -
ions movement; The famo . ] Ll om pricyrce
e s fypingy 160808 and 191008 demanalrain h employees Were rewnrded
and hin Harvard colleagues C708 jgmedd nod [T a1 w hieh emp i yament
b wendeg B o well The human relations MovEEe
; - for the firsl Lime

affoctod ot only by the way the o n
sconomically, but by cortmn social pid ;u}'rhﬂlupu:l'l Fn_rlnrn |
.I s 1 i r e
Ied 1o the wide seale implementatim uf hehnviournl :;:;I it
2 148, AN
i Fvisary Lratiing progiean
e Lt weeesrs Inbou e and mnrEgen

program to strengihen e bords :
-hm‘-n;:phﬁm wope encouraged o discuss btk mjrh-m"ll i
counsellors. The mavement was also influenecd hy the growing sbre

1830s and 1940s. The rise of unianism during this period wns due 1'13 the
which gave workers the legnl right to bargain collectively with employers
wages, job eocurity, benefite and many other conditions of work.

' i
Human resources approach: However, during carly 60s the ‘pet ;
happy workers are productive workers or happy cows give more milk ] of human relationists had

been largely rejocted. Recognising the fact that workers are unique in ‘Ir.hmr awn way - hﬂ“u'_lfl
individual needs. It was recognised that each employee is a unique and highly complex individ
with different wants, needs and values. What motivates one employee may not motivate another
and being happy or feeling good may have little or no impact on the productivity of certain employees.
Slowly but steadily, the trend towards treating employees as resources or assets emerged.

sehniggues in industry "
plipporl and coneern for workers,

cont pnd eounsel ling programmes
personnl problems with Lrained
pih of umons during the late

passage of the Wagner Act
aver matters coneerning,

pet milk theory’, {advocating that

“The Human Resource Approach nssumes that the job or the task itself is the primary source of
satisfmstion and motivation to employees . . . The emphasia in the human resource approach is on
individual invelvement in the decisions made in the organisation”. In addition, this approach

emphasises the following Lhings.

WP .

Peaple do not inherently dislike work and if they are helped establish objectives they want to
achieve them.

Most people can exercise a great deal more sell-direction. self. .
required in their current jobs (Theory Y),  self-control and creativity than are

The managers* basicjob is to use the untapped human potential in the service of the organisation

The manager should create a healthy environment whersin i ; .
the I:e:.t of their capacities. The environment ahsiid Flm!.rir_]: ntﬁ:ﬂmﬂtﬁ can eontribute to
convenient place Lo work. ¥, sale, comfortahle and

The manager should provide for sell-direction b the subord
to participate fully in all impertant matters, el nates and they must be Encouraged

Expanding subardinates’ influence, self-direction ang self

improvements in operating efficiency, control will Jead to direct

Wark satisfaction may improve as g 'hy-product’ of &
7 Uhﬂl'dit‘lﬂtua maki
' ' g full uge of

R finT ﬂr hﬂhl'lul"llﬂl.tl'ﬂl .'EiEn“ t.ﬂ m
Sari : anagement practicg : 2 ;
her than new techniques, It hag developed ang mﬁgr’}m&nly of Producing
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thinking, ahoul l.hl!' 1:“]':' of the mannger, the naturs alorgnniantions and the behnviour of an individual
within AN OTEANIENLION,

E,,-nlutiﬂﬂ of the Concept of HRM

parly |J|:I!I'IL :i'l:. the century myw o coneern for improved eflicioncy through eareful design of work.
ring the middie part of the contury emphonis shined t i nvnllnhility of managerial personnel and

f'!'w]'miu“ wity. Recent deendon have foeunsd i e dbisnnnid for Lechnieal persnnnel, respanae Lo
m,l;lmn and pevernimentnl regalind

d A1, ineremud coneern for Uhe quality of working life, total
quuhl}‘mu“"ﬂ“m"m e i renewed emphosis on prosluctivity, Let un loak inte thess trenda more clnaely by

.-;lmiT'-'i“Flh’ transformation of persennel function Irom one wlnge W anolher (0 s chronalogical peoguence:

| @ Bl e 1.2
muﬂbﬂ ol the Penannel Funcilon

rl‘ﬂ-ﬂl

Conespt What bs 1l &l0 abaul?
mwﬂmp{

Labour was regarded as o commoddy bo be bought and sold Wages wer
based on demand §rd supoly Dovermment del wary [iile 1o oralest warkern

Labowr is e any alher lacion ol preduction, w2, morsy, matenals, tard, slc
Woekers are bke machine inaly

The Factor of Production etineopl

The Gepdwill coneept Welane mnasures Ie safely el aig. lunch room, fest room will have @
posine mmpact on warkers' panductiviy

The Palemalalic canceglf Managemaeni must assums a fatherdy and proteciive Miluds owands
Patemahism employess Palamalem doas pol maan meesy provding bensfis bul ¢ meand

satatying varous needs of the employees as panents mest the mqueements
o The chilcmen

The Humaniiaran cancap

To mmprove productivity, physical speial and paychalog cal reeds of worcerns
maust ba el AL Mays asd allers staled, money i leas & factor in determening
caHoul, tham growo slandands, group inceniees end sacunty The SrganEaton
15 8 gocial aysiem thal has balh ecaromic Bnd ponal dmensiond

Tra Hurman Aesourcs concepl Ermnpioyess sre e mes! valuabis sassty of Bn orgardaaton Thens shauld be

3 conscaus effan b realse omganisabanal goals by salsiyng needs and
aspralions of employses

The Emerging contepl Empioyees should be sccepled o8 panner in e progress of a comgany
They should haws a feelng thal ike arganiaaticn s thee cen To this end,
managars must offer beter quality of working life and cffer opporund=as Lo
pEosila 10 axpiod their pobertial luly. The focus showsd be on Hsman Resource
D faprmenl

Growth in India®

Early phase: Though it is said that PAHRM a discipline is of recent growth, it has had its origin dating

. the minimum wege rate and incentive wage plans were included in the
.E:ht'::mlfnm ﬂEdE. :I:Ii? :-l:xr:::ﬂ:.hﬁ arourt 1800 B.C. The Chinese, as nur{l:f:s 1650 B.C. had originated
the pﬁmjglu of divisicn of labour and lﬁEﬁﬁﬂ_ﬁntnﬂd \ahour turnover even in 400 B.C. The span of
management and related concepts ol organisation were winll und.v!:rsm!xi by I:-'Imales n_r-uund 1250 B.C. and
the Chaldeans had incentive wage plans around 400 B.C. Kautilya, in India !.m his beok ﬁﬂfﬂns’r.m'b
made referenee to various concepls like job annlyais, selection mﬂ development, incentive
system and performance appraisal.

Legal : The early roots of HRM in India could be troced baek to the period after 1920, Tha Royal
m:nmjf;il:;“ Iali;:r l::-. 1931 suggested the appointment af Inbour officer Lo protect workers' interests
and act as a spokespersen of labaur. After Independence, The Factories Act 1948, made it obligatory for
fectories employing 500 or more workers.
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table 1.3 _______._.-———'""""_-__’_ i
[ Responsibiities of ihe Wellare Officer _,‘__,/_Gmr
b pﬂl“l’-ﬂg E“mlm" il gs arg

wos ! oivh
The model nies fmmed wnder 1he Facianas '“'id: 9:1“‘:, ppaponsibiEes for nom THa%e i
apnoiniment of Weltarn Offcers, had L down @ .

andation sarvicos 33 prowded

' Swpervision of pation, 3
(8} Salety. hesth and wetlam programemas, such a8 hausing, Fect
ursal v o othensaen
(b Wharking af jomi commiless,
(g} Grani of ieave wik wapes as provided and
(@) Redressal of worers' grevances
ks Counsellsg warkerd A
(ap persorEl and {amify probisma,
* (B}  Euskng i e work prwirgrenes| and
(€} understanding nghis and prileges
3 Agtvrineg (fve Manag@ment in
fab  leemulaheeg (nbaur and wekane el
[B)  EpprenlCoshp-iraning progIaMmmas,
(g mesbry the slatuiony abiigatan b2 Wi,
{d) desiopng fenge benafls and _
(g] worker educatian and he use of eemmunizalion mEda.
L Ligegon
(@) wih worken 50 55 10
[} undersiand warous limitations undes which (hey wark,
(4] apprecisle the nesd for harmamndu e imdustral refations in the plant,
fii}  iserpeet company palices 1o wodkess and
fivi pemesde ihem bo coma b3 a cesipmen 0 case af @ daspule,
[k} weih he managemien 50 & o
(1 sporeciale ihe workers EWpORIS i VANOUS Malers in iho pland,
igeration of the management,

(i) intervene on behall of the woekars in e ters. wndsr CO00S
i} help dffemnnl depadmentsl heads 1o mes) hair phbligatars under the Al
{#)  maintain harmanicus indusinal relatians = e pla and
{v] wugges! measures for promating ihe general wel-beng of warkers

{g)  wilh workers and the mansgement 5o 85 b5

{1} maniain karmarsous indusinal elaliars in e planl,
()  hawe the way lor prompl receesal of grisvances and the quick satiiemenl of dispules and

(i)  improve the preductred sMiziency of tha enterprise.

{d})  wih ouiside agencies, such as
()  factary wepeciors, madical oificers and ciher inspeciors for sacunng the paopla by
enfarcemant ol vanous acls Bs appicatis io lhe pland and

{5}  eiharagencins in the community, with a view 1o helping workers i make used of comemunity
SEMVIDES.

“I'n view of legal compulsions and the enumeration of duties the entire approach isati

their person nel was to f-‘ﬂm]'lf.'n’ "-'-:i'f-h the laws and keep the welfare ﬁfﬁceprI: hu::,r :ﬁ:hr ﬂiﬁlﬂfﬁ;ﬁwuﬂ

Meanwhile two pmfea.gmnal bodies, viz., the Indian Institute of Personnel Management (1IPM) I{n‘i:fm

and the National Instilule of Labour Management (NILM} Mumbai have come into existence i 19?,:]“
¢ in 8,

“blfhmphﬂﬂ: I]url'ng the 19608 1_!1-2 scope ﬂfFErmnnal ﬁ-ln'.'}t:il:l h . .
welfare, participative mnr@ge.meht, indua.tri;j;]. harmony, ete. “In mig’;ﬂ%‘:ﬁﬁﬁﬁ;ﬂ&wermg labour
of the West had also had its impact an Indian organisations”. The legalistic tions movernent
way to harmonious industrial relations and good HR practices, Preeceupations slowly gave
Development phase: In 1960s and 708 the HR professionals o .
i ki cused more on d

human resources. T.he m;aﬁlﬂ%ﬁ::;‘m' 'J'me tu'ﬂﬂh“mﬂmﬂu!halam hetu.reenﬂ:m loyee d
organisational requiremen Decupy a centre stage and a focal P:in{ of d?mmm; ik
ssion ip
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Chapter 1 Prrserel Marsgemint: Furcsnes, Poleiry and Boles » 17

[t ig concerned moatly with mannging humnn resstreen il work,

Personnel management is the contral sub-myatem ol nn orpganiantion and it permeates all Lypes of
functional management viz., production monogement, moarkeling management and financial

management.

Personnel management
attain predetermined goals.

king at the comprehensive nature of the lunction, mast writers prefer Lo use the term ina hroad way

aims at securing unreserved eooperation from all employees in order to

In this book the terms Personnel Mansgement and HRM have been used synonymously signifying “a set

of avtit

itice in all organtsations intended 1o influence the effecliveness of humun resonrces and
nizations” (Glueek), Of all, the most comprehensive definition has been advanced by a renowned

ocholar, Michael Jueius, who defined persannel management as a field of management which has to do

with planning and controlling various operative functions of procuring, devel

nping, maintaining and

stilising a labour force, such that the: (i) Objectives for which Lhe company i3 establizhed are attained
cconomically and effectively, (il ohjectives of all levels of management are served Lo the highest possible
dogree; (1l objectives of the community are duly eo naidered and served.

/ pPersonnel/Human Resource Management = Functions =

-

P/HRM is concerned with two sets of functions, namely - managerial functions and operative functions.

Managerial Funetions
The basic managerial functions comprise planning, organising, directing and controlling.

Planning: This function deals with {he determination of the future course of action to achieve
desired results. Planning of personnel today prevents crises tomorrow. The personnel manager is
expected to determine the personnel programme regarding recruitment, selection and training of

employees.

Organising: This function is primarily eoncerned wilh proper grouping of personnel activities,
assigning of different groups of activities Lo different individuals and delegation of authority. Creation
of a proper structural framewark is his primary task. Organising, in fact, is considered to be the
wool of the entire management fabric and hence cannot afford to be ignored.

Directing: This involves supervising and guiding the personnel. To exccute plans, direction is
essential for without direction there s no destination. Many a time, the success of the organisation
depends on the direction of things rather than their design. Dicection then consists of motivation
and leadership. The personnel manager must he an effective leader who can create winning Leams.
While achieving results, the personnel manager must, invariably, take care of the cancerns and

expectations of employees at all levels.
Controlling: Controlling function of personnel management comprises measuring the emplovee's
performance, correcting negative deviations and industrial assuring an efTicient aecomplishment of

plans. It makes individuals aware of their performance through review reparts, records and personnel
audit programmes. It ensures that the activities are being carried out in accordance with stated

plana.

Operative Funetions

The operative functions of PAHRM are related to specific activities of personnel ma

ﬂ!ﬂemeﬂtp "I:r!

employment, development, compensation and industrial relations. These functions are to be performed
in conjunction with managerial functions,
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aptitude. Under its purvie® yo :Im;-;I.::m o relating 12 i agreraiinns: And
L e r . decting jnformati®
=i {1 L = "
i Job analyveis: It is the proct fic job jring that the organisation
responsibilities pertasming (3 G Jf determiniig antl nﬂﬂ;per times, performing johs
amming: 1048 8 proce A availnbie "llpr- ielualn invelved.
W i 0N sher nr-mn'-“"‘* |;|:-rm1" .I::'rm far Lhe indivie
g m’m":;;:f:',m anil ]lrﬂ"rulr garlasliic = ﬂ:n]'llnjft-uﬂ- and glimulating Lhem ko
which would meet - cinthing far prospective
i Recrustrens 11 s the proves : ]
apply for jobs in the anganisatios: lfications, €xPe Hence, ﬂmi{ and knowledge of an
adning qui s . oh in quesbion.
e Selecnon Itisthe prow® nl":r.'::ff:i hisher suitability to the job 114 ' lificati
Ay with & e e G07 fit, matching the employee 8 quahiica t;ﬁmh
I i S 1]
; hat pnsures # A the | nel manager & respons) ility
) r:p-c-ﬁ'ﬁnrﬂ. ]:: ﬁ thripm:“-:thlhnjnh analTer. [Listhe person
T, &Kl 2 AFE v
:on the right candidate af the right level. : T,
to position _ dori “mtinnurﬂtﬂﬂh“’q“‘:ﬂhl”"" ich 2 ployes
v [aduction and areniafion Induction an “r:inlrﬂﬁumd to the practices, policies, and peaple.
Ch ¥ n o : : . : . .
ndings h define and drive the organisation, its mission

L

E!

v

is rehahilitated in his new surTOUILEE L
He muet ba acguainted with the pr_mmple:bw ic
statement and values which form its hackbone.
] transfers and
from one job to another through .
g : sation due to various

vii Treernal Mobilisy: The movement af ;
peomotians is called internal mobility. Some emplayees leave an organ wnnaan
reasons leading {0 resignation, retirement and even termination. These movements Wl
a5 exsernal mobility, In the best interest of &n arganisation and its employees, such job changes
should be puided by well-coneeived pri neiples and policies.

Derelopment: [t 15 the process of improving, moulding, changing and developing the skills,

ues and commitment based on present and future

knowledee, creative ability, aptitude, attitude, val ed 0
requirements both at the individual's and orga nisation's level. This funetion includes:

Trasning: Training is  continuous process by which employeas learn skills, knowledge, abilities
and attitudes to further organisational and personnel goals,
Ezecutive dmeﬂagmmf: [t 15 & gystematic process of developing managerial skills and capabilities
through appropriate programmes.
Caresr ﬁn;ng and dewfqnmeftt: It u l?‘m P.]Imning of one's career and implementation of
H dp ¥ means rﬂl"fducatmn. treining, job search and acquisition of work experiences
includes succession planing which implies identif ; e 3
o eabolisn caalticia pliesidentilying developing and tracking key individuals
Human resource developmend: HRD aims &t develoni
: . § ping the tota isati
!:I!:T:a_te that enahles ev ery employee to develop and use his i Hbm:lﬂrg:&nmtmn. It creates a
individual and erganizational goals, P 1es in order to further both

Job design: Organising Lasks, and responsibiljijcs lowards having a Producti
uctive unit of work is

called job design. The main purpose of job degjen je { :
the requirements of an organisation, 10 Integrate the needs of employers to suit

-'. _— T
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m#-ﬁ't'ﬂrl.rﬁn N . i

employops ']_Imﬁ“:";ml:;:::.nn 'm:m realine the imporianen ar nehoduling wark
work nssignmenia, B Fre ment, shortar wark wooks Mol time, weork nhn:t - mutivate
that they value "-'I-": 5 poyees feed 1o be chollenged ol work nnd the jab 1 NE wnad fyomg
» Work scheduling in an stbempt U struct mre wirlk, 1’1¢ﬂr|:l-ur1|:|::; Ill'lmLF'll-.q Bne

0 physieal,

physiological and belaviag ral nugsectn ol worl,
Mottvation: Combinin ogrnl napeert
: gt fareen ihnt allow propie Lo hohnge in i
t e . !
I|:|1.' Tm:ln r'llrll:r:. Prpgsle must v ERPTA T rl'urn!-n]ll:,r nesel e rllul_::n{ ::: :T:T iy i
vigh lewe]. Inrm,,,,r.-.r.-nm-mnm'lly ey to med i wa e Pl Lhrough pr | a Hrﬂllﬁpnrrnm iy
(financinl e well e mon-fimpneinl), TR it o
Job cvaluation: Organisations form 5
illy delermine the vl i

evaluation. Job evaluation ia the « i et e ot | 5

_ . systomntic proceas of determining thi ' b
erder h." establish which jobs should ho paid more than nur:::;nii-lf:._ [E::LWE o nll':rnhu-:n
evaluation helps to eetablish internal eunlity holween 'l."n:r'irniﬂ Jrihe R IR S

Performence appraisal: Aller an or
: ; nployee hos heen selectid Mo a iob. b i
i o) n seles Job, haa heen t
i::iiz:lwurkud ﬂ-!‘l it Ifnr a poriod of time, his performance ehould be evaluated. F'I::-rr:drmum I?‘::
E“]umingr;nggzrall = ll1r:rprnnu]m ol deciding how emplnyees do their joba, It is a method of
vinur of employees al Lthe warkplace and 1 -

s o : normally includes both the
qu:lll;nll_ﬂ nie ﬂ“: qualilativ &wla of joh performance. It iga systematic and ohjective way of
dr.-:t » ng work-related l:ufhatl'mur and potential of employees. It is o process thatl involves

ermining and communicating to an employes how he or she is performing and ideally,

establishing a plan of improvement,

The appraisal process consists of six stepa: (1) establish performance standards with employees;
ager and employee); {3) measare actual performance; (4) compare

(2) set measurable goals (man
actual p-er_fu{‘:_namc& with standards; (5) discuss the appraisal with the employess and (6) if
necessary initiate corrective action.

Compensation administration: Compensation administration is the process of dividing how

mth an employee should be paid. The important goals of compensation administration are to
design a low-cost pay plan that wif attraet, motivate and retain competent employees-which is

also perceived to be fair by these employees,

vil. Jneenlives and b?ﬂﬂ'ﬁfﬂ.‘ [n addition to a basic wapge structure, most urm‘iﬁ.ﬂtium nglﬂ-a.ﬂ_aﬁ

4,

offer incentive compensation based on actual performance. Unlike incentives, benefits and
services are offered to all employees az required by law including zocial security, insurance,
workmen's compensation, welfare amenities eteYOrganisations have been offering a plethora
of other benefits and services as well as a means of ‘sweetening the pot’. (employee stock

options, birthday gifts, anniversary gifts, paid holidays, club membership!

Maintenance: It aims at protecting and preserving the physical and psychological health of employees

through various welfare measures.

Health and safety: Managers at all levels are expected to know and enforce safety and health
standards throughout the organisation. They must ensure a work environment that protects
employees from physical hazards, unhealthy conditions and unsafe acts of other personnel,

Through proper safety and health programmes, the physical and psychological well-being of

employees must be preserved and even improved.
Employee welfare: Employee welfare includes the services, emenities and [:nnilitiﬂ fo'_!md "*;:
employees within or outside the establishment for their physical, psychological and social we

being, Housing, transportation, education and recreation facilities are all included in the

employee welfare package.
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Teams and teamnipork: Self-ma naged Leams i _
in today’s organisations. They enhanee €M ployee t_mm]
positive synergy. BY inereasing worker interaction,
members. They cnoourage individuals to cublimate their :
Tearns have inherent strengths which ultimately lead to organisationd
Collecrive bargaintmg: 1t i8 the process of pgreeing on @ salisfactory labour contract between
management and urion. The contract contains agreeme nls about condilions of employment
5::-11 as wages, hours, promotion, and discipline; lay off, benefits, vacations, rest pauses and
the grievance procedure. The process of bargnining generally takes time, as both parties tend
t must be ratified by unions,

to make proposals and counter- proposals. The resulting agreemen

workers and management,
Participation means sharing the decision-making
When workers

pIp
depends fird
employes dissal fefwe

Emploves participation and empowerment:
w
::ﬂ ;::}p:}t;hhﬂ: Inuier ranks :-I':a‘n organigation in an appropriate manner.
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10w
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powerful role in improving the lo g deed 'Etn”es o ahvas payed

However since the 90's, the sit 11'# oo in ndia, ein gsesiv b eining tot :

e o e h!:: |:m chapped dm“m'hmuﬂ’ ?JEE"EBEJ:'H'E bargaining tacti a
_ een forced to shutdown ilnit::EuI:]E s rﬂmﬂ;:':

scale down operations

of ‘give and take",
Indusirial relations: H
: ; Harmonious |
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Emerginyg izaues: Effective management of humnn resources depends on
tﬂﬂh“‘“ﬂinﬂ conditions, Henee the peedd Lo book ab ol lier iin parinnl
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refining [HHM practicos

nston Lhnl ean mobivate people b
ive their best in n dynamic and ever-ehamging environment

vi.

vil.

Personnel reeords: Personme] records suels an pipers, Olen, enrda, enssettes and Nilmin are
maintained Lo hoave toggble reeord of whit i nckunlly hoappening in an argnnisation nnd Lo
formulate sppropreoud o TR probicws nwd progromnes (thosed on istarien) recirtls. netagnl EXpErenoe
and future trenda) From time Lo Lime.

Human resoweee mudit: Homan resonvee ned i

refers Lo an examination and evaluntion nf
policies, procsdores and proctices to de

termine the effeetiveneas of HRM, Dersonnel audit (a)
measures the elfeetiveness of personnel progrommies and proclices and (b

delormines what
should or should not be dooe in future,

Human resotirces research: [t is the

process of evalunting the effectivencsa of human resoures
policies and practices and developing more approprinte ones,

Human resources aceonnfing
resources Lo the orpanisation.

(HIRA): 1L is & meassurement of the eoal and value of humay
and eantribution

Human resource management is said to be effective if ita value
in any organisation is more than its eost.

Human resource information system: HRIS is an inlegrated system designed to improve the
efficiency with which HR data is compiled. [t makes HR records more useful to the management
by serving as a source of informatia

Stress and counseling: Stross is the psychological and physical reaction te certain life events or
siluations. At an erpanisational

level, stress results in burn out, substance abuse in the farm of
aleohel or drug use/dependence reduced joh satislaction, increased absentecism and increased
turnover. Companips, therefore, are closel ¥

looking at what should be done Lo promote the
physical and mental well being of emplayees thraugh proper counseling and employee
developmenl programmes,

International human resouree management: International business is im
business today and so firms must increasingly be managed with a cle
tilirse, poses many challenges before managers including coordinating production, sales and
financial operations on a worldwide basi

g International HRM places Ervater crmphasis on a
number of responsibilities and functions such as reloeation, orientat

o1 and training serviees
to help employees adapt to a new and different environment outside their own country,

portant to almost every
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